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The purpose of a cover letter is to persuade the 
employer to read your resume and grant you an 
interview.  There are basically two types:  
 

 Letter of Application or Response to an  Ad-
vertisement: This type of letter is used when 
you are responding to an advertised posting. 

 Letter of Inquiry: Used when you are contact-
ing an individual or organization to ask about 
possible openings.  Also referred to as “Cold 
Call Correspondence.” 

 

In addition to cover letters, there are many other 
forms of business correspondence: 
 

Thank-you letters are recommended as a follow-
up to an interview. These letters should express 
your appreciation and also emphasize your contin-
ued interest in the position. 
 

Acceptance letters are used to confirm the details 
of your employment if you decide to accept a po-
sition that you have been offered. 
 

Rejection letters are sent if you choose not to 
accept the offer.  
 

Withdrawal letters are used to contact other em-
ployers of your decision to withdraw your applica-
tion from further consideration once you’ve ac-
cepted a position elsewhere. 
 

See these resources for additional help: 

 Cover letter tips and helpful links can be 
found on the LVC Job Center. 

 Make an appointment with Career Services 
for cover letter assistance and critiquing!   

 Job Choices has excellent tips for writing and 
producing job-search correspondence.  Pick 
up your copy in the Career Resource Room. 

Other Professional 

Correspondence Tips 
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 Be sure to tailor your cover letter to each   

individual job and always address it to a    
specific person.  If you are unsure of the    
person’s name, contact the organization 
and ask for it.  This will show that you 
care enough about the job to make the 
effort! 

 

 Use your cover letter to market yourself     

effectively.  Elaborate on qualities or          
experiences that would be important to 
the company.  Make sure your letter 
shows some of your personality! 

 

 Try to establish a common bond be-

tween you and the employer. Propose 
how you might fill the employer needs by 
demonstrating how your education, 
skills, and personal qualities are suitable 
for what the position requires.  

 

 Ask for an interview. Follow-up with 

promises to contact the employer. 
 

 Keep your letter to one page in length. 
 

 Type your letter in conventional business   

format.  Use professional font and paper. 
 

 Sign your name,  preferable in black ink. 
 

 Proof-read your letter!  Employers are 

looking at your cover letter as a demon-
stration of your communication skills. 
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