Career & Professional Development

Sample Cover Letter

Spike Zag
502 E Boone Ave, Spokane, WA 99258 ¢ zag@gonzaga.edu ¢ (509)313-4234

January 19, 2012

The Humane Society of the United States
Human Resources Department

2100 L Street, NW

Washington, D.C. 20037

Dear Hiring Committee:

Growing up in rural Montana, | cannot remember a time when horses have not been an
important part of my life. Caring for and training these important creatures has been the
livelihood of my family, as well as our hobby. Recently, | came across the job posting for the
Programs Coordinator, Equine, on The Humane Society of the United States website.
Throughout my life, | have been aware and supportive of the protective resources that

The Humane Society provides our nation’s animals. It would be an honor to work for

your agency, especially in the role of promoting effective horse ownership to new and
future owners.

—

My time outside of the classroom, as well as summers and holidays has been devoted to working
with and around horses, as well as contributing articles to several equine journals. This
experience has given me first-hand knowledge of the rules and regulations that surround the
horse industry in the nation, as well as creating a venue for me to share the knowledge and
passion that | possess on this subject. My abilities to comfortably use of social media and build
strong relationships will assist in accomplishing the outcomes set forth by the director of the
equine program.

¥

Additionally, as a soon to be graduate of Gonzaga University, | have secured the knowledge and
skills to carry out the duties required of this position. My studies in the sciences, as well as in the
liberal arts have developed me into an effective researcher, communicator and critical thinker.
This skill set will translate nicely into an effective coordinator of educational and promotional
programs supporting the initiatives and education needed for “results oriented” equine
protection.

Finally, I am willing to relocate to Gaithersburg, MD to serve in this role. | look forward to the
opportunity to discuss my qualifications with you. Thank you for your consideration.
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This illustrates that a résumé accompanies your
cover letter. If you are sending additional
documents, list them below.

Sincerely,

Spike Zag
=

Enclosure: Résumé

Look on their website,
or contact the
company to find out
the name of the
recipient. Avoid “To
Whom It May
Concern.”

Highlight a fact or two
about the organization to
show the employer
you’ve done your
homework.

Illustrate how

———__your skills match
the ones required
to perform this
position
— Avoid beginning too

many sentences with I.
Begin sentences with
transitional words and
phrases to bury them
in the sentence.
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Allow two double
spaces for signature
space.
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