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Draft Worksheet for Cover Letters and Resumes
Use the following questions to structure your review. Answer the entire set of questions twice—once for each job the writer is applying for. Take your time as you review; work slowly and carefully. Be sure to ask these very review questions of your own package as you draft your final version.

Review questions for cover letters:

1. Who is the letter addressed to? Is this an appropriate audience? Why? How do the contents of the letter address the reader’s concerns? In other words, does it show how the jobseeker can contribute to the company? Does it draw upon research about the company?

2. What concrete evidence does the body of the letter provide to support its claims? 

3. How does the introduction grab the reader’s attention and establish why the applicant is qualified for the job? How is the body of the letter organized, and does the first paragraph clearly forecast that organization? How does the letter end, and is this ending effective?

4. Look at issues of style. How does the writer employ language? How does the writer use tone? How does the writer make a persuasive case for their job candidacy? How do they create an ethos that is confident, but not arrogant or pushy? Is the letter free from errors in grammar, spelling, typography, and punctuation? What overall impression do you have of this job candidate as a writer, based on the letter? 

5. How is the letter formatted? Describe any deviations from conventional business letter format and make a judgment about whether these deviations are effective or not. 
