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100%(3)100% found this document useful (3 votes)109 viewsThe document provides guidance on crafting an effective cover letter using resources from Purdue Owl. It discusses key elements like header, salutation, introduction, body paragraphs, concluSaveSave Purdue Owl Cover Letter For Later100%100% found this document useful,
undefined100%(3)100% found this document useful (3 votes)109 viewsThe document provides guidance on crafting an effective cover letter using resources from Purdue Owl. It discusses key elements like header, salutation, introduction, body paragraphs, conclu Please use the example at the bottom of this page to cite the Purdue OWL in APA. You
can also watch our APA vidcast series on the Purdue OWL YouTube Channel.General APA GuidelinesYour essay should be typed and double-spaced on standard-sized paper (8.5" x 11"), with 1" margins on all sides.Include a page header (also known as the running head) at the top of every page. For a professional paper, this includes your paper title
and the page number. For a student paper, this only includes the page number. To create a page header/running head, insert page numbers flush right. Then type "TITLE OF YOUR PAPER" in the header flush left using all capital letters. The running head is a shortened version of your paper's title and cannot exceed 50 characters including spacing
and punctuation.FontThe 7th edition of the APA Publication Manual requires that the chosen font be accessible (i.e., legible) to all readers and that it be used consistently throughout the paper. It acknowledges that many font choices are legitimate, and it advises writers to check with their publishers, instructors, or institutions for guidance in cases
of uncertainty.While the APA Manual does not specify a single font or set of fonts for professional writing, it does recommend a few fonts that are widely available. These include sans serif fonts such as 11-point Calibri, 11-point Arial, and 10-point Lucida Sans Unicode as well as serif fonts such as 12-point Times New Roman, 11-point Georgia, 10-
point Computer Modern.Major Paper SectionsYour essay should include four major sections: the Title Page, Abstract, Main Body, and References.Title PageNote: APA 7 provides slightly different directions for formatting the title pages of professional papers (e.g., those intended for scholarly publication) and student papers (e.g., those turned in for
credit in a high school or college course).The title page should contain the title of the paper, the author's name, and the institutional affiliation. A professional paper should also include the author note. A student paper should also include the course number and name, instructor name, and assignment due date. Type your title in upper and lowercase
letters centered in the upper half of the page. The title should be centered and written in boldface. APA recommends that your title be focused and succinct and that it should not contain abbreviations or words that serve no purpose. Your title may take up one or two lines. All text on the title page, and throughout your paper, should be double-
spaced.Beneath the title, type the author's name: first name, middle initial(s), and last name. Do not use titles (Dr.) or degrees (PhD).Beneath the author's name, type the institutional affiliation, which should indicate the location where the author(s) conducted the research. A professional paper should include the author note beneath the institutional
affiliation, in the bottom half of the title page. This should be divided up into several paragraphs, with any paragraphs that are not relevant omitted. The first paragraph should include the authors name, the symbol for the ORCID iD, and the URL for the ORCID iD. Any authors who do not have an ORCID iD should be omitted. The second paragraph
should show any change in affiliation or any deaths of the authors. The third paragraph should include any disclosures or acknowledgements, such as study registration, open practices and data sharing, disclosure of related reports and conflicts of interest, and acknowledgement of financial support and other assistance. The fourth paragraph should
include contact information for the corresponding author.A student paper should not include an author note.Note again that page headers/page numbers (described above for professional and student papers) also appear at the top of the title page. In other words, a professional paper's title page will include the title of the paper flush left in all capitals
and the page number flush right, while a student paper will only contain the page number flush right.Student APA title pageTitle page for a student paper in APA 7 style.Professional paper APA title pageTitle page for a professional paper in APA 7 style.AbstractBegin a new page. Your abstract page should already include the page header (described
above). On the first line of the abstract page, center and bold the word Abstract (no italics, underlining, or quotation marks).Beginning with the next line, write a concise summary of the key points of your research. (Do not indent.) Your abstract should contain at least your research topic, research questions, participants, methods, results, data
analysis, and conclusions. You may also include possible implications of your research and future work you see connected with your findings. Your abstract should be a single paragraph, double-spaced. Your abstract should typically be no more than 250 words.You may also want to list keywords from your paper in your abstract. To do this, indent as
you would if you were starting a new paragraph, type Keywords: (italicized), and then list your keywords. Listing your keywords will help researchers find your work in databases.Abstracts are common in scholarly journal articles and are not typically required for student papers unless advised by an instructor. If you are unsure whether or not your
work requires an abstract, consult your instructor for further guidance.APA Abstract PageAbstract page for a student paper in APA 7 style.Please see our Sample APA Paper resource to see an example of an APA paper. You may also visit our Additional Resources page for more examples of APA papers.How to Cite the Purdue OWL in APAIndividual
ResourcesThe page template for the new OWL site does not include contributors' names or the page's last edited date. However, select pagesstill include this information.In the absence of contributor/edit date information, treat the page as a source with a group author and use the abbreviation "n.d." for "no date":Purdue Online Writing Lab.
