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The 3 Parts of a Cover Letter

1) Announcement of the position you are applying 

2) Summary of relevant past job duties (Most important)

3) Persuasive argument of what you can bring to the position 



How to determine relevant skills

● Take a look at job description of the job you are applying 

● Pay attention to the verbs (action words) used. Look up these verbs 
in the dictionary to assure you understand them

● Can you find the description of job(s) you have worked? 

● Do the verbs used to describe the job you used to have match the 
verbs used to describe the job you are applying to? If yes, you have 
found relevant skills!



Activity 

● Find a job advertisement online

● Pay attention to key verbs 

● Determine if you have performed these same or similar duties 
before

● Write down some things you might include in the second paragraph 
of your cover letter. You can write this in paragraph form or bullet 
form.  



Useful Tool

● O Net Online is a database that provides lists of tasks, activities, 
and technological skills common for the position. 

● Type in a job position, and it will generate key terms that you should 
use in your resume and cover letter. 

● https://www.onetonline.org/#:~:text=O*NET%20OnLine%20has%20
detailed,developers%2C%20researchers%2C%20and%20more! 

https://www.onetonline.org/#:~:text=O*NET%20OnLine%20has%20detailed,developers%2C%20researchers%2C%20and%20more
https://www.onetonline.org/#:~:text=O*NET%20OnLine%20has%20detailed,developers%2C%20researchers%2C%20and%20more


Activity 

● Open “O Net Online” on an electronic device

● Type in a desired job position 

● Take a look at how O Net Online describes the job

● Take a look at the paragraph you wrote for your cover letter and 
take 10 minutes to edit it 


