THE FORMAT OF THE COVER LETTER
Your cover letter should be in proper business format, but the content is up to you.  Remember that your cover letter should relate your education and/or skills to the employer’s needs.  Canned cover letters are not effective and employers can spot them a mile away.  Take the time to create a well-done cover letter that you can use in your job search.  Below please see a format that will help you get started.

Date

Ms. Holly Partner

Law Firm Name

2048 Fannin St.

Houston, TX  77205

Dear Ms. Partner:


Use the first paragraph to introduce yourself and tell the reader what you are looking for.  This paragraph does not need to be more than two or three sentences.  Be sure to state your name and tell the employer exactly why you are writing.  Do not simply say “I am a first year student at the University of Houston Law Center”.  Instead, say something like “As a first year student at the University of Houston Law Center, I am very interested in clerking with your firm for the upcoming summer.”


In the second paragraph, you should communicate what you can bring to the employer and why you are interested in them specifically.  Make yourself stand out from your peers.  Mention some interesting tidbits that you found out about the firm during your research, and why you found that information particularly relevant.  Tell the reader what is unique and special about you by talking about your skills.  You should point out those skills which are applicable to the position for which you are applying.  Do not restate the data that is contained on your resume (which will always be attached).  The person who received your materials can read your resume for himself/herself.  It is okay to refer to your experience if you can link it to a skill (e.g., “My strong organizational skills enabled me to successfully manage over 400 plaintiffs’ records for a mass tort action.”).  This prompts the reader to look to your resume to detail evidence of your academic and professional success.  This paragraph should be four to five sentences.

The last paragraph should always detail a plan for following up with the employer.  You cannot be passive in your job search!  Always end a letter by telling the employer that you will be contacting them to follow up on your correspondence and thank them for their attention.  This paragraph need only be two or three sentences.

Sincerely,

[Signature here]

Student’s Name [Type your name here]

Enclosure(s)
