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         Career Services and Professional Development Office 

                                                         978-681-0800 ext 162

                                                         Hours: Monday, Wednesday, Friday 
9-5

                                                                     Tuesday, Thursday 

10-6 

                                                                     Or By appointment 

COVER LETTERS
Purpose of Cover Letters- 1st Opportunity to make a positive first impression
      A cover letter is how you are going to introduce yourself to the employer in the event that you cannot personally hand the employer your resume.  This letter can be as important as the resume itself, but it is often more difficult to draft. The purpose of the cover letter is to persuade the employer to consider your resume seriously. It should establish logical reasons for sending your resume and state your interest in and qualifications for the job.  

     The cover letter can do what the resume cannot: it can individualize your resume for a specific position in a specific organization and, thereby, enhance your credibility as an applicant.

What to Include

     The employer is looking for evidence of sincerity and genuine interest, so it is important that the cover letter be personalized. Information which might not seem relevant in a general resume, such as courses you have taken or where you grew up, can be included in the cover letter if they are relevant to a particular position. 

       You can relate how you came to apply, what you know about the work and how the work matches your interests and experience. 

     Focus on the skills you possess that would be valuable to the employer. If a cover letter is broad enough to be sent to virtually any employer, it may be too vague to be effective in helping you obtain an interview.

Format

     There are fewer constraints in writing a cover letter than in writing a resume. However, as a general guideline, a three-paragraph model is suggested. 

     Introduction: The first paragraph introduces you and explains who, if anyone referred you. Items that must be included are: where you go to law school, your year in law school, the position for which you are applying, and where you wish to obtain employment.

     Sell yourself: The second paragraph highlights your special skills and abilities. You should communicate what you can do for the employer and persuade him/her that you are uniquely qualified for the position and would be an asset to the firm, agency or corporation. Use specific examples to highlight actual and transferable skills that are relevant to the employer. Convey your genuine interest in his/her particular organization.

     Conclusion: The third paragraph calls for action. Do not conclude your letter by indicating that you will wait to hear from them. Rather, be politely assertive and ask to meet with them to discuss your qualifications or how you might contribute at their firm or organization. Suggest a range of dates when you are available to interview and/or indicate that you look forward to speaking with them. Thank them for their time and consideration. 

General Rules


There are some general rules to follow in writing cover letters:

· Letters should always be addressed to a person. Try to find out the most appropriate person to receive your materials: the recruitment coordinator, hiring partner, attorney to whom you were referred, etc. It is worth the time and effort to call to obtain the name of someone in the organization to whom you can write rather than simply addressing your letter to "Hiring Partner" or "Recruitment Coordinator." Be certain to spell the addressee's name correctly and to include his/her correct title.

           Here are some suggestions on how to obtain the appropriate person’s name

1. Make a phone call: call information or look online to find the main number of the firm or company and ask the receptionist or operator for the number of the head of human resources.  Do not specify that the call is in reference to an open position.  You can simply say that you are calling to let them know you are sending information. 

2. Do a Google search: Search the company by name and see what results are returned.  You may be able to find the name of the person in the position you are seeking as well as additional key information such as their bio.  

3. LinkedIn: Place the company name and job title into the LinkedIn search box and see what results are returned.  

4. Search Jigsaw: Jigsaw is the largest online, crowd-sourced directory, containing more than 24 million business contacts.  Jigsaw is based on the information you have. 
· Letters should be individualized. If you are doing a very large mailing, time constraints may prevent you from composing a new letter for each resume you send. 
           In this case, think about the employers to whom you have chosen to    write and develop a few different cover letters, each with a particular emphasis. For example, one may highlight your geographic ties to an area, another may focus on your technical background and a third may point out your mutual ties to an individual or to an educational institution.

· Letters should be individually printed on high-quality 8 1/2" x 11" bond paper- matching your resume paper. Photocopied letters are not appropriate. Letters should be typed in business format and be free of grammatical and typographical errors. 

· Letters should be clear, concise and professional, but let your letter reflect some of your personality. Be creative. 

 Some Sample Phrasings
      Your cover letter should reflect your personal experiences and your own professional and personal styles. Write it in your own words! Below are a few sample phrases to help you get started.

Opening
     Explain who you are and exactly why you are writing. Are you responding to a job posting? Were you referred by a personal contact? Would you like to arrange an informational interview? Clearly state the purpose of the letter.

· "...I am a first-year student at Massachusetts School of Law and am committed to returning to New Hampshire to practice law upon graduation. 
· I am writing to convey my interest in a summer associate position with your firm. Enclosed are copies of my resume and transcript for your review."

· "...John Smith, with whom I worked last summer at the Jones Corporation, suggested that I write to you. 
· I am a first-year student at Massachusetts School of Law and am seeking a summer associate position with Brown and Green."

· "...I am submitting my resume for consideration for the summer internship which you listed with the Massachusetts School of Law Career Services Office. 
· Having completed my first year of study, I am more convinced than ever that I want to pursue a career in the public sector."