(n.d.).Title of resource.Purdue Online Writing Lab. address for OWL resourcePurdue Online Writing Lab.(n.d.).General Writing FAQs. Purdue Online Writing Lab. generic APA citation for OWL pages, which includes author/edit date information, is this:Contributors' names. (Last edited date).Title of resource. Site Name. address for OWL resource
Note:This page reflects the latest version of the APA Publication Manual (i.e., APA 7), which released in October 2019. The equivalent resource for the older APA 6 stylecan be found here. Letter of introduction sent with a rsum when applying for a jobA cover letter, covering letter, motivation letter, motivational letter, or a letter of motivation is a
letter of introduction attached to or accompanying another document such as a rsum or a curriculum vitae.[1]Job seekers frequently send a cover letter along with their curriculum vitae or applications for employment as a way of introducing themselves to potential employers and explaining their suitability for the desired positions.[2] It is a pitch
describing one's interest in the position, skills and relevant experience for the advertised job. Employers may look for individualized and thoughtfully written cover letters as one method of screening out applicants who are not sufficiently interested in their positions and/or lack the necessary basic skills.[1] Cover letters are typically categorized
according to two purposes:applying for a specific, advertised opening ('letter of application')expressing interest in an organization when the job seeker is uncertain whether there are current openings ('letter of inquiry').[3]According to studies, a good cover letter should:be specific and up-to-date,be well punctuated and spelled, and grammatically
correct. It should be free of mistakes and typos,[4]use timelines to highlight chronological information,reference to the latest job positions, most closely related to the position for which one is demanding,[4][5]make the cover letter specific to the job being applied for, demonstrating some knowledge of the company and position[4]Students are often
asked to submit a cover letter for an internship application. Such cover letters should include examples of extracurricular and academic experiences. Despite this specific information, cover letters for internships should have a standard business letter format. The application letter, responds to a known job opening.The inquiry letter, inquires about
possible positions.This section does not cite any sources. Please help improve this section by adding citations to reliable sources. Unsourced material may be challenged and removed. (May 2017) (Learn how and when to remove this message)Rsum cover letters may also serve as marketing devices for prospective job seekers. Cover letters are used in
connection with many business documents such as loan applications (mortgage loan), contract drafts and proposals, and executed documents. While the resume outlines the professional journey, a cover letter allows the applicant to convey their personality, passion, and potential contributions to the prospective employer.Cover letters may serve the
purpose of trying to catch the reader's interest or persuade the reader of something, or they may simply be an inventory or summary of the documents included along with a discussion of the expected future actions the sender or recipient will take in connection with the documents.”™ a b Yate, Martin John (2004). "What Is a Cover Letter?". Cover
letters that knock 'em dead (6thed.). Avon, MA: Adams Media. pp.16. ISBN978-1-59337-107-4 via Google Books.[permanent dead link]”™ "Cover Letters". MIT Global Education & Career Development. Archived from the original on 4 March 2017.” "Cover letter types and samples". Career and Professional Development. Virginia Tech, Division of
Student Affairs.”™ a b ¢ "Writing Cover Letters". The Writing Center. Retrieved 2020-01-01.”~ RICHARD, H. BEATTY (2004). THE PERFECTCOVER LETTER, THIRD EDITION (PDF). JOHN WILEY & SONS, INC. p.19. ISBN0-471-47374-X.Enelow, Wendy S.; Kursmark, Louise (2004). Cover letter magic: trade secrets of professional resum writers
(2nded.). JIST Works. ISBN978-1-56370-986-9.Retrieved from " Share copy and redistribute the material in any medium or format for any purpose, even commercially. Adapt remix, transform, and build upon the material for any purpose, even commercially. The licensor cannot revoke these freedoms as long as you follow the license terms. Attribution
You must give appropriate credit , provide a link to the license, and indicate if changes were made . You may do so in any reasonable manner, but not in any way that suggests the licensor endorses you or your use. ShareAlike If you remix, transform, or build upon the material, you must distribute your contributions under the same license as the
original. No additional restrictions You may not apply legal terms or technological measures that legally restrict others from doing anything the license permits. You do not have to comply with the license for elements of the material in the public domain or where your use is permitted by an applicable exception or limitation . No warranties are given.
