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ENC 1101
From School Essay 

to Business Letter

    



As the semester draws 

to a close, remember this 

important point …

To compose a successful piece of 

writing—any piece of writing—you must 
approach the topic in the right manner.

What’s 
the right 
manner 

one more 

time?



You should …

• Focus on one thing that you cover well, 

not many things covered superficially.

• Narrow your examples so that your 

information does not sound like anyone 

else’s.  

• Incorporate personal experience
so that your details are unique.

We’ve heard 

all these strategies 

before!



Your Topic:
Sell yourself 

in a cover letter 

to a prospective 

employer.

How am I supposed 
to do that?



By showing off this 

semester’s skills …



A cover letter is just 

an essay—with a 

beginning, middle, and 

end. The difference is 

visual format.



Introduction

• In the introduction, explain what job 

you are applying for and how you got 

interested in the position.

• Choose the next logical job in your 

career path—a promotion at your 

current job or a new position with a 

different (or first) business or organization.

• End with a thesis statement that 

explains why you are the best candidate 

for the job.

• Limit the paragraph to 4 - 5 sentences.



I eventually plan 

to work for 

SpaceX or NASA, 

but by the end 
of this semester, 

I want to be 
a shift 

supervisor

at the coffee house 

where I work. 
That’s the letter 

that I should write.



Sample Thesis

Please consider me for the shift 

supervisor position that Stephanie has 

recently vacated. I am dependable, can 

step up to solve problems, and already 

know every inch of this store.



First Body Paragraph

• In the first body paragraph, define

yourself.

• Pick one adjective that employers prize: 
dependable, honest, intelligent, 

caring, determined, etc.

• Then provide evidence from your past 

employment (or volunteer work, 

extracurricular activities, etc.) that supports 

that adjective.



I could write about 
being helpful. 

My managers 

trust me to train 

new hires because 
I will jump in 

to help 

when they have 

problems!



Sample start to a first 

body paragraph.

You know that you can count on me. My 

dependability is legendary at this store. 

For example, …



Second Body Paragraph

• In the second body paragraph, use 
narration.

• Share a story of you in action solving a 

problem at work (or elsewhere).

• Be specific and vivid. With your details, 

put the reader right in the middle of the 

action.

• Focus on how the business or organization 
benefitted because you had a good 

idea, took quick action, anticipated a 

customer or client’s needs, etc.



I have a story !

I taught bulldozer 

operators how to 

speed up the 

leveling of terrain. 
We were way 
behind until I 

stepped up with 

my tips. Because 

we completed our 

job on time, the 

foundation got 

poured, and the 

project wasn’t 

delayed.



Sample start to a second

body paragraph.

When a task needs to be completed, no 

one has to ask me to do it. I show 

initiative and get it done. That’s 

leadership! Let me tell you about last 

Saturday when we got so busy that we 

almost ran out of grande cups …



Third Body Paragraph

• In the third body paragraph, use 
comparison / contrast.

• First, acknowledge the characteristics that 
your competition for the job has—

maybe more education, more experience, 

better connections in the industry, etc.

• Then, through contrast, explain why you 
are still a better person to hire because 

you will bring an X factor to the job. 

(Then define that X factor.)



I might not have 
the fancy degree

yet, but 

I get along with 
everyone, 

so people feel 

comfortable

talking to me. 

This quality 

is what you 
really need

in an office manager.



Sample start to a third

body paragraph.

I know that Robert is fulltime, and 

Desmond has been at the store a year 

longer than I have. But no one knows this 

location, its customers, its vendors, or its 

quirky appliances the way that I do. I 

might work fewer hours per week because 

of school, but …



Conclusion

• Write a conclusion that summarizes your 
qualifications. This summary should be 

a minimum of three sentences.

• Next, explain your eagerness to meet with 

someone to discuss why your experience 
and credentials make you the perfect 

candidate.

• Finally, win your reader over with a zinger 
of a last sentence.

• You should have 5 sentences total.



Now let’s see 

the visual format 

that you will need ...



Format a 

Formal Business Letter, Part 1

• Create a letterhead at the top of your 
document. Center your full name, address, 

phone number, and email address.

• Skip four lines and add today’s date at the 

left margin.

Jonathan Daniel Guckenberger
5608 Swallowtail Court

Orlando, FL 32811
(407) 555-3723

jdgukenberber@gmail.com

April 19, 2023

The letterhead 
identifies the writer 

of the letter.

