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Sample Letter (Do not include MCPHS header and footer in your letter!)

Your Name
Mailing address
City, State Zip
Date

Addressee’s name and title
Name of company
Mailing address
City, State Zip

Dear Dr. / Ms. / Mr.____________

First Paragraph 
Purpose: This is your “why” paragraph—a short two to three sentence paragraph that identifies the position for which you want to be considered and your motivation for applying. It should include
· an opening statement that grabs the employer’s attention and invites continued interest, 
· position title and ID number (if any) and a brief mention of how you learned of the opening,
· name and title of the person who referred you (if applicable), and
· clear statement(s) that emphasize your interest in the position (may include your major and/or why the position is the next best step in advancing your career).

Second Paragraph 
Purpose: Demonstrate the value you bring to the position/organization by describing “how” the reader or organization can benefit from your background.
· Make the first sentence a hard-hitting, accomplishment-oriented opener that focuses on the skills and qualifications needed for the position/industry.
· Give specific examples of the key skills and abilities you offer and link them to the position description. Cite jobs, internships, activities, projects, and accomplishments associated with those experiences. 
· Personalize the examples by including challenges faced, things learned, or other examples of growth to give the reader a sense of your personality.
· Expand on relevant examples in the resume, but do not repeat the resume content.
· Keep bullet statements concise (if used). 

Third Paragraph (optional) 
Purpose: Functions as either an extension of the second paragraph with additional examples or a paragraph that describes your interest in working for the organization. 
· Avoid restating what is on the company website.
· Reference knowledge about the company that you acquired from a current employee, an article you read, or another connection you can make. 

Final Paragraph 
Purpose: This is a short, two to four sentence conclusion. 
· Thank the addressee, expressing appreciation for the person’s time and consideration. 
· Indicate a follow up time and give a reason for your intent to follow up.
· Conclude with “Sincerely,” your full name, and signature.


Sincerely,

Your signature (if you have an electronic signature)
Your typed signature
____________________________________________________________________________________
MCPHS Center for Professional Career Development 		careerdevelopment@mcphs.edu
670 Huntington Avenue, 5th Floor (Griffin), Boston, MA 02115		617-274-3395
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