The license may not give you all of the permissions necessary for your intended use. For example, other rights such as publicity, privacy, or moral rights may limit how you use the material. A sample cover letter APA is a pre-written cover letter template that conforms to the style and formatting guidelines of the American Psychological Association
(APA). It provides a structured and professional format for job seekers to present their qualifications and express their interest in a specific job opening. Using a sample cover letter APA offers several benefits. It ensures that your cover letter meets the formatting and style requirements of many academic and professional positions. It also saves time
and effort by providing a starting point that you can customize to fit your specific application. Additionally, it helps you present your qualifications in a clear and concise manner, highlighting your most relevant skills and experience. The main article will provide a comprehensive guide to writing an effective sample cover letter APA. It will cover topics
such as:The structure and format of a cover letter APA The essential elements to include in your cover letter Tips for writing a strong and persuasive cover letter Common mistakes to avoid when writing a cover letter APA 1. Professional A professional tone is essential for any cover letter, but it is especially important for a sample cover letter APA.
This is because academic and professional positions often require a more formal style of writing. Using appropriate language and formatting shows that you are taking the application process seriously and that you are qualified for the position. There are a few key things to keep in mind when writing a professional cover letter APA. First, use formal
language and avoid slang or colloquialisms. Second, use proper grammar and punctuation. Third, format your cover letter according to the APA style guidelines. This includes using a 12-point font, single-spacing, and 1-inch margins. By following these tips, you can write a professional cover letter APA that will make a good impression on potential
employers. 2. Concise A concise cover letter APA is important for several reasons. First, it shows that you respect the hiring managers time. A one-page cover letter is easy to read and scan, and it ensures that the hiring manager will get all of the most important information about you without having to read through a long and rambling letter. Second,
a concise cover letter APA is more likely to be read in its entirety. Hiring managers are busy people, and they often have to read through dozens of cover letters for each job opening. If your cover letter is too long, they may skim it or skip it altogether. Finally, a concise cover letter APA is more likely to make a strong impression. A well-written, one-
page cover letter will show the hiring manager that you are organized, efficient, and able to communicate your thoughts clearly and concisely. Here are a few tips for writing a concise cover letter APA:Start with a strong opening paragraph that grabs the hiring managers attention and states your purpose for writing. Use clear and concise language
throughout your cover letter. Avoid using jargon or technical terms that the hiring manager may not be familiar with. Focus on highlighting your most relevant skills and experience. Dont try to cram everything into your cover letter. Instead, focus on the skills and experience that are most relevant to the job you are applying for. Proofread your cover
letter carefully before submitting it. Make sure there are no errors in grammar or spelling. By following these tips, you can write a concise and effective cover letter APA that will help you stand out from the competition. 3. Targeted A targeted cover letter APA is essential for a successful job application. It shows the hiring manager that you have
taken the time to learn about the position and the organization, and that you have the skills and experience that they are looking for. In contrast, a generic cover letter that is not tailored to the specific job opening is less likely to impress the hiring manager and may even be rejected. Facet 1: Customization A targeted cover letter APA is customized to
the specific job opening. This means that you should highlight the skills and experience that are most relevant to the position, and that you should tailor your cover letter to the specific requirements of the job. For example, if the job requires experience in a particular software program, you should make sure to mention this in your cover letter. Facet
2: Research In order to write a targeted cover letter APA, you need to do your research. This means learning about the organization, the position, and the industry. You can do this by visiting the organizations website, reading industry publications, and talking to people who work in the field. The more you know about the organization and the position,
