
Cover Letter Tip Sheet

Be Relevant

Avoid using the same generic cover letter for any
position. While the format and style of your cover letters
might be similar, different experiences in your
background will appeal to each particular employer.

Highlight your most relevant experiences to a particular
position throughout your cover letter.

Format and Style Guidelines

Your cover letter should be on 8 ½” x 11” white, off-
white, or cream bond quality paper that is at least 25%
cotton. Your cover letter should never exceed one page.
Lettering should be in block-style type (e.g., Times New

Roman or Arial) in 11 or 12 point font. Address your
letter to an individual member of the organization (e.g.,
the recruitment coordinator or hiring partner). Your
letter should not have any misspellings, misused words,
or grammatical errors. Confirm all contacts, titles and
organization names. Have someone review your cover
letter for errors.

Your cover letter should have three sections: an
introduction; a “sell” section; and a closing.

Introductory Section

Provide essential background information about your
education, including that you are a student at St. John’s
University School of Law and your year in law school.  

Identify the particular position to which you are
applying. If you were referred to the position by a
mutual contact, be sure to include that fact and the
contact’s name here. If you are applying outside of our
local geographic region and have a particular connection
to the area, point that out in this paragraph.

If possible, end this paragraph with a succinct “sell”
sentence, explaining why you would be an asset to
the employer.

“Sell” Section

This is your opportunity to show an employer what
in your background makes you the choice candidate
for the position.  

A cover letter serves as a method of introducing yourself to an employer, demonstrates your interest
in a position, and shows the quality of your writing. Your cover letter is just as important as your
resume, and a well-written cover letter can catch an employer’s attention as effectively as a strong
resume can.

“Sell” Section (Continued)

Do not simply rehash the information already in your
resume; elaborate upon that information by supplementing
it with specific details. 

Focus on your best one or two “selling” points and
illustrate those points by describing specific relevant
experiences. Prior experience in the field, specific skills or
accomplishments, high academic performance, and
relevant coursework are key selling points.

The key is to show why you would be an asset to the
employer, not why the position would be good for you.

This section may consist of one or two paragraphs.

Concluding Section

Close your letter with a request for an interview. If the
employer is located in another city or state, you may say
that you are planning to visit that area during a certain
time and request an appointment at the employer’s
convenience. 

State whatever documents you are enclosing with your
cover letter (e.g., resume, transcript).  

Be sure to thank the employer for considering your
application.

Do not:

• Use overconfident statements like “I am more qualified
than other candidates.”
• Use examples of skills that cannot be qualified. For
instance, don’t say you’re an “aggressive self-starter;”
instead, give an example from your experiences that shows
an example of this quality.
• Use “stuffy” legalese or unnecessarily long words. 
Do be serious and straightforward.
• Make excuses about your abilities. Avoid statements that
start with “although” or “despite.”
• State your salary or benefit requirements (unless
specifically requested). These are appropriate topics only
after an offer has been extended.
• Presume the employer wants to meet you. Instead,
indicate that you would appreciate the opportunity 
to meet.



YOUR NAME IN BOLD CAPS
Your Street Address

City, State and Zip Code
Telephone
E-mail

Date

Full Name of Contact Person*
Title, if available
Firm Name
Street Address
City, State and Zip Code

Dear _______________:**

Introductory Paragraph: Identify yourself and the type of position you are seeking.

“Sell” Paragraph(s): Emphasize the skills you have to offer, so that an employer can see that you are qualified for this particular
position. Use a particular theme, or themes, to set up this paragraph [and the one that follows if one paragraph is too unwieldy] and then provide
specific examples about your coursework, past employment, clinical experiences, internships, or publications that are relevant to this type of
position and employer. Be careful not to simply rehash your resume; there should be just enough detail to pique the employer’s interest and set
you apart from the crowd. Phrases such as “As you can see from my resume,” or “As my resume indicates,” should be avoided, as they are
unnecessary uses of valuable space. Do not discuss what a valuable experience the potential job will be for you. Do not list salary or benefit
requirements unless specifically requested. Your letter should discuss how you can fill the employer’s needs, not the other way around.

Concluding Paragraph: Restate your interest in the particular position. You may mention the enclosure(s) you have included or
attached, e.g., resume, transcript, as opposed to listing that at the bottom. Express your desire to discuss your qualifications during an interview.
Be sure to thank the reader.

Sincerely,

Your signature

Your name (typed)

Enclosure(s) (include if you do not list your enclosures in the body of the letter)
_____________________________________________________________________________________________________________________________

*  An attorney should be addressed as follows: Full Name, Esq. (Ms./Mr. Full Name, Esq. is improper). Do not include “Esq.” if you are going to
include a title on the next line, e.g., Hiring Partner; use only one or the other. Recruitment coordinators are known by various titles and it is
important to be accurate in addressing them. Judges should be addressed as follows: The Honorable Full Name. Then, on the line below: Full
Name of the Court.
_____________________________________________________________________________________________________________________________

** Generally, the salutation is as follows: Dear Mr. [Ms.] Last Name. In the case of a judge, the salutation is as follows: Dear Judge [Justice] Last
Name. Use a colon in the salutation, not a comma or a semi-colon.

_____________________________________________________________________________________________________________________________
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