Cover Letter Myths and Tips
Myth: A cover letter is not as important as a Resume.

Tip: A cover letter is just as important, if not more, than a resume. Some hiring managers prefer to read the cover letter as it is an example of a person’s ability to communicate in writing and provides a glimpse into the writer’s personality and style – key decision making components.

Myth: A cover letter is intended to give a reader an overall understanding of your past.

Tip: Your cover letter should convey very clearly what you offer to the organization you are applying to and how you can meet their needs listed in the job description. If you are writing for an internship position and have little to none direct experience, focus on conveying a sincere interest or reason for picking the site you are soliciting and what skills or experience you can bring. 

Myth: Your cover letter is simply a repeat of your resume.

Tip: Cover letters are your opportunity to “personalize” your interest, experiences and skills. Repeating accomplishments or experiences are perfectly fine as long as you are relating skills and experiences that are directly relevant to the position you are applying for and point the reader to the Resume.
Myth: It does not matter what kind of font/printer/paper you use to create a cover letter. 

Tip: These components are very important, especially if you will be sending your resume through the mail. Avoid fonts smaller than 11pt and margins less than .5. High quality laser paper is sufficient. The key focus here is quality of letter content versus fancy fonts or paper.

Myth: A cover letter should begin with the salutation, “To Whom It May Concern”. 

Tip: Do your best to learn the name of the person who will be receiving the letter. If this is not possible, replace the salutation (‘Dear’) with the subject line like a memo (‘RE:’) and list the position title you are applying to. See below - 


RE:  Therapist, ABC Mental Health Services Center
This eliminates the guess work of title and gender and is much more professional.
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