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Nursing Cover Letter Guide

What is the Purpose of a Cover Letter?

A cover letter is used as another tool to market yourself, present your skills, and experiences in depth. It is to provide detailed information on why you are the qualified candidate for the position you are applying for. The cover letter almost always accompanies your resume when submitting for a position.
A neat, concise, well-written cover letter can entice the employer to read your resume with greater interest and will improve your chances of getting an interview.

Cover Letter Basic Format
One Page: All cover letters should be at one page. Keeping it at one page helps the employer or readers from being bored and to review other letters in a timely matter.
Margins and Font/Size: We recommend using 0.5 inch margins and using 10-12 size font for the body of your cover letter. Select a professional font consistent with your resume.
Business Letter Format: Including text flush left, the date, and the company’s contact information.
Spell Check/Grammar: Any mistake on your cover letter can hinder your chances from getting an interview. Have at least 2 other people proofread your cover letter. You can always reach out to Career Services for cover letter reviews before you submit your application materials.
Incorporating Keywords from the Job Posting: Today computer filers are often used to search for specific keywords within cover letters. To avoid your cover letter from being tossed, use keywords specific to the industry, job function, and the job posting.
Tips for a Successful Cover Letter
Customize: Each letter should be different and specific to the position you are applying for.
Know Your Audience: Thoroughly research the individuals, organization and setting to create a better letter.
Show Confidence: Highlight your strengths (e.g. show how you have contributed to patient satisfaction through your communication skills – patient satisfaction is a high concern to all hospitals)
Display Enthusiasm: This will help the individual understand your view on the position and for the organization.
Address Cover Letter to a Specific Person: This can show that you have done your research. If you do not know who this will be sent to use “Dear Hiring Committee”, “Dear Hiring Team”, “Dear Hiring Coordinator”. AVOID “To Whom it May Concern”
Personal Examples: Use relevant experiences/stories in your cover letter. Stories are often remembered. 
Provide Concrete Examples: When listing skills, provide an example to highlight that skill. Saying “I am a strong leader” doesn’t give a lot of context to your reader.
Call To Action: In your final paragraph discuss the next steps rather than passive ending such as I hope to hear from you.
General Outline
Header/Salutation
•Use the same header as your resume
•Include the date followed by the company’s name and address
•Address the letter to a specific person. If you cannot identify the contact, address the letter to the company or division.
Opening Paragraph (Introduction)
•Lead with a “hook” to attract the reader’s interest. This should focus on your passion for the field, interest in the company, and/or previous experience. 
•Provide an introduction of yourself including your degree program and graduation date, and the job title that you are applying for. If you have a referral or contact include their name.
•Briefly state a fact or observation about the organization that shows you are interested and that you have researched the company. Don’t focus on what the company can do for you but how you can contribute to the company.
•Lastly include a line that is similar to a thesis statement telling them why you think you are a qualified candidate. This will give a general outline of the body of your letter.
Middle Paragraph(s)
•Go into detail about each skill/strength/experience that you introduced.
•For each, provide an example and apply that to the company/position you are applying for.
•Use experiences from your resume but be careful not to simply reiterate everything on it. Elaborate and go into more detail and provide context on how that experience relates to the company. Use strong transition phrases to link your paragraphs in a cohesive way.
•Optional: In a separate paragraph include relevant information regarding key course projects, academic qualifications, or other skill such as leadership skills that would be valued.
Final Paragraph (Closing)
•Thank the employer for their time and consideration.
•Reiterate your interest in the company/position.
•Invite the company to follow-up or contact you regarding an interview.
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