
Dear Mr. Schumacher,

A cover letter allows you to professionally introduce yourself to a prospective
employer. Your goal in writing your cover letter should be to encourage the
employer to read your resume and consider you for a specific position.

Highlight your achievements, skills, experiences, and training that are relevant
to the position you want to get. However, avoid simply repeating the information
you included in your resume. Tailor your cover letter to each employer and job.
Since you are applying for specific roles, give specific examples and events that
demonstrate your ability to perform well if given the position.

Yes, you should maintain a professional air throughout the copy, however, an
exceedingly formal tone may turn off those who read it. Remember to also show
genuine enthusiasm for the job. You can think of it this way: it’s not a suit-and-
tie event, but a smart casual gathering. Steer away from highly personal
information and questions about the position. This includes talking about salary
expectations and company benefits. Instead, reserve such inquiries for the
actual interview.

Make sure you proofread your cover letter before sending it. There are various
online tools that can help you catch minor grammatical or typographical errors.
Additionally, make sure your cover letter is easy to read. Use a simple font like
the one used here. Avoid walls of text, too. Dividing your letter into paragraphs
makes it easy on the eyes and organizes the information you provide.

Best regards,

Ariadne Snyder

January 2, 2025

Noah Schumacher
Recruitment Specialist
Schuester Digital Media Group
123 Anywhere St.
Any City, ST 12345

Dear Dr. Aure,

Greetings!

The undersigned have learned from reliable sources that for this incoming 1st
Semester of the AY 2022-2023, the Department of Physics at the Visayas State
University in Baybay City, Leyte is in need of additional faculty members. In this
connection, this is to inform your good office that the undersigned is very much
interested in applying for such a teaching position.

The undersigned graduated with the degree of Bachelor of Science in Applied
Physics from the University of San Carlos Talamban Campus in Cebu City last June
16, 2022. During her college life, the undersigned has proven that she could work
alone or within a group. After finishing her degree, the undersigned had realized
that there is still a lot to learn in her field and is very much willing to do it.

Attached herewith are her curriculum vitae, college diploma and transcript of
records for your perusal. If in case her qualification merits your consideration,
please do not hesitate to contact the undersigned. Hoping for your affirmative
response to this application.

Thank you very much and looking forward to hearing from you.

Very truly yours,

Athena Valerie Casangcapan

August 31, 2022

Rev Rhizza Aure, Ph.D.
Head
Department of Physics
Visayas State University
Baybay City, Leyte 6521

0928 714 0110

Athena Valerie
Casangcapan avccasangcapan@gmail.com

Baybay City, Leyte 6521

(053) 563 7018


