Cover Letter Checklist: Draft Workshop

Name (reviewee):_______________________________________________________________

Name (reviewer): _______________________________________________________________

What is your biggest concern about your cover letter? __________________________________
______________________________________________________________________________

1.  To whom is the letter addressed?  Are the text blocks (addresses, date, salutation) aligned?

2.  How many sentences begin with “I”?  Is the balance acceptable, or should the candidate rephrase?  Provide a suggestion if you told him/her to rephrase.

3.  How many paragraphs are there?  Do they accomplish the following goals (check for “yes”)?


# of paragraphs: ______________


Articulates why s/he is writing

Explains why s/he is interested in the position

Sells her/himself as the right candidate for the position

Outlines a follow-up plan

4.  Which paragraph is the strongest?  Why?

5.  Which paragraph needs to be improved?  Why?  List one concrete step that the candidate can take to improve this paragraph.

6.  Does the candidate’s letter reflect the position’s requirements?  List an example where the candidate has aligned his/her qualifications or interests with the position’s requirements.

7.  Has the candidate explained what s/he will contribute to the company?  Are you convinced enough to invite him/her for an interview?  Why?

8.  How do you respond to the candidate’s concern? 
