PREPARING YOUR COVER LETTERS 
Guidelines

The cover letter is in many ways the most important component of your application materials.  It introduces you to the prospective employer, it explains your interest in the organization, it highlights why you would be an asset to the organization, and it serves as the first sample the employer sees of your writing.  The cover letter should reflect a considerable degree of thought regarding why you are writing this particular employer.  It should also spark the reader’s interest so that s/he wants to review your resume.  There is no one perfect cover letter.  The sample cover letters included in this manual should be used only as guides; yours can be better.  Keep the following in mind as you draft and re-draft yours:

Address the Letter to a Real Person

· Always find the name of the person to whom you should write.

· Avoid using “Dear Hiring Partner” or “Dear Madam/Sir.”

If Possible, Use the First Paragraph to Grab the Reader’s Attention
· If you are writing at the recommendation of someone known to the reader, say so in the first sentence.

· If you are contacting the employer for another reason (for example, you have recently read an article about their involvement in a certain type of law that interests you), let them know it.

· Although it is a bit more basic, it is always a good idea to let the reader know (briefly) who you are and why you are writing.

· Let the reader know if you are responding to an ad, asking for an informational interview, etc.

· This first paragraph can be very brief (2-3 sentences).

Let the Employer Know Why You Are Interested in Them
· Employers want to know why you are writing to them.  Strive to be as specific as possible.

· A basic recitation that you know what the firm does and how it relates to your interest is generally sufficient.  The more you demonstrate your awareness and relate it to your goals, the better.

· If possible, show, and support, your interest in the area where the employer is located.

Explain Why You Are Qualified For the Job

· Include a paragraph that highlights the reasons (academic and experiential) you are qualified for the position.

· Devise a topic sentence that describes skills which you possess and which an employer will value.

· Use this paragraph to entice the reader to look at your resume.  Do not merely restate your resume.  Rather, emphasize and develop those areas of the resume that make you a desirable candidate.

· Don’t draw attention to your weaknesses by trying to apologize or explain them away.  Put your best foot forward and state your strengths in a positive, concise manner.

· Blow your own horn, but do so in a professional manner.  Don’t be cocky.

· Don’t be conclusive.  For example, if you want to let the employer know that you are a self-starter who needs little supervision, don’t just say it -- back up the statement with obvious examples.

Conclusion
· Thank the reader for their time and consideration.

· If appropriate, propose a next step (i.e., let the reader know if you intend to be in the area during a certain time period, or indicate that you will call within a certain time frame to set up an appointment, to determine a convenient time for a telephone interview, or to confirm your plans to visit when you are in town).  

· Do not presume that the reader will contact you.

Miscellanea
· Use topic sentences to start out each paragraph.

· Make your writing lively but avoid being cute or avant-garde or gimmicky.

· Always proofread your letters and do not simply rely on your spell check program.

SAMPLE COVER LETTERS

Sample Cover Letter Format









Return Address









Date

Name

Title

Address

Dear Mr./Ms. Smith,


Paragraph #1  Explain why you are writing and include a sentence or two about your strengths and interests.  For example:  Please accept my application for a position as a legal intern with Vermont Legal Aid for the summer of 2008.  I am a first year student at Vermont Law School with strong research and writing skills and a keen interest in gaining experience in representing disadvantaged individuals.


Paragraph #2  Explain in greater detail why you want to work with this organization or firm.  Make sure to explain what is appealing to you about the organization.  In order for this paragraph to be effective, you must first learn something about the organization.  The closer you match your interests with their needs, the more interested they will be in you.  It may also make sense to address the organization’s location, particularly if it is a place that you plan to move after school.


Paragraph #3  Address why you are the person for the job by focusing on your academic and experiential background.  Include your academic strengths (good grades, good writing skills, course work in a specific area, etc.).  The goal is to demonstrate to the audience that you have the necessary preparation to perform the responsibilities of the job.  To the extent that you have relevant experience, this is the place to discuss it.  Avoid conclusory statements (“I am a self starter”) without also providing specific examples that substantiate the statement.  In addition, try to avoid simply repeating what is on your resume.  Rather, take the opportunity to “spin” your education and experience so it is clear why and how your background has prepared you for this job.


