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Rhetorical Situation

● Writer is applying for a specific job

● Uptake of job description

● Cover letter accompanies a resume



Goals

● Tries to move the hiring process along

● Doesn’t try to cause an immediate hire 

● Provides opportunity to highlight parts of resume



Uptake

● Used to decide whether to continue with applicant

●  Used to form interview



Research

● Viewed samples from varying fields and levels

● Used online models from professional sites

● Consulted co-op advisors



Findings

Overall similar structures

● Header
○ Reason for applying
○ Background
○ Why you’re a good fit

● Closing 



These sections will hold 
keywords/important points to prompt 

the content of your cover letter 

Overview holds important information 
for developing why you think you would 

be a good fit for the company. 

Job Postings



Header

Introduction 
Paragraph

Background 
Paragraph 1

Background 
Paragraph 2

Closing 
Statements

Signature

Cover 
Letter



Intro and 
Closing

Name

Contact information 
(open list) 

Greeting

Purpose

Reason

Proposition

Name

Salutation

Compatibility

Next Step

Acknowledgment 



Background Paragraphs
➔ NOT a narrative of your resume, but rather an opportunity to expand on 

what you can bring to a  position based on your experience

Include keywords/skills that are in 
direct response to job listing 

Use action verbs

Specific details of work you’ve 
done that may be relevant to job 



Questions?