the better you will be able to tailor your cover letter. Facet 3: Keywords When writing a targeted cover letter APA, it is important to use keywords. Keywords are words and phrases that are relevant to the job opening. You can find keywords by reading the job description and by doing your research on the organization and the industry. By using
keywords in your cover letter, you will make it more likely that your cover letter will be seen by the hiring manager. Facet 4: Call to Action The call to action is the final paragraph of your cover letter. In this paragraph, you should restate your interest in the position and encourage the hiring manager to contact you for an interview. You can also use
the call to action to provide additional information about your qualifications or to thank the hiring manager for their time and consideration. By following these tips, you can write a targeted cover letter APA that will help you stand out from the competition and land the job you want. 4. Persuasive A persuasive cover letter APA is an essential
component of a successful job application. It is your chance to convince the hiring manager that you are the best candidate for the position and that you deserve an interview. A well-written cover letter APA will highlight your most relevant skills and experience, and it will persuade the hiring manager that you have the qualifications and the
motivation to succeed in the position. There are several key elements to a persuasive cover letter APA. First, you need to start with a strong opening paragraph that grabs the hiring managers attention and states your purpose for writing. Next, you need to provide evidence to support your claims. This evidence can include your skills, experience,
education, and accomplishments. Be sure to quantify your accomplishments whenever possible, using specific numbers and data. Finally, you need to end your cover letter APA with a strong call to action. This is where you ask the hiring manager to invite you for an interview. Be confident in your request, and be sure to thank the hiring manager for
their time and consideration. By following these tips, you can write a persuasive cover letter APA that will help you stand out from the competition and land the job you want. 5. Error-free An error-free sample cover letter APA is crucial because it reflects the professionalism and attention to detail of the job applicant. When a hiring manager reviews a
cover letter, they are not only looking at the applicants qualifications, but also their ability to communicate clearly and effectively. A cover letter with errors in grammar, spelling, or punctuation can create a negative impression and make the applicant appear unprofessional and careless. In contrast, a well-proofread cover letter APA shows the hiring
manager that the applicant is serious about the position and that they have taken the time to put together a polished and error-free application. This can make a positive impression and increase the applicants chances of getting an interview. There are a few key things to keep in mind when proofreading your cover letter APA. First, be sure to check
for any errors in grammar, spelling, or punctuation. Second, make sure that your cover letter is formatted correctly according to the APA style guidelines. Finally, have someone else review your cover letter before you submit it to make sure that it is error-free. By following these tips, you can write an error-free cover letter APA that will make a
positive impression on hiring managers and increase your chances of getting an interview. FAQs on Sample Cover Letter Apa Here are some frequently asked questions about sample cover letter APA:Question 1: What is a sample cover letter APA? A sample cover letter APA is a pre-written cover letter template that conforms to the style and
formatting guidelines of the American Psychological Association (APA). It provides a structured and professional format for job seekers to present their qualifications and express their interest in a specific job opening.Question 2: Why should I use a sample cover letter APA? Using a sample cover letter APA offers several benefits. It ensures that your
cover letter meets the formatting and style requirements of many academic and professional positions. It also saves time and effort by providing a starting point that you can customize to fit your specific application. Additionally, it helps you present your qualifications in a clear and concise manner, highlighting your most relevant skills and
experience.Question 3: What are the key elements of a sample cover letter APA? The key elements of a sample cover letter APA include:Your contact information The date The hiring managers name and contact information A salutation An opening paragraph that states your purpose for writing Body paragraphs that highlight your relevant skills and
experience A closing paragraph that restates your interest in the position and encourages the hiring manager to contact you A professional closing Your signature Question 4: How do I write a strong sample cover letter APA? To write a strong sample cover letter APA, follow these tips:Use a professional tone and avoid slang or colloquialisms. Be
