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A cover letter is a brief document, usually consisting of three to four paragraphs. You send it with 
your resume when you apply for a job. It introduces you to the employer, explains why you are 
interested, and highlights your key skills and experiences.  

Your cover letter is a marketing tool. It should show your excitement for the job. It also describes your 
top achievements in a way that adds context to your resume. This letter provides an opportunity to share 
more details than your resume. It helps employers understand who you are and how you work.  

A well-written cover letter can set you apart from other job candidates by describing your education, 
enthusiasm, and qualifications beyond your resume.   

General Cover Letter Writing Guidelines 

1. Follow the instructions in the job posting exactly: only include what is requested, whether
required or optional. If the posting says not to attach extra documents, leave them out.
Otherwise, it may appear that you did not follow directions.

2. Read the job duties and responsibilities carefully and identify the skills and experiences the
employer needs. This information will help you establish the main points to include in your
letter.

3. Outline specific examples of how you have demonstrated those job duties and skills. Be sure
those examples are on your resume, so your resume and cover letter are aligned.

4. Connect your skills and experiences with examples from your work history and prioritize your
information based on the priorities of the job description.

5. Provide context on the skills and experiences detailed on your resume. This helps the employer
better understand the information you provided within your resume.

On the next page is a cover letter example and a brief checklist for you to review as you craft your own. 
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April 21, 2023  

  

Dear Yvonne Murray,  

I'm writing to express my interest in the Facilities Manager position at Archon OpTech Industries. As a 
Facilities Supervisor, I have over six years of experience overseeing the implementation of process and 
system development for Martell-Douglas Manufacturing and Design. I have a bachelor's degree in 
systems engineering and am currently completing my Master of Engineering in manufacturing. I am 
confident that my combined skills in facility management, process improvement and quality assurance 
can be an asset to Archon's plant operations.  

As a Facilities Supervisor for Martell-Douglas, I have led multidisciplinary teams across every department 
of the company. I integrated operational standards, process designs and assisted senior facility engineers 
in policy development, quality assurance protocols, and safety standards according to local, state, and 
federal regulations. Additionally, I supported the ongoing maintenance of facility equipment, which 
included scheduling and budget allocation of production materials and resources.  

With my experience in the critical processes of facilities management, I'm confident in my ability to 
support the ongoing growth and development of Archon OpTech through proven manufacturing 
techniques and team collaboration. I'm eager to apply my extensive knowledge of regulatory control 
standards to ensure the efficiency and safe operation of Archon's facilities.  

I'm excited to learn more about this unique opportunity and am available at your earliest convenience to 
discuss it further. I appreciate your consideration and look forward to speaking with you.  

Best,  

Gerri Mendez  

Cover Letter Best Practices Checklist: 

Match Your Style to the Company: Research how the company writes and communicates on its 
website. Tailor your cover letter to fit their style.   

Check for Mistakes: Read your cover letter carefully to catch any spelling, punctuation, or 
grammar errors.  

Stay Focused: Keep your letter clear and stick to the main points.  

Tailor Your Cover Letter to the Job: When you apply for different jobs, write a new cover letter for 
each one.   
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