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Have you ever received a gi f t  wrapped so beauti ful ly  and thoughtful ly
you had to stop and read the card BEFORE opening the gi f t?    
The moment your reader lay eyes on the f i rst  sentence in your cover
let ter ,  he/she should immediately be excited to read your resume.   This
is the IMPACT of  an effect ive cover let ter .    How, do you do this? 
 
By having the Formula I .N.T.R.O. ,  an acronym I  created,  which stands
for:  
 
Inf luence your reader 
Fulf i l l  a  Need 
Tel l  Your Unique Story 
be Relatable 
Offer  Solut ions 
 
Dict ionary.com describe inf luence as having "the capacity or  power to
be a compel l ing force or  produce effects on the act ions,  behavior ,
opinions,  etc. ,  of  others."    The f i rst  l ine in your cover let ter  plays the
leading role and sets the stage for  your ent ire let ter .  For example,
instead of  wri t ing something overused such as,  " I  am wri t ing this let ter
to apply for  the ___posit ion",  wri te a compel l ing f i rst - l iner  such as,  "As
a f inancial  advisor and someone who is passionate about helping at-r isk
youths real ize their  t rue potent ial ,  my proven fundraising strategies wi l l
help your students obtain col lege access within one-year."    The stage is
now set  AND, you have informed your reader how you wi l l  ful f i l l  their
need! 
 
Now, tel l  your unique story by sharing how might have mentored an at-
r isk youth who changed his/her l i fe  around for  the better ,  fundraised X
amount of  dol lars to launch a back-to-school  program, or  led a
community ini t iat ive that  provides parents of  at -r isk youths resources
and services.  
 
Be relatable through your understanding of  the needs,  chal lenges,  and
vision of  your target  audience and al ign your unique background and
expert ise to their  desired results.  Make a connect ion by tel l ing how the
company mission statement ref lects your values.  Do your research and
share how you could offer  a solut ion to an exist ing chal lenge or  an
anticipated chal lenge.     
 
Your cover let ter  should not  repeat  what  is  already in your resume nor
should the cover let ter  boast  ent irely of  your accomplishments and
ski l ls .  Share a story and connect  i t  to the posit ion or  pain point  of  the
organizat ion.  Use the I .N.T.R.O.  Formula and prepare wel l  for  the
interview! 
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