
The Cover Letter: The Means to Generate Interest

In the multi-faceted process of searching for employment, it is often easy to overlook the 
importance of the cover letter. Oftentimes, much effort, expense, and time is devoted to 
producing a quality CV only to have its impact undermined by a poorly prepared cover letter. 
The cover letter is a tool to tailor specific comments to the employment opportunity. It is also 
used to broaden the information presented on your CV or to include specific information for the 
employment opportunity that may not be appropriate on your CV.

The Purpose of the Cover Letter

1. To serve as a business letter that transmits your resume to potential employers.
2. To introduce you and your credentials to an employer.
3. To generate employer interest in interviewing you (i.e. to “sell” yourself)

Understanding these main objectives will provide you with a starting point in the construction of 
a powerful cover letter.

Types of Cover Letters

There are two primary types of cover letters:

1. Letters of inquiry to employers when you have no knowledge of a specific opening (this 
is also a great time to include the brochure: “Adding a Practice Asset by Hiring a 
Physician Assistant”.) This letter should be used to convey your interest in an 
organization or practice and to seek out further information for follow up. It is important 
to convey what motivated you to write to this employer specifically. Direct your letter to 
the hiring official, personnel director, or physician by name whenever possible.

2. Letters of application in response to a known opening. This is written in response to a 
specific position for which applicants are sought, or for an unadvertised position which 
you are interested in and qualify for. Application letters communicate to the employer a 
specific personalized message about your interest in a career position and your potential 
value to that organization or practice.

Important Elements of the Cover Letter

Typical cover letters contain the following:

1. An introductory paragraph that:
a. is “interest generating”
b. states or implies employment interest

2. These items can be accomplished through use of personal contacts, specific knowledge of 
the practice or organization and/or a sincere compliment.

3. A “value selling” paragraph that:



a. demonstrates your ability to be “value adding” to the organization
b. highlights your key strengths and abilities

4. Accomplish these goals by being results oriented and highlight contributions you have 
made, keeping in mind the needs of the employer rather than your personal sense of 
pride.

5. A strong “closing” paragraph that:
a. compels or ensures follow up action
b. thanks him or her for considering you for the position

6. Accomplish these goals by reiterating how you match the company’s specific needs. 
Include a statement that relays your intention to follow up your contact with a phone call 
or requests that the employer contacts you to arrange for an interview.

Final Tips

1. Use good grade, white or off-white, bond paper (color should match your CV if you are 
enclosing it).

2. Be brief. Cover letters should never be more that one page.

3. Individually type for each mailing. Avoid form letters.

4. Use correct grammar, spelling, and punctuation. Have someone proof read your letter.