concise and to the point. Highlight your most relevant skills and experience. Tailor your cover letter to the specific job opening. Proofread your cover letter carefully before submitting it. Question 5: Where can I find a sample cover letter APA? You can find sample cover letter APA templates online and in career counseling centers. The Purdue Online
Writing Lab (OWL) provides a sample cover letter APA template that you can use to create your own cover letter.Question 6: What are some common mistakes to avoid when writing a sample cover letter APA? Some common mistakes to avoid when writing a sample cover letter APA include:Using a generic cover letter that is not tailored to the
specific job opening. Making grammatical errors or typos. Using informal language or slang. Being too long or too short. Not proofreading your cover letter before submitting it. Summary: By following these tips, you can write a strong sample cover letter APA that will help you stand out from the competition and land the job you want. Transition to
the next article section: For more information on writing a cover letter APA, please see the following resources:Purdue Online Writing Lab (OWL): APA Formatting and Style Guide: Formatting a Cover Letter American Psychological Association (APA): Electronic Submissions Tips for Writing an Effective Sample Cover Letter APA A well-written sample
cover letter APA can make a significant difference in your job search. By following these tips, you can create a cover letter that will help you stand out from the competition and land the job you want. Tip 1: Use a professional tone and avoid slang or colloquialisms. A professional tone is essential for any cover letter, but it is especially important for a
sample cover letter APA. This is because academic and professional positions often require a more formal style of writing. Using appropriate language and formatting shows that you are taking the application process seriously and that you are qualified for the position. Tip 2: Be concise and to the point. A concise cover letter APA is typically one page
in length, and it should be concise and to the point. Hiring managers are busy people, and they often have to read through dozens of cover letters for each job opening. If your cover letter is too long, they may skim it or skip it altogether. Tip 3: Highlight your most relevant skills and experience. When writing a sample cover letter APA, it is important
to highlight your most relevant skills and experience. This means that you should focus on the skills and experience that are most relevant to the job you are applying for. For example, if the job requires experience in a particular software program, you should make sure to mention this in your cover letter. Tip 4: Tailor your cover letter to the specific
job opening. A targeted cover letter APA is essential for a successful job application. It shows the hiring manager that you have taken the time to learn about the position and the organization, and that you have the skills and experience that they are looking for. Tip 5: Proofread your cover letter carefully before submitting it. An error-free sample
cover letter APA is crucial because it reflects the professionalism and attention to detail of the job applicant. When a hiring manager reviews a cover letter, they are not only looking at the applicants qualifications, but also their ability to communicate clearly and effectively. A cover letter with errors in grammar, spelling, or punctuation can create a
negative impression and make the applicant appear unprofessional and careless. Summary: By following these tips, you can write a strong sample cover letter APA that will help you stand out from the competition and land the job you want. Transition to the articles conclusion: For more information on writing a cover letter APA, please see the
following resources: Conclusion A sample cover letter APA is a valuable tool for job seekers. It provides a structured and professional format for presenting your qualifications and expressing your interest in a specific job opening. By following the tips outlined in this article, you can write a strong sample cover letter APA that will help you stand out
from the competition and land the job you want. Remember, a well-written cover letter APA is an essential component of a successful job application. It is your chance to make a positive impression on the hiring manager and convince them that you are the best candidate for the position. By taking the time to write a strong cover letter, you can
increase your chances of getting an interview and landing the job you want. These resources will help you understand and write successful cover letters. To use these pages, you may select links in the navigation bar on the left, you may select links from the list below, or you may advance through the pages using the links at the bottom of each page.
