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INTRODUCTION
Throughout the course of your job search, you will be 
in constant contact with prospective employers.  You 
will be evaluated on your ability to present yourself as 
a good communicator who is capable of contributing 
your skills to an employing organization.

	 Presenting yourself effectively “on paper” is an 
important and ongoing process during the job search.  
While this is accomplished in part with a well-written 
resume, a variety of correspondence is also necessary 
in virtually all job-search campaigns.  Whether 
you are asking for an interview or accepting a job 
offer, appropriate and effective correspondence will 
significantly enhance your likelihood of success.

	 Cover letters are similar in purpose to resumes: they 
are designed to generate interviews and, ultimately, job 
offers.  Your letters must command the favorable attention 
and positive response of prospective employers.  With 
this in mind, it is important from the outset to understand 
the importance of preparing “original” correspondence 
for each prospective employer.  Mass-produced letters 
are simply unacceptable.  True, individually-typed 
correspondence is more time-consuming, but it is well 
worth the effort.  Personalize your correspondence 
as much as possible, and avoid sending photocopied 
form letters.  In some cases, a telephone call or personal 
visit may be made in addition to correspondence.  While 
these methods may be effective, they do not, and should 
not, take the place of writing individual letters.  The time 
and effort you take to personalize your correspondence 
will pay substantial dividends.

STRUCTURE OF CORRESPONDENCE
Your letter-writing should follow the principles of proper 
English usage and effective business correspondence.  
Generally, it is best to use simple and straightforward 
language in communicating your message.  Be direct 
and concise.

	 Job-search correspondence typically includes the 
following components:

•	Writer’s return address
•	Date
•	Employer’s name and address (inside address)
•	Salutation
•	Body (usually 3-4 paragraphs)
•	Complimentary closing
•	Writer’s name and signature
•	Enclosure notation (when appropriate)

	 Consult the samples of job-search correspondence 
at the conclusion of this guide for additional assistance 
when preparing your letters.
	
	 As when preparing your resume, there are 
several guidelines to consider when typing job-search 
correspondence:
	

Use standard 8 1/2 x 11-inch paper.•	
Use good quality stationery, preferably the same as •	
your resume.
Always type correspondence; handwritten •	
letters are unacceptable.  It is preferable to use 
a PC and have laser printed copies prepared.  
Neatness counts—a lot!
Be sure to proofread and correct all spelling and •	
grammatical mistakes. Letters must be error-free. 
Do not rely on software spell-checks.
Always type the return address and mailing address •	
on a legal-sized or flat envelope.

TYPES OF CORRESPONDENCE
In view of the importance of job-search correspondence, 
an explanation of the major types of letters you will 
be writing during the course of your job hunt follows.  
Specifically, we will discuss the cover letter, prospecting 
letter, interview confirmation letter, post-interview thank 
you, job offer clarification, letter of acceptance, and letter 
of declination.  Additional information on these and other 
types of job-search correspondence may be obtained in 
the Career Resource Center located within the Office of 
Career Services in Hoyt Hall, and in most libraries.

The Cover Letter
Also known as a letter of application, the cover letter 
does precisely what it is intended to do—provide cover 
for an enclosure (your resume).  A well-written cover 
letter may mean the difference between getting and not 
getting the job you want.

	 Cover letters must have impact.  They must be an 
effective advertisement to introduce the qualities you 
are promoting in your resume.  They should capture 
the reader’s attention, stress your potential value and 
benefit, and invite an in-depth reading of your resume.

	 In general, the basic cover letter has three sections 
(i.e., paragraphs), each with a specific purpose:

Paragraph 1 should identify your interest in applying •	
for a specific type of job and, if appropriate, how 
you heard about the job.
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Remind the employer who you are.•	
Impress him or her with your courtesy and •	
follow-through.
Remind the employer of your background and •	
qualifications.
Show your enthusiasm and continued interest in •	
the field or specific position discussed.
Convey to the employer your sincere appreciation •	
for his or her time and consideration.

	 Thank-you letters do not need to be lengthy or 
elaborate, but should be sent as a business courtesy.  
As with other types of business correspondence, your 
thank-you letters should be typed.