Paragraph #4  This is usually boilerplate.  You may want to mention here that you will contact them “during the week of . . .”   (usually 2-3 weeks)  --  and then make sure to do so!  It can also serve as the best place to let them know that you will be in the area on a certain date and would be available to interview with them.








Sincerely (or Very truly yours),








Sign Your Name Here








Type Your Name Here

NOTE:  You may reverse the order of paragraphs 2 & 3 depending upon whether you wish to emphasize your professional skills or your interest/commitment to the employer.

Sample Cover Letter 1

(no break between college and VLS)








P.O. Box 1









South Royalton, VT  05068









(802) 763-1111









email@vermontlaw.edu









November 11, 2007
Jacob Boyd, Esq.

Legal Aid Society of Seattle

534 Cushman Street

Seattle, WA  69402

Dear Mr. Boyd:


Please accept my application for the position of summer law clerk with the Legal Aid Society of Seattle.  I am a first year law student at Vermont Law School with strong research and writing skills and a genuine commitment to using my law background in a legal services setting this summer.


My first year of law school has confirmed my awareness of the necessity of providing representation to the poor and under-represented in our society.  I am eager to utilize the skills I am acquiring in a real world setting.  As a native of Spokane who intends to return to the Pacific Northwest upon receiving my Juris Doctor degree, I would be particularly pleased to work with your organization this summer.  A position with the Legal Aid Society of Seattle would provide me with an outstanding legal experience while enabling me to contribute to the representation of Washington citizens.


I believe that my academic and practical experience make me well suited for a position with your organization.  During my first year at Vermont Law School, I will receive two semesters of instruction in legal research and writing.  As you will see from the enclosed resume, I am currently a member of the Equal Justice Foundation and attained a leadership role in my class as a first year class representative to the Student Bar Association.  While pursuing my undergraduate degree at Amherst College, I volunteered regularly at the Head Start program in nearby Holyoke, Massachusetts and answered telephones for a battered women's hotline.  I believe that these experiences can be well utilized in the public interest context and am eager to gain exposure to the functioning of a public interest law office.  


Thank you for your consideration.  I would welcome the opportunity to discuss a possible summer position with Legal Aid and to learn more about public interest opportunities in the Seattle area.  As I will be in Washington for the winter holidays, I will contact you during the week of December 5th to see if we might arrange a time to meet in late December or early January.









Very truly yours,









Sign your name here









Isobel G. Nielsen
Sample Cover Letter 2

(some work experience between college and VLS)









P.O. Box 2









South Royalton, VT  05068









(802) 763-2222









email@vermontlaw.edu








November 11, 2007
Katherine Costello, Esq.

Patent Law Associates

P.O. Box 413

Winsted, CT  06098

Dear Ms. Costello:


Please accept my application for a position as a law clerk with Patent Law Associates for the summer of 2008.  I am a first year law student at Vermont Law School with strong research and writing skills, and a genuine interest in using my diverse academic background at a law firm with a strong intellectual property practice. 


After working for several years at LabTech of America, Inc., I entered Law School intending to pursue a career that integrates my education and experience in biochemistry with my law school studies, potentially in the area of patent law.  I am particularly interested in the combination of scientific and legal disciplines as a way in which to assess the impact of current scientific progress.  A summer position with Patent Law Associates would provide me with invaluable exposure to this exciting area of the law.


My strong science background, extensive experience in counseling business clients, and academic success make me well qualified to assume the responsibilities of a summer clerk with Patent Law Associates.  In addition to my experience in both biotechnology and pharmaceutical research, I have enjoyed the opportunity to advise LabTech’s clients regarding the most appropriate and efficient techniques to apply in their research.  My education at Vermont Law School will complement my knowledge, skills, and experience in science.  I am certain that a position with your organization will enhance my understanding of the legal aspects of science.


I am eager to begin applying my background in science to the legal field and would welcome the opportunity to discuss my qualifications with you.  I will contact you during the week of December 5 to see if we might arrange a time to meet.  Thank you for your consideration.