4 single-spaced lines separate 

the letterhead from the date.



Format a 

Formal Business Letter, Part 2

• After the date, skip another four lines.

• Add the inside address.

• Begin with the name and title of the 

person/people receiving your letter. (For 

this assignment, you can make this 

information up.)

• Then include the name of the business 

and its address.



Jonathan Daniel Guckenberger
5608 Swallowtail Court

Orlando, FL 32811
(407) 555-3723

jdgukenberber@gmail.com

April 19, 2023

Stacy Harrison, General Manager
Colonial Plaza Starbucks
1451 E. Colonial Drive
Orlando, FL 32806

4 single-spaced lines 

separate the date from the 

inside address.



Format a 

Formal Business Letter, Part 3

• Skip two lines and include a salutation.

• The best option is to use the person’s name 

and title—Dear Mrs. Harrison: 

• If you do not have a person’s name, use as 

specific a greeting as possible—Dear Olive 

Garden Staff:

• Avoid looking lazy with the generic To 
Whom It May Concern: or Dear 
Sir/Madam:

• Use a colon after the salutation.



Jonathan Daniel Guckenberger
5608 Swallowtail Court

Orlando, FL 32811
(407) 555-3723

jdgukenberber@gmail.com

April 19, 2023

Stacy Harrison, General Manager
Colonial Plaza Starbucks
1451 E. Colonial Drive
Orlando, FL 32806

Dear Ms. Harrison:

2 single-spaced lines separate 

the inside address from the 

salutation.



Format a 

Formal Business Letter, Part 4

• The body of your letter should be single 
spaced with double space between 

paragraphs. 

• Use full block style ; this means that 

you should not indent paragraphs. Start 

each new paragraph at the left margin.

• When necessary, use second-person 
pronouns (you, your, etc.) to address 

the reader of the letter directly.



Dear Ms. Harrison:

Please consider promoting me to the position of shift supervisor. 
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vivamus erat
tellus, dictum at, semper ac, congue at, nibh. Praesent non magna sit 
amet lectus rhoncus laoreet. Ut mollis elit. Donec sed nunc quis ligula 
posuere pulvinar. Etiam eleifend quam a nulla. Phasellus non dolor in 
lacus sollicitudin ultricies. Integer nibh. I know that you need 
someone who is dependable and shows leadership. Most importantly, 
though, you need someone who will ensure that our guests have the 
best experience possible. I am the person who can make that happen. 

For as long as I have been employed here, management has 
considered me a dependable employee. Vestibulum hendrerit lobortis
erat. Ut mauris lacus, adipiscing in, ultrices quis, pharetra sit amet, 
nunc. Morbi sed ligula. Pellentesque eu erat. Ut ullamcorper
consequat urna. Ut malesuada elit eu nisl. Vivamus blandit sagittis
nisl. Pellentesque vel sem. Sed hendrerit leo eu metus. In hac
habitasse platea dictumst. Phasellus vehicula, metus nec
condimentum malesuada, nisl magna sollicitudin eros, a sagittis

2 single-spaced lines separate 

the salutation from the 

opening paragraph.

Single space with double 

space between paragraphs.



Format a 

Formal Business Letter, Part 5

• Include a closing.

• Sincerely yours,

• Best,

• Yours truly,

• Use a comma after the closing.

• Skip four lines and type your name.

• In real life, you would sign your name in 
pen in the space between the closing and 

your typed name.



posuere, nisl at porttitor pharetra, elit libero rutrum sem, scelerisque
commodo dolor est nec dolor. Sed fermentum condimentum eros. 
Vestibulum nec eros eu sapien pharetra venenatis. Etiam molestie
malesuada lacus. Sed et augue. 

Pellentesque rhoncus pharetra justo. Maecenas ut nisi vel ante 
vestibulum blandit. Aenean ultricies. Pellentesque habitant morbi
tristique senectus et netus et malesuada fames ac turpis egestas. 
Praesent eleifend adipiscing lacus. Phasellus non dolor in lacus 
sollicitudin ultricies. Integer nibh. Duis dictum tristique massa. Etiam
aliquam, justo sed gravida consequat, dolor mi accumsan purus, vitae 
consequat enim purus ut nunc. 

Thanks again,

Jonathan D. Guckenberger

Jonathan D. Guckenberger

2 single-spaced lines separate 

the concluding paragraph 
from the closing.

4 single-spaced lines separate the 

closing from the typed name. 

Sign with pen between the two.



The End.
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