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Our Essential Question

How should I structure my cover letter, 
and how can I tell if my existing cover 

letter needs to be revised or replaced?



Your Application Argument

• Cover letter
• Résumé
• Recommendation letters
• Other application requirements, e.g. 
questions



The Cover Letter’s Job

The cover letter’s job is to get you an interview:
• It’s not a general philosophy of education
• It’s not a rehashing of your résumé
• It’s not a formality—it makes a huge difference
• It’s an evidence-based persuasive essay



Quick Wins in the Cover Letter

• Use the full page
• Remove unsupported claims
• Add evidence of accomplishments
• Interpret the evidence for the reader
• Actually make the case for yourself



Length

•Use the full page
•Don’t waste space with a lengthy address block
•Reasonable margins—¾” to 1”
•Reasonable font size—11 to 12pt
•Never exceed one page
• Leave room for your real signature



5-Paragraph Structure

• Intro—express interest, give a sense of who you are, explain your 
situation, and why you’re a fit. Avoid making too many claims.
• Body 1—Student Focus
• Body 2—Instructional Leadership Focus
• Body 3—Organizational/Community Focus
• Conclusion—express commitment to core beliefs, recap fit argument, 

ask for the interview, and thank the reader.



Body Paragraphs

• Typically 3, each with a relevant focus
• All roughly equal in length
• Cluster related evidence together
• Internal structure of a body paragraph:
• Soft claim about yourself, e.g. belief/commitment
• Evidence supporting claim
• Interpretation/impact
• Recap of claim of fit



Revise or Replace?

• Do I have three relevant topics for each of my body paragraphs? 
• Do my introductory and concluding paragraphs flow well?
• Do I avoid rambling & excessive lists?
• Do I emphasize beliefs & accomplishments, not just duties?



Cover Letter Generator

•Drag-and-drop
•Multiple-choice
• Fill-in-the-blank



Step 1:
Set System Fields



Step 2:
Set Document 
Fields



Step 3: Choose Phrase Options



Step 4: Customize Accomplishments



Step 5: Add Custom
Phrases & Variations



Step 6: Drag & Drop
Phrases & Paragraph Breaks



Step 7: Copy & Paste



Quick Updates for
Different Applications

•Edit Document Fields
•Make sure pronouns match
•All versions of built-in 

phrases will update 
automatically
•Grammar will be correct



Cover Letter Generator

Fill in fields:



Full Training
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