· "...I am writing in response to your advertisement for a part-time legal assistant. I am a first year student at Massachusetts School of Law with a special interest in criminal law.” 
Body of letter

     Demonstrate that you have researched the employer and its area(s) of practice. Show your commitment to the issues and community that are important to the employer. Make the connection between your resume and how your experiences are immediately transferable to the current job opening. This is also a chance to mention information that you did not include in your resume due to restrictions on space.

· "...Enclosed is my resume. During my years as a paralegal with Abbott and Abbott, I gained substantial training in legal research and writing. Last semester, I further developed these skills as a research assistant to Professor Jones. I am confident the technical knowledge  I gained from these experiences, in addition to my ability to speak Spanish fluently, makes me a well qualified candidate for the summer intern position at Bingham, Dana & Gould. "

· "...As you can see from my resume, I have considerable experience in the area of health care. I participated in the personal injury clinical program last year and have done volunteer work with Boston Children’s Hospital. I am committed to using my law degree to advocate on behalf of underprivileged children suffering without healthcare and I believe that with my education and experience in the public sector, I would be an asset to your organization."

· "...I am especially attracted to Abbott and Abbott because of your environmental law practice. This semester I am studying Land Use Planning and Environmental Law. For the past three years, I have been a member of the Conservation Land Advisory Committee in Needham. I believe that my sincere interest in environmental issues, in conjunction with my work as an editor of the Law Review, which has helped me strengthen my writing and analytical skills, would make me a valuable member of your staff this summer."

· "...The work your agency has performed on behalf of ____________is of particular interest to me. Your agency's multifaceted approach, using community education, mediation, advertising and litigation, is a particularly effective way of reaching your clients and their employers. Prior to law school, I was a ___________ in an area with a significant ___________ population, and I am especially interested in advocating on behalf of this under served client community."

· "...I am seeking to use my legal training in the political arena to advocate for issues of importance to the _______community. Your firm's recent representation of the ___________and the lobbying program in _______suggest that my background and skills would be well-suited to the firm. Prior to law school, I served as ___________, and also worked on the _____ campaign." 
Closing

     Reiterate your interest and specifically what you would like to happen next. Thank the reader for his/her consideration/time.

· "...I am planning to be in Dallas from April 10th to 15th and would appreciate an opportunity to interview with you during that period. I will phone you next week to see if we can schedule a meeting at a mutually convenient time. I look forward to meeting you."

· "...Abbott and Abbott appear to have the kind of practice and work environment that I am seeking. I am certain that my extensive research and writing skills meet your requirements and feel confident that I would be an asset to your organization. I have enclosed a resume for your review. Thank you for your consideration."

· "...I hope you will consider me for a clerking position. I am seeking a full-time paid position this summer. However, if such an opportunity is not available, I would consider volunteering part-time and finding additional paid employment. I am confident that I can make an immediate contribution to the work of your staff this summer. Thank you for your time."

· "...I received a very favorable impression of your firm during my brief visit last November and am still very interested in Smith & Jones and the opportunities it presents for a challenging and sophisticated commercial practice. I have enclosed a copy of my transcript as you requested and look forward to speaking with you in person. Thank you for your consideration."

· "...I view a position in public service as an invaluable experience, and I would appreciate an opportunity to meet with you to discuss how I might contribute to your organization. I will call next week to explore the possibility of arranging an interview. I look forward to speaking with you soon. Thank you for your time and consideration." 

                                         SAMPLE COVER LETTER
                                                              Return address 
Date

Attorney’s name or Contact’s name

Address

Dear (name of attorney or hiring coordinator)
STATEMENT OF OBJECTIVE (Paragraph 1) 

· As a student at the Massachusetts School of Law interested in _______.

· ________has recommended I contact you with respect to ___________.

· With a background in ________, I am seeking opportunities to __________.

· I am interested in gaining experience in __________.

· I am interested in applying for a position with your firm (agency, corporation) because (type of practice, ties to the geographical location, reputation)

· I am applying for a position as ______ (part-time or full-time law clerk, summer associate, judicial clerk, associate, etc.) 

STATEMENT OF QUALIFICATIONS (Paragraph 2)

       - Additionally, I have been afforded the opportunity while a student here at the Massachusetts School of Law to take a District Court Practice and Procedure Class with ____and a Prosecution and Adjudication Class with ____.  Both of these courses have further strengthened my commitment and understanding of the importance each one of us plays in the pursuit of justice.     

-      My background in _________will be of particular interest to you. 

             -     I am a certified ____ and have had the opportunity to attend multiple   court hearings, drafted an interlocutory appeal and ______.

   CONCLUDING STATEMENTS (Paragraph 3)
           -I would be pleased to discuss further my qualifications in an interview________.

· I would be happy to discuss arrangements for an interview. 

· I believe I could make a substantial contribution to your office if offered the opportunity. I hope to meet with you in person to discuss my qualifications for a position as a legal intern with the Essex District Attorney's Office.
 Respectfully Submitted,
 Your name 
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