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ADDITIONAL TIPS



Keep to 1 page length

Basic Cover Letter Sample 

Your cover letter should introduce who you are, why you want to work for the 
company, and why you are a great fit for the position. It needs to be individualized 
for each employer and highlight your best and most relevant work or 
accomplishments. A well written letter generates interest and can gain you an 
interview, be sure to proofread!  

Student Name
Melbourne, FL | email | phone number

Date 

Contact Name 
Business Address 
City,  ST zip code 

Dear  __________, 

I am very interested in the [title of position] position posted on your company 
career site. I am a current student at Florida Institute of Technology studying 
[ major ] and am eager to use my [list skills] at [company name]. My back-ground 
with [list pertinent experience/ connections] has prepared me to make a positive 
impact in your company. 

My most recent internship at [company name] involved [list relevant responsi-
bilities], which allowed me to learn and master [list skills closely aligned with job 
requirements]. While at Florida Tech I have been working on [list relevant project or 
research], which has given me the ability to [list job requirement(s)]. I used [list 
technical programs or skills] to complete [list relevant accomplish-ments]. Further, I 
am part of [list relevant clubs or associations] and have vol-unteered with 
[organization/campus activity], which keeps me current on the latest developments 
in [career field]. I plan to use the skills I have gained from these experiences to excel 
as a [position name].  

Thank you for taking the time to review my application materials and attached 
resume. Your consideration is appreciated and I welcome the opportunity to 
interview with you.  

Sincerely,  

Student Name 

If a contact is not 
listed, address it to 

the “Hiring Manager” 

1st paragraph: 

 Include position title

 How you heard of it

 Brief introduction

 If imminent or recent,
list grad date

Body: 

 Relate your experience to
the job description

 Describe any technical
skills, honors, or accom-
plishments

 Can be done with bullet
list if lengthy

Closing:  Thank them 

Exact contact name may not 
always be available. Use any 
specific info available.

Use header from your resume
for a uniform look.



Position Description
"Chart your course for success in a fast-paced learning environment and get set to become a top-
performing account manager in the group insurance segment of the employee benefits industry. Highly
motivated and results driven recent grads and early-career professionals will experience on-the-job and
classroom training, coaching, and mentoring as part of CIGNA Group Insurance's Leadership
Development Program."

For a uniform look, it's
acceptable to use  the same
header from your resume, as
long as it is neat and concise 

This bulleted
format can be
used to
demonstrate
and draw
attention to
specific skills 

Demonstrate
your research
and knowledge
of the
company 



Position Description 
Product Development Engineering careers at Vandelay Industries offer you the chance to drive innovation
and embrace bold new challenges as a member of the team responsible for revolutionizing the automotive
industry. Today, we’re on a new road, with defined goals and renewed energy. You’ll see it in our attention to
quality and performance, and in the groundbreaking designs and technologies that create an unparalleled
driving experience for our customers. We’re looking for an Engineer with 0-3 years of experience and a BSME
to do the following:

 • Design and develop robust manufacturing processes for wiring manufacturing facilities 
• Follow Vandelay’s Advanced Process Development process throughout the project and assure deliverables
are met on time 
• Seek out, understand, and interpret product requirements that can be implemented in innovative new
manufacturing processes and in a socially and environmentally conscious manner.

Knowledge and skills gained through
classes, projects, internships, and campus

involvement count as experience

Quantify accomplishments when possible
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