Click here to download the PDF file containing sample rsums and employment letters. The cover letter pages are organized into the following sections:Cover letter overviewWhat is a cover letter?Why do I need to do a cover letter?What should I do if I'm a veteran transitioning into civilian life?What should I do if I'm a transitioning automotive industry
worker?What should I do about any times I was not working?What should I do if I have been incarcerated?Cover letters part 1 What should my cover letter look like?What should my cover letter accomplish?Cover letters part 2What should I do before I start writing?What are the sections I should include in my letter?Cover letters part
3HeadingsIntroductionsAddressing your letterCover letters part 4 Cover letters part 5 How should I follow up on my cover letter and rsum? Remember that the basic format of a cover letter follows that of a business letter. As you design the page, think about the following:LengthKeep it to one page.Write one introductory paragraph, one to three
paragraphs to highlight your skills, and one concluding paragraph.SpacingSingle-space your cover letter.L.eave a space between addresses and dates in the heading.L.eave a space between your heading (contact info) and greeting ("Dear...:").Leave a space between each paragraph.Leave at least three spaces between your complimentary close
("Sincerely,") and typed name.Sign your name in ink between your complimentary close and typed name.Margins and AlignmentUse standard margins (one-inch margins, usually).Can use smaller margins (to about 0.7-inch) as long as you are consistent on all sides.Align all paragraphs to the left of the page. (You can also indent the first line of each
paragraph, but that is not used as often.) HEADER:Display your name, address, phone number and email addressin the same format as your resume. DATE:Include the date you print and mail (or email) the letter. RECIPIENT'SNAME & ADDRESS:Left-aligned align this information and include an individuals name if possible. SALUTATION: Dear
Mr./Ms./Dr. Last Name (if youre unsure of the recipients gender or you want to be gender neutral, write their full name). 2. INTRODUCE YOURSELF & WHAT YOU WANT Immediately state the position for which you are applying and how you heard about it. If you are not applying for a specific position, indicate your area of interest. Mention if you
were referred by someone (like an alumni or other contact). Introduce yourself by stating your major and anticipated graduation date. Mention why you find the company/organization compelling and why you want to work for them. 3. DESCRIBE YOUR ACCOMPLISHMENTS & WHAT YOU WOULD BRING Point out the relevant skills you have
developed through your coursework and experiences in order to show the hiring manager that you are a good fit for the position. Expand on the experiences that support you are a match for the position. Use keywords from the job description if possible. Describe how you would apply the skills and knowledge you gained from your experiences to the
position for which you are applying. 4. WRAP IT UP & SAY THANKS Thank the employer for their time and consideration. Offer to provide any additional information. Provide your email and phone number in the last sentence. End your letter with: Sincerely, Your signature (leave 3 -4 spaces) Your Typed Name Check out the CCO Handbook for more
cover letter tips Resources on using in-text citations in APA style Resources on writing an APA style reference list, including citation formats Enjoy sharper detail, more accurate color, lifelike lighting, believable backgrounds, and more with our new model update. Your generated images will be more polished thanever.See What's NewExplore how
consumers want to see climate stories told today, and what that means for yourvisuals.Download Our Latest VisualGPS ReportData-backed trends. Generative AI demos. Answers to your usage rights questions. Our original video podcast covers it allnow ondemand.Watch NowEnjoy sharper detail, more accurate color, lifelike lighting, believable
backgrounds, and more with our new model update. Your generated images will be more polished thanever.See What's NewExplore how consumers want to see climate stories told today, and what that means for yourvisuals.Download Our Latest VisualGPS ReportData-backed trends. Generative AI demos. Answers to your usage rights questions. Our
original video podcast covers it allnow ondemand.Watch NowEnjoy sharper detail, more accurate color, lifelike lighting, believable backgrounds, and more with our new model update. Your generated images will be more polished thanever.See What's NewExplore how consumers want to see climate stories told today, and what that means for
yourvisuals.Download Our Latest VisualGPS ReportData-backed trends. Generative Al demos. Answers to your usage rights questions. Our original video podcast covers it allnow ondemand.Watch Now
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