ENGL393BL: Drafting an Audience-Based Cover Letter
Cover Letter Worksheet




YOUR NAME:
YOUR PARTNER’S NAME:

The cover letter is almost never about the writer: it’s about the reader. Most audiences don’t want to know how they’ll contribute to your long-term goals or fulfill your life-long dreams. Consciously or subconsciously, they will read your cover letter with one purpose: determining how you meet their stated needs.
PART ONE: YOUR PARTNER’S COVER LETTER
Prepare for this assignment by reviewing your partner’s job description and resume.

1. What are the 1-3 most important skills mentioned in the job description that your classmate will want to briefly highlight in the opening paragraph?

2. What job description skills should be addressed, expanded upon, and supported in the second paragraph?
3. What additional skills could be mentioned and supported in the third paragraph?
PART TWO: YOUR COVER LETTER

After discussing the above questions with your classmate and receiving his or her feedback, list any skills you’ll want to include in your own cover letter:

1. First paragraph:

2. Second paragraph:

3. Third paragraph:
4. Recall the claim/evidence/analysis model discussed in the presentation. Now, use that model to match the skills you and your classmate identified with your own experiences:  