Very truly yours,









Sign your name here









Beatrice Dayton
Sample Cover Letter 3

(environmental focus)









P.O. Box 3









South Royalton, VT  05068









(802) 763-3333









email@vermontlaw.edu








November 11, 2007
Matthew Hollar, Esq.

Hollar & Evans, PC

One William Penn Square

Pittsburgh, PA  15241

Dear Mr. Hollar:


I am writing at the recommendation of Elizabeth Tait, a former colleague from the U.S. Department of Agriculture in Pittsburgh.  I will complete my first year of legal studies at Vermont Law School in May and am interested in obtaining a summer associate position with Hollar & Evans.  

I believe that I am well qualified to assume the responsibilities of a summer associate with Hollar & Evans.  In addition to my work with the Animal and Plant Inspection Service of the U. S. Department of Agriculture, I have completed environmental internships with the South Shore Natural Science Center and the Massachusetts Public Interest Research Group.  While at Vermont Law School, in addition to a strong core of traditional legal courses, I intend to take advantage of the many specialized environmental law offerings that have earned the school the reputation of providing one of the finest environmental legal educations in the nation.


I am intrigued by the possibility of working with your firm because of its focus on environmental compliance and litigation.  Your work in Miller v. EcoDynamics coincides with my own concern that Pennsylvania’s waters be protected from pesticides and other toxins.  In addition, after working on environmental issues as they arise in the public sector, I am particularly interested in experiencing an environmental practice in a private law firm setting.  I believe that Hollar & Evans will provide me with excellent exposure to this area of law.


I appreciate your consideration of the enclosed resume and would welcome the opportunity to learn more about your firm.  I will be in the Pittsburgh area on January 2-6 and would be available to meet with you at that time.  If another date is more convenient, please contact me and I will change my schedule accordingly.  I look forward to hearing from you.









Sincerely,









Sign your name here









Amos Horn
Sample Cover Letter 4

(informational interview request)








P.O. Box 4









South Royalton, VT  05068









(802) 763-4444









email@vermontlaw.edu








November 11, 2007
Erin R. Hall, Esq.

Colby, Robinson & Hall

365 Alpine Boulevard, Suite 476

Denver, CO  80203

Dear Ms. Hall:


Professor Kate Bosley suggested that I contact you regarding summer employment opportunities for first year law students in Denver.  As a lifelong resident of Colorado, I intend to return to the Denver area upon graduation from Vermont Law School in May, 2011, and am eager to gain practical experience over the summers in between.  I would value your opinion as to the best trial lawyers in the area and those who might respond most favorably to summer employment inquiries.


As an undergraduate I majored in criminal justice at the University of Denver and had the opportunity to serve as an intern with the Colorado District Court, Second Judicial District.  In addition, during my first semester at Vermont Law School, I competed in the Jessup International Moot Court Competition.  These experiences have heightened my interest in trial practice and my desire to work with a busy litigation firm. 


I have enclosed a copy of my resume to give you a better idea of my background, and would welcome any comments you may have for its improvement.  I will call your office on Friday, November 18 to discuss this further.  Thank you for your time and consideration.









Sincerely,









Sign your name here









George Higgin
Sample Cover Letter 5









P.O. Box 5









South Royalton, VT  05068









(802) 763-5555









email@vermontlaw.edu








August 30, 2007
Kyle Moody, Esq.

Moody & Moody

22 East State Street,

Albany, NY  11105

Dear Mr. Moody:


Brenda Coffin, Esq. of Andrews and Jeffries in Albany recommended that I contact you regarding a position as a summer law clerk.   Enclosed for your review is a copy of my resume and an unedited writing sample.

I understand from my conversations with Ms. Coffin that your firm focuses on the representation of small business in a variety of legal settings.  I am particularly interested in this kind of legal practice.  In addition to my undergraduate degree in business, I am seeking to focus my law schoolwork to prepare me for a career in business law.  During the coming academic year, I will take courses in tax, corporations, employment law, and secured transactions.  As a native of Troy, I am eager to return to the Albany area next summer.

