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The primary purpose of the cover letter 
is to acquaint the prospective employer 
with your unique talents, experiences, 
and skills, and to request an interview 
to discuss employment possibilities.  
The cover letter should highlight your 
resume by identifying how you are 
qualified for the position and the reasons 
why it will be to the employer’s advan-
tage to hire you. It is valuable to state 
the reasons for your interest in that 
particular employer and the position.

The cover letter should be as concise 
and targeted as possible and should 
usually be limited to one page. If 
possible, the letter should not be 
directed to sir, madam, or director of 
personnel. Find out who is respon-
sible for hiring and direct the letter to 
that individual. A description of the 

important elements to be included in 
the cover letter follows, along with 
several examples of cover letters.

Guidelines for Cover Letters

1.  Address by name and title of the 
individual with the power to hire 
you, if at all possible.

2.  Adapt the letter carefully to specific 
details of the job opportunity.

3. Open with an idea that captures the 
attention of the prospective employer 
so that the letter and resume are 
considered worth reading.

4. Highlight and draw attention to the 
points in your resume that uniquely 
qualify you for the position.

5. Close your letter with a request for 
an interview.

6. Use good quality stationery and 
have the letter typed in a professional 
format.

7. Special attention should be given 
to grammar, spelling, and neatness. 
The cover letter should represent 
your very best efforts. It may be  
beneficial to have a friend, relative, 
or member of the Career Services 
staff review your letter prior to 
sending it to an employer.

8.  If you are emailing your cover letter 
and resume, be sure to maintain  
the same degree of formality and 
professionalism you would use in a 
hard copy letter.

CorrespondenCe

Cover Letter

Penn  S ta te  Career  Gu ide2 0 0 9
2 0 1 0

The cover letter should be as concise 
and targeted as possible and should 
usually be limited to one page.
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After you have had an interview, 
sending a thank-you letter is a simple 
matter of courtesy.

1. As soon after the interview as 
possible, a letter should be sent to 
express your appreciation for the 
opportunity to present yourself.

2. Use the letter to express your 
continued interest in the position 
and organization. Some details of 
things which impressed you are a 
nice way to personalize your letter 
and convey your interest more 
convincingly.

3. Supply any additional information 
that was requested at the time of the 
visit or interview.

4.  It is acceptable to email your thank-
you letter. Be sure it retains the 
degree of professionalism you would 
have on a hard copy letter.

Thank-You Letter

Other Types of Letters

Letter of Acknowledgement

When an offer is received, special atten-
tion should be given to the preparation 
of your response letter.

1. Upon receipt of an offer,  
prompt acknowledgement  
should be transmitted to the 
prospective employer.

2. Express your appreciation  
for the offer.

3. Notify the company of the  
date you expect to make your  
decision or that you will respond 
within their time limitations.

When a rejection is received, special 
consideration should be given to your 
response. Don’t take this rejection 
letter as a definite NO! A demonstrated 
interest in the company and respectful 
letter may lead to further consideration 
for other positions as they become 
available.

1. Acknowledge receipt of the letter.

2. Thank the interviewer for considering 
your application, indicate that you 
are still interested in a position with 
the company, and give some specific 
information to illustrate what you 
like about the company, position, or 
both.

Letter Seeking Additional 
Information

1. Indicate interest in the company and 
its offer.

2. Ask for the information which 
you need to be more informed. 

Remember to be as specific  
as possible!

3. Express your appreciation for the 
cooperation that you receive.

Acceptance Letter of  
Second Interview or of Job Offer

Be businesslike but also tailor your 
letter to the specific employer, so you 
look sincere and genuinely interested 
in the company and job. Never copy 
example letters.

1. Write to the person who  
wrote and/or interviewed you.

2. Thank the person and/or show  
your enthusiasm for the offer.

3. State what you are accepting.

4. Concisely, yet descriptively,  
give some details about what has 
impressed you about the company 
and/or interview.

See sample at the end of this section.

Rejection Letter

It is courteous to turn down a site visit 
or job offer graciously.

1. Write to the person who wrote you.

2. Thank her/him for the offer.

3. Briefly state that you are declining 
and why (don’t get too personal).

NEVER copy sample letters, inserting 
details. If companies get identical  
letters, they may question who is doing 
the writing and your sincerity.

WHAT EMPLOYERS WANT YOU TO KNOW ABOUT COVER LETTERS AND 
OTHER CORRESPONDENCE

(Comments from recruiters who conducted on-campus interviews at Penn State)

•   Emailed thank-you letters (and other correspondence) are perfectly acceptable, 
in fact preferred. I am not in my office enough during the recruiting  
season to get hard copy letters, so email is the fastest and most reliable way to 
reach me.

•   Writing compelling e-mails/cover letters compliments a resume beautifully. The 
resumes are too uniform. Students should be writing resumes and cover letters 
tailored toward the job they are applying for.

