
COVER LETTER GUIDANCE 
 

Remember, your cover letter is to introduce you to an employer.  It gives you the opportunity to 
make a connection to that employer before the employer reads your resume and learns about 
your skills and accomplishments.  It’s also the first writing sample an employer will read, even 
before your resume, and needs to reflect your excellent writing skills.  It should be concise, clear, 
and convincing, and it should complement, not repeat your resume. Below are a few tips that you 
should find helpful: 
  
PARAGRAPH #1:  THE INTRODUCTION 
The first paragraph of your cover letter is your opportunity to establish a relationship with an 
employer; in it, you tell the addressee who you are and why you are writing the letter.  The 
introduction is only about two or three sentences long, but it can encourage or discourage an 
employer from reading the rest of your letter and your resume.  Do not start with the standard 
sentence used in too many cover letters: “I am a first-year student as XYZ law school, and I am 
interested in applying for a summer internship with your organization.” You can do better. 
  
For example, before writing the introduction, determine the nature of your connection to an 
employer.  In general, there are three potential types of connection: (1) school related (e.g., from 
an on-campus or off-campus interview program, networking event, or informational); (2) non-
school related; or (3) weak or none.  The last scenario is the least fruitful for students, so I 
encourage you to look very hard to find a connection.  This may mean that you need to find out 
if anyone at your law school knows someone at a particular protentional employer.  Once that 
connection is determined, put it in your first sentence.  A name or event will grab their attention 
and encourage them to keep reading.   
  
The second piece of information that you should include is the reason you sent 
the cover letter.  Perhaps it’s required as part of an application; maybe you sent it as a follow-up 
to an employer’s networking event, or in anticipation of a program in which an employer is a 
participant.  Whatever the reason, say that in your first or second sentence.  Don’t leave the 
employer trying to figure it out.  Finally, encourage the potential employer to interview you by 
saying that you would appreciate the opportunity to meet that employer in person.   
  
PARAGRAPH #2:  THE FACTS 
This section gives you the opportunity to highlight your individuality in a personal and 
professional way.  In it, convey one or two things about yourself that might not be evident from 
your resume and that will be of interest to an employer.  Do not simply repeat your resume.  
  
The goal of this section is to provide specific facts that show your strengths and uniqueness, and 
to lead into a discussion of why you would be a good fit for an employer’s practice.  State the 
facts in a conversational and professional manner.  Include your goals and tie those goals into the 
reason you would like to work with that particular employer.  Use the facts to lead into the next 
section of your letter, the Discussion/Argument of why you are a good fit for the employer. 
  
 
 



PARAGRAPH #3:  THE DISUCSSION/ARGUMENT 
In this section, you make a case for why an employer should interview and ultimately hire 
you.  Think of a theme as to why you are a good fit for the employer’s organization and make 
your argument using facts to “prove” your theme.  Themes that resonate with employers focus on 
proving that you: (1) have the intellectual capacity to do the work; (2) have done related or 
similar work; and (3) possess the professional skills necessary to be both successful in the 
employer’s legal practice and part of the next generation.  These are the same themes conveyed 
in your resume.   
  
PARAGRAPH #4:  THE CLOSING 
The closing is your opportunity to re-establish the relationship you established in the 
Introduction and to convey your next step.  It lets you “keep the ball in your court” for a little 
while longer.   
  
First, thank the employer for considering your application. Second, reiterate your enthusiasm for 
that employer’s practice.  Third, identify the next step you will take in pursuit of an opportunity 
to work with that employer.  
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