CARE Office, Career Services – Pacific Oaks College
Cover Letter Template

Your Name

Address

City, State ZIP
Email

Phone
Date 
Contact Name, Title

Organization Name

Company Address

City, State  Zip 
Dear Dr. XXX: OR RE: Therapist, ABC Mental Health Center*

*If you don’t have the contact name and attempts to get it have not worked, replace ‘Dear’ with ‘RE:’ followed by the position for which you are applying.

First Paragraph:

The focus of this paragraph is “why I am writing to you.” Length of the paragraph is usually two to three sentences. Points to cover:

· Why you are writing and to which position you are applying. Introduce yourself in a relevant manner.

· Grab the recipient’s attention by writing why you are interested in this position or organization. Research the organization to understand what it does and how you align with its mission, needs, goals, etc.

SECOND PARAGRAPH:

Focus here on developing a relationship between you and the employer, displaying your knowledge of the organization or industry. Briefly describe your qualifications and accomplishments relating them to the needs identified in the ad/job description. Make sure you answer the question: “Why should I hire you?” You can modify accomplishment statements from your CV/resume and use bullets to draw attention. For example:

My qualifications are:

· Master’s in Marriage and Family Therapy, 2010
· Experience with intake assessments and crisis intervention with adolescents

· Strong communication skills and ability to collaborate with interdisciplinary teams

THIRD PARAGRAPH:

Close with confidence by taking the initiative and requesting further action. Suggest a meeting time or invite further action by the reader. Points to include:

●    Your contact information (phone, email)

●    A thank you for his or her time and consideration.

Sincerely, (3 returns)
(sign your name if sending a hard copy, paper letter – don’t sign electronically or leave blank)

Your first and last name
