
 
 
 
 
 
 

 
How Long Should a Cover Letter Be? 
This can be a complicated question. Too much text? The hiring manager might glance over it. Too short? The 
recruiter may think that you didn’t put much thought or effort into writing the cover letter.  

 
 
 
 
 
 
 
 

Break Your Cover Letter into Sections 
An effective cover letter contains 3-4 paragraphs. It’s important to keep the sentences short so the reader can 
quickly navigate your cover letter.   
 
Paragraph #1: The Intro - The first paragraph should grab the decision-maker’s attention. This is an 
opportunity to show your interest in the position and knowledge of the company. Example: “I am excited to 
submit my application for the position of [insert position name] with [insert company name]. I have watched your 
growth for years and really appreciate the devotion to serving your customer’s needs.”  

Paragraph #2: Your Qualifications - The second paragraph should highlight relevant stories or stats 
that impress your qualifications. For example, “In the previous company, I grew sales by 150% in my first year and 
200% in my second year.” It is helpful if you can be specific in how you achieved success or benefited the 
company in some way.  

Paragraph #3: The Closing - The final paragraph should reiterate your interest in the position. It is a 
great time to thank the reader for their consideration and request an in-person meeting. 

 
 
 
 
 
 
 
 
 
 
 

Contact 
Information 
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Closing 

Name: 
 
Teacher: 
 
Class: 
 
Date: 



 

 

 

Stu 
Dent 
Psychologist 
ㅡ 

Stu  Dent 

123 Your Street 
Your City, ST 12345 
123.456.7890 
no_reply@example.com 

 

20 FEBRUARY 2021 

Ronny Reader 
CEO, Company Name 
123 Address St  
Anytown, ST 12345 

Dear Ms. Reader, 
 
My name is Stu  Dent and I am writing to express my interest in the 
Psychologist position at your institution. I was pleased to see in your 
listing that the job includes working as part of a healthcare team, where I 
will get to collaborate with physicians and social workers. If given the 
opportunity, I will be coming to you with a proactive approach, 
leadership skills, and experience in the field.   
 
To briefly introduce myself, I graduated from San Diego State with my 
PHD in Psychology. Although I have only been in the field for a little less 
than a year, I have had valuable experience  working as a Mental Health 
Psychologist. In this position, I have been given the responsibility of 
providing diagnostic assessments, therapy, counseling, and support 
services for diverse caseloads including adults, adolescents, and families 
experiencing mental health issues.  I have helped patients deal with and 
understand problems, including issues at home and at the workplace. I 

have also performed individual and group counseling sessions, organized 
social skills groups, and created individualized treatment plans for 
patients. Through my experience as a Mental Health Psychologist,  I have 
demonstrated flexibility and adaptability, and have worked productively 
with my team members. 
 
I absolutely love what I do.  In fact,  I have been interested in Psychology 
since I was twelve years old.  I hope that you will consider me for this 
position. Thank you in advance for taking a few moments to review my 
application.  I look forward to scheduling an interview with you and 
coming in to meet with you in person. 

 

Sincerely, 

Stu  Dent  
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Formatting:  At least 250-400 words in length. Includes: 
Contact Information, Introduction, Qualifications, and Closing. 
 

    

Introduction: Grabs decision-maker’s attention + 
demonstrates interest in a position. 
 

    

Qualifications:  Relevant stories or stats shared that 
demonstrate past successes and current qualifications. 
 

    

Closing:  Reiterates interest in the job position, thanks reader 
for their time and consideration, and requests future interview. 
 

    

Conventions: Correct Spelling, Punctuation, Capitalization, and 
Grammar. 
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