While at Vermont Law School, I have developed strong research and writing skills, which complement my professional experience and academic success.  I am currently ranked in the top one-third of my class, and the receipt of the highest grade in my first year legal research and writing course evidences my research and writing ability.  During the recent summer months, I assisted Professor Alex Nicholas in the research, writing, and editing of a scholarly paper discussing the effect of the Delaware closed corporation statute on the ultra vires doctrine.  My experience and education has contributed to my preparation for a legal career and I would welcome the opportunity to continue this development by working with Moody & Moody next summer.

I appreciate your consideration of the enclosed resume and would welcome the opportunity to learn more about your firm.  I will be in the Albany area from October 12 through October 15 and would be available to meet with you at that time.  If another date is more convenient, please contact me and I will change my schedule accordingly.  I look forward to hearing from you.









Sincerely,









Sign your name here









Julian Smith

Sample Cover Letter 6









P.O. Box 6









South Royalton, VT  05068









(802) 763-6666









email@vermontlaw.edu








August 30, 2007
Sarah E. Allen, Esq.

Allen and Associates

11 Hubbard Avenue

Milwaukee, WI  53202

Dear Ms. Allen:


As a third year student at Vermont Law School, I am looking forward to commencing my legal career after taking the Wisconsin bar exam in July.  I would be pleased to have the opportunity to discuss a possible association with your firm upon graduation.


I was interested to read a recent article in the Wisconsin Law Journal highlighting your firm’s general civil practice - particularly its commitment to serving the needs of the working poor.  Throughout my studies, I have focused on preparing myself for a position with a general practice firm that, like yours, emphasizes landlord/tenant issues, employment law, and litigation.  Having had the opportunity to live in Milwaukee this summer, I am eager to return upon receiving my Juris Doctor degree.  I believe the opportunity to practice with a firm committed to the diversity of a general practice in such an environment would provide me with an excellent beginning to my professional career.


My broad legal experience, extensive client counseling skills, and focused curriculum has prepared me well to contribute to a general practice firm.  While at Vermont Law School, I have studied advanced real estate law, family law, and employment law and have participated in two moot court competitions.  I was also selected to participate in the law school’s General Practice Program, a program that exposes students to a variety of practice areas in a simulated setting.  During the summer of 2005, I worked for Vermont Legal Aid, where I worked closely with clients on family law cases.  This summer, while working as a law clerk at Quirk & Ziarnik in Milwaukee, I was actively involved in all phases of civil litigation and had the opportunity to draft motions and memoranda to the court, interview clients, and attend depositions and hearings.  I would be pleased to provide you with references from attorneys at the firm. 


I would welcome the opportunity to discuss a possible association with your firm.  I will contact you during the week of September 15 in this regard.  I greatly appreciate your consideration of the enclosed resume and look forward to speaking with you soon.









Very truly yours,









Sign your name here









Rachel Deemer

Sample Cover Letter 7

MARTHA WASHINGTON

P.O. Box 154 ( South Royalton, VT ( 05068

E-mail:  mwashington@vermontlaw.edu ( Phone:  802-555-1234









August 26, 2007
Mr. David Jones, Esq.

Hutchison, Hammond and Walsh, P.C.                             

21790 Peach Drive

Atlanta, GA 12345

Dear Mr. Jones:

Please accept my application for a position as an entry-level associate with your office.  I am a third year law student at Vermont Law School with a strong background in environmental law, solid research and writing skills, and a keen interest in returning home to Georgia to live and work after graduation. 

My interest in your firm stems from your practice and your location.  After graduating from Emory University, I chose to attend Vermont Law School because of its outstanding environmental program.  I have a strong interest in environmental law and am eager to put to use the skills I have developed in both my studies and work experiences.  In addition, I have a strong interest in civil litigation and your firm's focus on litigation and municipal/environmental work is exactly the type of practice I am seeking.  Finally, while Vermont is beautiful, it is not home.  I look forward to the opportunity to develop a practice in Georgia that will allow me to become part of the professional community there.

