Cover Letter
Street Address  (  City, ST  ZIP  (   email@uni.edu   (  (319) 273‐6857

Month, XX, 20XX

Name of Contact

Title, Company

Mailing Address

City, State Zip Code

Dear Mr. or Ms. Last Name:
First Paragraph:  State what you are applying for and how you found out about the position.  Let the employer know why you are interested in the position.
Second Paragraph:  Review the job description and craft a paragraph that demonstrates how your skills, abilities, academic background, and experiences align with the job.  Include projects, internships and work experience that make you a strong candidate.  The most difficult part of writing this portion of the cover letter is flow. 
Third Paragraph: Thank the organization for reviewing your materials.  Let the reader know the best way to contact you, and if appropriate suggest that you will follow-up regarding your application.  

Sincerely,

Name

Enclosure (1)