•   Include evidence in the body of the cover letter which indicates you have 
researched our company and the types of jobs we offer. 

•   A cover letter should clearly state why the applicant is interested in our  
company and the position.
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ng
 m

y 
sk

ill
s 

in
 re

se
ar

ch
 th

ro
ug

h 
an

 in
te

rn
sh

ip
. 

Th
e 

sc
ie

nt
ifi

c 
re

se
ar

ch
 s

um
m

er
 in

te
rn

sh
ip

 p
os

iti
on

 th
at

 w
as

 li
ste

d 
th

ro
ug

h 
C

ar
ee

r 
Se

rv
ic

es
 is

 th
e 

ty
pe

 o
f p

os
iti

on
 th

at
 n

ot
 o

nl
y 

ca
n 

bu
ild

 m
y 

sk
ill

s,
 b

ut
 th

at
 w

ou
ld

 
of

fe
r t

he
 o

pp
or

tu
ni

ty
 fo

r m
e 

to
 c

on
tri

bu
te

 to
 e

nv
iro

nm
en

ta
l r

es
ea

rc
h.

 

I h
av

e 
ha

d 
a 

gr
ea

t d
ea

l o
f l

ab
or

at
or

y 
an

d 
fie

ld
 e

xp
er

ie
nc

e 
in

 c
he

m
ist

ry
, b

io
lo

gy
, 

an
d 

ec
ol

og
y.

 In
 th

e 
la

b,
 I 

ha
ve

 p
er

fo
rm

ed
 te

sts
 o

n 
w

at
er

 s
am

pl
es

, e
xa

m
in

ed
  

sp
ec

im
en

s 
fo

r r
ea

ct
io

ns
 to

 to
xi

ns
, a

nd
 e

nt
er

ed
 fi

nd
in

gs
 in

to
 d

at
ab

as
es

 fo
r a

na
ly

sis
. 

In
 e

nv
iro

nm
en

ta
l f

ie
ld

 s
tu

di
es

, I
 h

av
e 

co
nd

uc
te

d 
ou

td
oo

r l
ab

s 
to

 a
ss

es
s 

w
at

er
 

ch
em

ist
ry

.  
La

st 
su

m
m

er
, I

 w
or

ke
d 

as
 a

 c
on

se
rv

at
io

n 
as

sis
ta

nt
 a

t C
lu

m
be

r  
N

at
io

na
l P

ar
k.

 

I b
el

ie
ve

 th
at

 I 
w

ou
ld

 b
e 

an
 a

ss
et

 to
 y

ou
r p

ro
gr

am
 a

nd
 h

op
e 

th
at

 y
ou

 a
gr

ee
 th

at
 

m
y 

qu
al

ifi
ca

tio
ns

 s
ee

m
 to

 b
e 

a 
m

at
ch

 fo
r t

he
 p

os
iti

on
. I

f s
o,

 I 
w

ou
ld

 a
pp

re
ci

at
e 

th
e 

op
po

rtu
ni

ty
 fo

r a
n 

in
te

rv
ie

w
. I

 lo
ok

 fo
rw

ar
d 

to
 s

pe
ak

in
g 

w
ith

 y
ou

. 

Th
an

k 
yo

u 
fo

r y
ou

r c
on

sid
er

at
io

n.
 

Si
nc

er
el

y,
 

Si
gn

at
ur

e 

M
ic

ha
el

 E
. S

m
ith

En
cl

os
ur

e

S
a
m

p
le

 C
o

v
e
r 

Le
tt

e
r—

Fu
ll

-T
im

e
S
a
m

p
le

 C
o

v
e
r 

Le
tt

e
r—

In
te

rn
sh

ip



2 6     C O R R E S P O N D E N C E

Other Sample Letters

10
00

 S
. A

th
er

to
n 

St
.

St
at

e 
C

ol
le

ge
, P

A
 1

68
01

D
at

e

H
ar

ol
d 

Sh
er

m
an

XY
Z 

C
or

po
ra

tio
n

67
8 

5t
h 

A
ve

nu
e

A
lb

an
y,

 N
Y 

12
20

5

D
ea

r M
r. 

Sh
er

m
an

:

Th
an

k 
yo

u 
fo

r y
ou

r r
ec

en
t o

ffe
r o

f e
m

pl
oy

m
en

t a
s 

a 
m

an
ag

em
en

t t
ra

in
ee

 w
ith

 
XY

Z 
C

or
po

ra
tio

n.
 I 

am
 q

ui
te

 p
le

as
ed

 to
 a

cc
ep

t t
hi

s 
of

fe
r. 

Th
e 

po
sit

io
n 

so
un

ds
 

qu
ite

 c
ha

lle
ng

in
g,

 p
ar

tic
ul

ar
ly

 th
e 

12
 m

on
th

 ro
ta

tio
n 

am
on

g 
yo

ur
 re

gi
on

al
 p

la
nt

s.
 

