TISCH OFHICE OF CAREER DEVELOPMENT
COVER LETTER WRITING GUIDELINES

The purpose of the cover letter is to introduce yourselfto an employer. |t gives you the oppartunity to highlight
your skills and expenence as appropriate for a particular position.

Whan preparing a cover lefter, keep these points in mind:

1. Type each cover letter individually, addressing it to a specific person and company. |t isbesttogeta contact
name and the title of the persan to whom you are sending your letter,

2. Include relevant information in each letter that specifically connects your experience and interest with that of

the company or person to whom you are writing.

Cover letters should be brief, approximately 3 paragraphs.

Use a business letter farmat when typing your caver letter,

Proofread carefully far speling and grammatical errors.

Use good quality paper that matches your resume paper ar awhite paper af the same qualty.

An effective way to end the letter is to state your plan for following up, i.e. "l wil call next week to discuss the

possibility af setting up an interview,” and by thanking the emplayer far cansidering your application,

8. Ahways ask others to proofread the letter for clanty, grammar, typos, and spelling,

o T e

SAMPLE FORMAT

Your address

Your phone number
Your ermail address
Oate

Person's name
Person's title
Organization narne
dddress

Oear Mr/Mrs. jor Sir/Madam, f you are unable to get a contad name):

FIRST PARAGRAPH: hiroduce yourself and explain which pogtion you are applying for, Mention where you heard about the postion o give the
narne of the person who referved you. Attract the employer's attertion by foousing the letter an his or her needs oF interests,

SECOND PARAGRAPH: E:-:|:I|E|JI'| hu:m Yoy ElhlhtlES han:ligﬂ:nunu:l and qualifications will enable you to contrbute to the organization.  Highlight
e5, The cover|etter supplernents your resume, highlighting your spegal qualties and

str'engthﬁ that m@t help persu Eu:le an Emplcq,lertcu n:u:ntan:t yu

FINAL PARAGRAPH: Reiterate wour irterest and ask foran interview, You may provide a dite when you will contad hirngher to et up an
appantment, Thank the employer for hisfher time and consderation,

Sincerely,
¥our signatirs

Your narne tyed

Enc, Resume

TISCH OFFICE OF CAREER DEVELOPMENT
SAMPLE COVER [ETTER

September 18, 2003

330 &t fvenue, Apt, 94
Mew York, WY 10056
(212) B55-1234
jasmineb55@nyu.edu

Ms. Stephanie Smith
Production Coordinator

fe Filins, nc.
“all Park Avenue South

Mew York, WY 10003

Dear Ms, Smith,

| am interested in applying for the pasition of Production Assistant with Mew Films, [ne. With my
background in film and productian and my desire to work in the industry, | believe | would work
enthusiastically and effectively in your company. Enclosed is my resume far your consideratian.

| am looking for a challenging pastion in & film production company where | can utilize my production and
organizational skills in a fast-paced, creative erwironment. As my resume indicates, | have just completed a
B.F.A. in Film and Television at NYU's Tisch Schoal of the Arts. In addition, | believe that my experience
working on numerous studert films and completing twa film production internships would allow me to make
a valuable contnbution ta Mew Films, Inc. [ am proficient with AMD and Final Cut Pro, fluent in Spanish, and
perform well both independently and as part of a team.

| would appreciate the oppartunity to meet with you at your convenience to discuss my background and
qualifications in greater detal. | will contact you later this week about the possibility of setting up an
interview. Inthe meantime, | can be reached at (212) 555-1234 or jasmine555(@nvu.edy. Thank you for
your time and consideration,

Sincerely,

lasmine lones

Enclosure



