
 
Cover Letter 

Writing Project #1 

Your Task: 
Write a cover letter for a prospective job.   
 
First Steps: 
Your first step is to find a currently listed job or internship that would fit a recent grad or current 
student seeking an internship. Do NOT use a previously crafted cover letter. Start with checking 
for jobs on Handshake. You can then use this portal to make a profile (similar to LinkedIn).  
 

Video Walkthrough of Handshake 
 

 
Important Information 

You will include the job announcement you found so that I can grade your letter with the 
actual job posting. “Cut & Paste” the announcement, placing it at the end of your cover letter 
(on page 2 of your document). Use a screenshot if that is easier. Do NOT just copy the URL - 
what if the job gets taken off the website before I can grade your letter?  

Failing to include the job announcement will significantly affect your grade. 
 
Getting Started: 
You might use this as an opportunity to actually apply for a local job or internship, and in that 
case, you will write about your abilities now. If you want to use this for practice, find a dream 
job you want to apply for in the future, and write as if you are about to graduate.  
 
Using the information from our work in the class and the job prospect you have found, draft a 
cover letter. 
 
Address the letter to the contact person / organization in the job announcement.  Do your best to 
find a name.  If no name is available, address it to:  Hiring Manager 
 
You will find some student examples on Canvas. Don’t look for perfection, but 

look to help you grasp ideas presented in class and the text. 
 

Not sure where to start? Check out the Chico State Career Center Website for some ideas and 
examples!  

 

Letter Format: 
 

Follow the Cover Letter Formatting Guide 
 
 
 

https://www.csuchico.edu/careers/students-and-alumni/get-a-job-or-internship/jobcat-search-jobs-and-internships.shtml
https://media.csuchico.edu/media/Career%20Center%20-%20Searching%20for%20Jobs%20on%20Handshake_Mariana/1_iffnqmxs
https://www.csuchico.edu/careers/students-and-alumni/job-search-tools/cover-letters.shtml
https://www.csuchico.edu/careers/students-and-alumni/job-search-tools/cover-letters.shtml
https://docs.google.com/document/d/1IVI9GGEnBTDzYBK_8YBKwmzWSVdXfFssEVZ2nRKDzls/edit?usp=sharing
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Writing Process: Use the Cardon writing process:  Plan-Draft-Review. 
 
For help with developing your letter, watch How to Write a Cover Letter by the Chico State 
Career Center 
 
Your cover letter should be organized into 3 parts: 

1.​ Your interest in the position 
2.​ Your match with the position  
3.​ The call to action (that helps answer the question - what now?) 

 
The image below should help you piece together your ideas into the correct message pattern.  
 

 
 
Plan:  

1.​ At some point during the planning process, you should engage in Audience Analysis for 
your cover letter. You should take time to think about who will be reading your letter and 
how they will respond. This will help you make decisions about what to include in your 
letter.  

2.​ Your audience analysis should include thoughts/notes/comments in response to the 
following questions:  

a.​ Who is the primary audience of this message? Who will read it? 
b.​ Who is the secondary audience or other possible readers? 
c.​ In this situation, what does the primary audience value? What is important to 

them? 
d.​ What is their number one priority in this situation? 
e.​ What restrictions or limitations might they be under? 
f.​ How do you expect the audience to respond? Positive/Negative/Neutral? Explain. 
g.​ How can you showcase your credibility in this message? 

https://media.csuchico.edu/media/Career+Center+-+Cover+Letters/1_kh34jm14
https://media.csuchico.edu/media/Career+Center+-+Cover+Letters/1_kh34jm14


 
Cover Letter 

Writing Project #1 

Draft: 
Length:  One page- your cover letter should not be longer than a single page. The number of 
words you use will vary with your format.   
 
Style:  Use block style (See Cover Letter Formatting Guide) See example in your text 
or at the bottom of this assignment. More help in Chapter 17 of your textbook.  
 
Spacing:  Single space with a double space between paragraphs. 
 
Type Font:  Use a 12 point Times-New Roman. 
 
Formatting:  (See Cover Letter Formatting Guide). Take time with your formatting. 
This is an important part of making your work accessible.  
 
AI Usage: If you use AI to help with this assignment, make sure you are following the guidelines 
outlined in the AI Usage Document.  
  
Review:  
Review:  Remember how important it is for you to carefully proofread and edit your cover letter. 
I also highly recommend that you review the Cover Letter Checklist before finalizing your 
submission.  
 
Submitting the Assignment:  

●​ At the end of your cover letter, on page 2, paste a copy of your job posting (do not 
post a url - I want to see the actual job posting in full). 

●​ Save your file as a PDF file.  
●​ If you used AI to assist you in the organization, planning or proofreading of your 

document, please include a short attribution paragraph (at the end of your assignment or 
on Canvas). Examples of attribution language can be found on the AI Usage Document.  

 
 
Evaluation: According to assignment guide and COB writing rubric. 
 
 

Grading & Points- 100 points. 
The cover letter will be scored according to this assignment guide and the College of Business 
writing rubric. You can find this rubric on Canvas.  Your grade will appear in Canvas.  
 
 
 
Keep scrolling for more examples and info.  
 

https://docs.google.com/document/d/1IVI9GGEnBTDzYBK_8YBKwmzWSVdXfFssEVZ2nRKDzls/edit?usp=sharing
https://docs.google.com/document/d/1IVI9GGEnBTDzYBK_8YBKwmzWSVdXfFssEVZ2nRKDzls/edit?usp=sharing
https://docs.google.com/document/d/103vJhvKHJWtpYZLMG8MeZyOGDLbFHFh8TqkDRhdD3NA/edit
https://drive.google.com/file/d/1dEMeP4uM1qg9Q6E0A15D3faE7yOuxmFr/view
https://docs.google.com/document/d/103vJhvKHJWtpYZLMG8MeZyOGDLbFHFh8TqkDRhdD3NA/edit


 
Cover Letter 

Writing Project #1 

 
Block Letter Style (Cardon 563).  See sample cover letter from the text below. 
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An Effective Solicited Cover Letter (Cardon 522).  You may put your name as part of the header. 
 The example here would then read: 
 

Haniz Zogby 
164 Founders Ridge Court 

Havana, FL   32333 
850-784-7391 

hanizzogby@gmail.com 
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