
How to Write a Standout Cover Letter 
En Voz Alta Job Search Materials 

 
Purpose 
❏ Use your cover letter as an opportunity to distinguish yourself from other applicants and 

make a great first impression.  
❏ Your cover letter should give hiring managers insight into your abilities & confidence 

that you’re able to: 
❏ Communicate effectively,   
❏ Apply your background & experience to meet the objectives of the position,  
❏ Complement the team and the organization’s needs well 

Key Basics  
❏ Simplify the formatting and design of the document and keep it consistent. 

❏ Use fonts like Times New Roman, Arial, or Calibri with a font size between 10-12 pts. 
❏ Set your document with 0.5- to 1-inch margins and limit to one page.  
❏ Spell out the name of schools, organizations, clubs, & awards (avoid abbreviations).  

❏ Tailor your cover letter to the job description and write in the organization’s voice.  
❏ Reflect on your experience and pick 2-3 skills from the description—what specific 

projects/responsibilities showcase your ability to fill those aspects of the position?  
❏ Connect your relevant internships, volunteering, activism, involvement in school, 

additional certifications, & language proficiencies to craft a narrative that aligns with 
the organization’s mission. 

❏ Cite a recent publication or event of theirs to show the hiring manager that you’ve 
done your homework. Read through their language and incorporate it in your cover 
letter.   

❏ Submit a new cover letter for each position. You can use a template to guide you but 
avoid merely swapping names and titles.  

❏ Stay focused on your pre-selected transferable skills. 
❏ Avoid explaining how you meet all the criteria or outlining everything you’ve ever 

done. Focus on a select few skills and unpack how your past experiences have 
prepared you to deliver on those expectations—keep it concise and convincing.  

❏ Concerned you’re not an exact match?   
❏ That’s okay! After all, everyone learns on the job. Explain how your experiences gave 

you the skills and preparation to meet their responsibilities and also gave you a 
different perspective that you’d like to bring to the table.  

❏ Share something that is not on your resume. 
❏ The more you showcase what you bring to the organization or office, the better.   

Beyond the Basics 
❏ Search the name of the hiring manager on LinkedIn or pick up the phone and call. 

❏ Make sure it’s addressed to someone and address them by their last name: “Hi Ms. 
Doe.” Avoid “To Whom It May Concern” or “Dear Hiring Manager.”  

❏ Tap into the advanced search feature on LinkedIn and click on the Current Company 
to find the hiring manager. 

❏ If it’s a smaller organization, call and say something along these lines: “Hi! I’m [insert 
name] and I'm applying for the [title] position, and I wanted to be sure I was 
addressing the [hiring manager/ head of the department] in charge of hiring for this 
position. Is this name accurate?” Then, research on LinkedIn or simply ask the person 
for their first name.   

❏ Focus on the first and last lines.  
❏ Start with a hook, not your name, and always thank them for their consideration.  


