
COVER LETTER EXAMPLE 

Use this letter as a guide to respond to specific job openings AND to get an interview! 

Your address 
City, State, Zip Code 
 
Date 

Contact name 
Contact’s title 
Company name 
Company address 
City, State Zip 

Dear Mr. Brown,  

I am writing you to apply for the event management internship advertised on CyHire. I was referred to 
this position by John Cyclone, the recruiter with your organization whom I met at the career fair. I will be 
graduating in May from Iowa State University with my degree in Event Management and Leadership 
certificate. With the skills and talents I have obtained through my previous internship, coursework, and 
campus involvement, I believe I am an ideal candidate for this position. 

Throughout my undergraduate program, I have honed my communication and organizational skills, two 
areas that are key to event management. At my internship with XYZ Corporation, I focused on planning 
and managing their corporate events. One particular event, which hosted over 8,000 attendees, 
required extensive planning to ensure all of the attendees needs were met. This included everything 
from booking the venue and catering to communicating directly with the attendees to understand any 
special requests. While this was a great deal of work, event attendees were impressed by the level of 
care shown to them and XYZ Corporation ended up gaining several lifelong customers. As ABC 
Manufacturing hosts a variety of corporate events, I will be able to leverage my planning and 
organizational experience to design new and exciting events while also working to increase client and 
customer engagement.  

I am interested in the opportunity to work for the ABC Manufacturing event management team. My 
resume with additional qualifications and experiences is attached for your review. You can reach me 
anytime at 123-456-7890 or email me at gocyclones@iastate.edu. I look forward to speaking with you. 
Thank you for your time and consideration. 

Sincerely, 

 

Your name 

If you don’t know their 

name, it is appropriate to put 

“Dear Hiring Manager”, 

“Dear Human Resources”, or 

“Dear Selection Committee.” 

 

The first paragraph should 

describe why you’re writing, 

how you learned of the 

position, and a statement 

about what experience / skills 

you can offer. 

The second (and possibly third) 

paragraphs should go in depth about 

your specific experiences. Relate 

specific examples you have to the 

position for which you’re applying, 

tailoring each example to the position. 
In the closing paragraph, refer the reader to 

your resume and provide your contact 

information again. Inform them of when you 

will be following up and remind them that you 

look forward to discussing your qualifications. 

 

This section can be replaced 

with your resume heading. 

 