I a
m

 lo
ok

in
g 

fo
rw

ar
d 

to
 th

is 
ch

al
le

ng
e 

an
d 

be
lie

ve
 I 

w
ill

 b
e 

su
cc

es
sfu

l a
t m

ee
tin

g 
it. I u

nd
er

sta
nd

 th
at

 y
ou

r o
ffe

r i
nv

ol
ve

s 
a 

sta
rti

ng
 d

at
e 

of
 Ju

ne
 6

, 2
0x

x.
 I 

al
so

  
un

de
rs

ta
nd

 th
at

 th
e 

sa
la

ry
 o

ffe
re

d 
is 

$4
x,

00
0,

 p
lu

s 
be

ne
fit

s 
di

sc
us

se
d 

at
 m

y 
m

os
t 

re
ce

nt
 in

te
rv

ie
w

. I
 w

ill
 c

on
ta

ct
 y

ou
 w

ith
in

 th
e 

ne
xt

 s
ev

er
al

 w
ee

ks
 to

 d
isc

us
s 

tra
ve

l 
an

d 
m

ov
in

g 
de

ta
ils

 a
s 

yo
u 

re
qu

es
te

d.

O
nc

e 
ag

ai
n,

 th
an

k 
yo

u 
fo

r y
ou

r o
ffe

r. 
I a

m
 e

xc
ite

d 
ab

ou
t b

ec
om

in
g 

pa
rt 

of
 th

e 
XY

Z 
C

or
po

ra
tio

n 
te

am
.

Si
nc

er
el

y,

Ja
ne

 C
. D

oe

O
ff

e
r 

A
cc

e
p

ta
n

ce

12
34

 E
. C

ol
le

ge
 A

ve
.

St
at

e 
C

ol
le

ge
, P

A
 1

68
01

D
at

e

W
ill

ia
m

 Jo
hn

so
n

LM
O

 P
ha

rm
ac

eu
tic

al
 C

om
pa

ny
91

83
 S

ho
rt 

H
ill

s 
Ro

ad
Pi

tts
bu

rg
h,

 P
A

 1
52

22

D
ea

r M
r. 

Jo
hn

so
n:

Th
an

k 
yo

u 
fo

r t
he

 o
pp

or
tu

ni
ty

 to
 in

te
rv

ie
w

 w
ith

 y
ou

 o
n 

Fr
id

ay
, O

ct
ob

er
 2

3,
 2

0X
X 

he
re

 a
t P

en
n 

St
at

e.
 T

he
 A

cc
ou

nt
 R

ep
re

se
nt

at
iv

e 
po

sit
io

n 
w

e 
di

sc
us

se
d 

is 
a 

 
w

on
de

rfu
l o

pp
or

tu
ni

ty
 fo

r w
hi

ch
 I 

fe
el

 u
ni

qu
el

y 
qu

al
ifi

ed
. I

 a
pp

re
ci

at
e 

th
e 

tim
e 

an
d 

in
fo

rm
at

io
n 

yo
u 

sh
ar

ed
 w

ith
 m

e.

A
s 

w
e 

di
sc

us
se

d,
 m

y 
ba

ck
gr

ou
nd

 in
 b

ot
h 

th
e 

sc
ie

nc
es

 a
nd

 b
us

in
es

s 
w

ill
 e

na
bl

e 
m

e 
to

 in
te

ra
ct

 e
ffe

ct
iv

el
y 

w
ith

 p
hy

sic
ia

ns
 a

nd
 p

ha
rm

ac
ist

s.
 N

ot
 o

nl
y 

am
 I 

ab
le

 to
 

di
sc

us
s 

th
e 

te
ch

ni
ca

l a
sp

ec
ts 

of
 y

ou
r p

ro
du

ct
s,

 I 
un

de
rs

ta
nd

 m
ar

ke
tin

g 
te

ch
ni

qu
es

 
an

d 
th

e 
im

po
rta

nc
e 

of
 th

e 
bo

tto
m

 li
ne

.

If 
yo

u 
ne

ed
 a

ny
 a

dd
iti

on
al

 in
fo

rm
at

io
n 

fro
m

 m
e,

 p
le

as
e 

do
 n

ot
 h

es
ita

te
 to

 c
on

ta
ct

 
m

e 
by

 p
ho

ne
 o

r e
-m

ai
l. 

A
ga

in
, t

ha
nk

 y
ou

 fo
r m

ee
tin

g 
w

ith
 m

e.
 I 

lo
ok

 fo
rw

ar
d 

to
 

sp
ea

ki
ng

 w
ith

 y
ou

 a
ga

in
 s

oo
n.

Si
nc

er
el

y,

M
ar

tin
 A

. S
tu

de
nt

Th
a
n

k
-Y

o
u

 L
e
tt

e
r