I have developed strong research and writing skills as a result of my Legal Research and Writing courses and my law clerk positions with the employers listed on my resume.  As a law clerk, I performed legal research and wrote memoranda on a variety of legal issues including employment law, environmental law, and torts.  In addition, last semester I worked as a legal intern at the South Royalton Legal Clinic, where I worked on issues involving unemployment compensation, landlord/tenant law, bankruptcy, and family law.  As an intern, I conducted client interviews, drafted pleadings and correspondence, and represented clients at administrative hearings.  I enjoyed the work and am looking forward to continuing my professional development next fall.

I am in Atlanta on a regular basis and would be glad to meet with you at your convenience to discuss my qualifications.  Thank you very much for your time and consideration.

Sincerely, 










Sign your name here

Martha Washington

enc.
Sample Cover Letter 8

(MSEL Internship Request)
P.O. Box 414

South Royalton, VT 05068

802-763-4321

email@vermontlaw.edu
October 31, 2007
Michael Brands, Administrative Officer

Woodstock Town Hall

Planning and Zoning Office

P O Box 488

Woodstock, VT 05091

Dear Mr. Brands:


I am contacting you regarding an internship opportunity at the Woodstock Planning and Zoning Office. I am a Master’s candidate in Environmental Law at Vermont Law School with strong research and writing skills and a keen interest in gaining experience in environmental urban planning and sustainable development.

After graduating from Rollins College, I entered Vermont Law School intending to pursue a career that integrates my undergraduate education in environmental studies and sustainable development with my law school studies – potentially in the area of land use, zoning, and planning. I am particularly interested in learning how to combine scientific and legal disciplines to develop eco-friendly land use plans for our future growth and development. A semester internship with the Woodstock Planning and Zoning Office would provide me with invaluable exposure to this exciting area of planning. 

My background in environmental issues, with a focus on urban planning, combined with my academic successes make me well qualified to assume the responsibilities of an internship. In addition, I enjoyed attending the Urban Land Institute: Greening Orlando, a conference held last year in Orlando, Florida, which presented alternative methods of construction and energy-efficient development. I believe the opportunity to intern with a reputed municipal planning office like Woodstock’s would greatly prepare me for a career in environmental urban planning. 


I have enclosed a copy of my resume for your review and would welcome the opportunity to learn more about your office. I will contact you during the week of November 4 to see if we might arrange a time to meet. Thank you for your time and consideration.

Sincerely,










Sign your name here

Candy Smith
Sample Cover Letter 9

(MSEL Post-Graduate Position)
P O Box 101

South Royalton, VT 05068

May 23, 2008
The Office of Molly Hyde
Landscape Architects and Planners

P O Box 316

Montpelier, VT 05055

Dear Ms Hyde:
Please accept my application for the part-time planning position available in your office.  I am a graduate of Vermont Law School’s Master of Studies in Environmental Law program, with strong writing skills and an interest in socially responsible design and community planning.

My study of land use law at Vermont Law School illustrated, among other things, the necessity of balancing land use and resource preservation. Through smart growth initiatives and socially responsible design, I believe environmental planning is effective in achieving that balance.  I have recently been involved with a local brownfield project as a voluntary environmental consultant, and have enjoyed the collaboration between interested parties as well as the complex process involved in reclaiming a degraded landscape.  As a result, I look forward to continuing my professional development with an office committed to the complexity of environmental planning.

I have developed strong writing skills, which complement my professional experience and academic successes.  I graduated from VLS with cum laude honors and received the highest grade in my Environmental Research and Writing class.  During the spring of 2007, I interned as a freelance reporter with the Vermont Environmental Monitor, covering Vermont regulatory issues including interstate interchange protection, storm water permitting, basin planning in the White River Watershed, and sustainable energy initiatives in the 2007 legislature.  In addition, I have extensive experience writing and publishing newsletters, outreach materials, and online bulletins through my employment at the Wolf River Conservancy.  As a result, my education and experience would enable me to make a substantial contribution in a planning position for your office.

I appreciate your consideration of the attached resume and would welcome the opportunity to learn more about your office.  I will contact you during the week of June 6 in this regard.  Thank you for your time and consideration.

Sincerely,










Sign your name here

John Baxter