Job Offer Clarification
This letter is sent in response to an oral or written 
job offer which does not provide all of the pertinent 
information you need to make an informed decision.  A 
letter to an employer requesting specific information is 
most appropriate.  Your letter should:

Indicate your interest in the employer and the offer.•	
Ask specifically for the information you need.•	
Express appreciation for the cooperation you receive.•	

	 Of course, this information may be requested over 
the telephone, but be certain to confirm all details 
in writing with the employer to avoid any future 
misunderstandings.

Letter of Acceptance
While this may be the most enthusiastic letter you will 
write to an employer, your letter of acceptance must 
also clarify some important information:

Refer to the offer made by the employer.•	
Restate terms of employment.•	
Confirm pre-employment details, starting date, etc.•	

	 Close the letter by expressing your appreciation and 
pleasure at joining the organization.

Letter of Declination
As a courtesy, a formal letter of declination should 
be sent to each employer who extended you an offer 
after you have made a decision to accept an offer from 
another organization.  Always be tactful and appreciative 
in declining an offer—in other words, don’t burn any 
bridges behind you, since you may want to work for these 
employers in the future.  In any case, be certain to inform 
them of your acceptance of another employer’s offer.

Paragraph 2 generates reader interest in you by •	
referring to an enclosed resume and including 
additional information on your qualifications as 
they apply to the desired position.
Paragraph 3 makes a request to the employer for •	
an interview (which you will normally need to 
schedule with a follow-up telephone call).  This 
paragraph should be short, positive, and ask for 
action without being overly aggressive or “pushy” 
in tone.

	 Although cover letters are not needed for resumes 
submitted during an on-campus interview, they should 
always be used when sending resumes or returning 
employment applications to hiring officials.

Prospecting Letter
The purposes of this letter are to inquire about possible 
vacancies, to get your resume read, and to generate 
interviews.  Prospecting letters are used extensively 
for long-distance searches.  If possible, target specific 
individuals in specific organizations.  As with all job-
search correspondence, it is best to avoid generic “Dear 
Sir/Madam” letters.  Structure this letter as you would 
the basic cover (application) letter, and focus on how 
your qualifications match the organization’s needs.

Interview Confirmation
Once an interview appointment has been made between 
you and a prospective employer over the telephone, it is 
best to follow up that conversation with a confirmation 
letter indicating the following:

Restatement of the date and time of the interview •	
appointment.
Other pertinent details discussed on the phone, •	
such as completing appropriate employment forms 
prior to the interview, etc.
Your appreciation of the employer’s further •	
consideration of your qualifications.

	 Interview confirmation letters provide evidence to 
employers of the attention you give to detail and your 
ability to follow through in a work setting. Even though 
you’ve cleared this first hurdle in your job search, you 
need to continue to impress the prospective employer 
throughout the interviewing process itself.

Post-Interview Thank You
Thank-you letters should be sent promptly after each of 
your interviews.  A well-written thank-you letter will:
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RECORD KEEPING
It will be to your advantage to keep an organized file 
of your correspondence to and from each employer.  
Make and file a copy of each letter you send and 
receive.  As with other aspects of your job search, 
a centralized record of all action you have taken 
will lessen the “guesswork” in following up on job 
prospects, interviews, and offers.

IN CONCLUSION
When preparing job-search correspondence, always 
strive to stand out favorably from the crowd.  The 
impression created by your correspondence will be a 
lasting one.  The sample letters that follow are designed 

to assist you in your correspondence preparation by 
providing general examples, but should not be used 
verbatim.  You are encouraged to make an appointment 
with a career advisor at the Office of Career Services to 
review any or all of your correspondence, or to receive 
additional tips on how to express your thoughts more 
effectively in writing.

	 Don’t undervalue the importance of correspondence 
in your job search—its quality is crucial to your success.  
Through appropriate and effective correspondence, 
you’re bound to establish a competitive advantage for 
yourself.

CAREER SERVICES WEB SITE
For additional information about the Office of Career Services, 
please refer to our Web site at www.muohio.edu/careers/  For 
assistance in using the Web site, check with our Career Resource 
Librarian in 205 Hoyt Hall.
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