
How to Write 

a Cover Letter

ENGLISH



SAMPLE LETTER



SAMPLE SENTENCES

FIRST PARAGRAPH SECOND PARAGRAPH THIRD PARAGRAPH

I am writing at the suggestion 

of Professor ____________, who felt 

that your company may be in 

need of an intern.  I am 

currently...

I have an international 

background and a strong 

interest in business. I speak 

four languages and am at ease 

in a multicultural 

environment, having lived in 

Germany, France, Lebanon, 

the UK and the United States.  

My career goal is to work in 

management consulting.

I believe that my profile and 

aspirations make me a good 

match for a dynamic, global 

corporation such as XXX. I 

am available for full-time 

work from June 1 to August 

31.  I look forward to hearing 

from you.  Thank you for your 

consideration.

As a recent graduate in 

International Economics from 

The American University of 

Paris with trading experience, 

I believe my profile may be of 

interest to you.

I am interested in being 

considered for an internship 

in the YYY department of 

XXX (name of company).  I 

am currently a junior at The 

American University of Paris 

majoring in _______ with a 

concentration in _________.

I am majoring in International 

and Comparative Politics at 

The American University of 

Paris. Working at XXX would 

allow me to continue 

developing my professional 

skills in a large international 

organization.

Given my international 

background, experience in 

fashion sales, and strong 

language skills, I am confident 

that I would make an excellent 

addition to your marketing 

team.  I am available to visit 

(location) for an interview at 

my own expense.  I would 

appreciate the chance to meet 

with you to discuss what I 

could bring to your company.
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WATCH OUT FOR 

UNNECESSARY WORDS

Words such as very, really, just, 

rather, and quite only take up 

valuable space you could be 

using to market yourself.

"Strong writing is concise and 

clear. Ideally, when writing, 

you'll use as few words as 

possible to convey your message 

as clearly as possible".

Read full article on Vault.

TIPS, TRICKS, AND RESOURCES
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As you apply for similar 

positions, many elements of your 

cover letter will stay the same. 

However, never just use a stock 

cover letter for multiple 

positions. Make sure to 

personalize each one!

TAILOR YOUR

 LETTER
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