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Two-Column Cover Letter
How-to Guide
Purpose
A two-column cover letter allows you to directly connect an employer's requirements to your qualifications. Rather than simply describing your background, this format demonstrates how your experiences align with the skills and competencies the employer is seeking.
This approach is particularly effective for student veterans because it helps translate military experience, academic accomplishments, internships, and leadership roles into language that civilian employers understand and value.
When to Use This Format
Consider using a two-column cover letter when:
· Applying to internships or full-time positions.
· Transitioning military experience to a civilian career field.
· Applying for positions that list clear qualifications or requirements.
· Seeking to highlight how your experience aligns with a specific job description.
· Applying to consulting, technology, project management, operations, government, or leadership-focused roles.

How to Create a Two-Column Cover Letter
Step 1: Review the Job Description
Carefully read the job posting and identify 5–8 key qualifications, skills, or responsibilities that are repeatedly mentioned that make you the ideal candidate for the position. Prioritize qualifications that appear multiple times or are listed near the top of the job posting, as these are often the employer's highest priorities. Look for items such as:
· Leadership experience
· Project management
· Communication skills
· Technical expertise
· Team collaboration
· Problem-solving
· Customer or client service

Step 2: Translate Your Experience
Focus on accomplishments and outcomes rather than simply listing duties. Whenever possible, quantify your accomplishments using numbers, percentages, dollar amounts, or the size of the team or project you supported. For each requirement, identify a specific example from one or more of the following areas:
· Military service
· Academic coursework
· Student leadership
· Internships
· Volunteer experience
· Part-time employment
· Research projects

Step 3: Build the Two Columns
Create a table with two headings: You Require | How I Meet Your Requirements. Under each requirement, provide a concise statement demonstrating how your experience aligns with the employer's needs. Keep each response to one or two sentences. See the accompanying example cover letter on the website for a complete illustration of this format.


Step 4: Highlight Transferable Skills
Translate military terminology into civilian language. Remember the cover letter is your opportunity to connect your relevant military experiences to the requirements of the position. Examples:

	Military Term
	Civilian Translation

	Mission Planning
	Project Planning

	Platoon Sergeant
	Team Leader / Supervisor

	Battalion Staff
	Organizational Leadership Team

	S6 Operations
	IT Operations / Technology Support

	Training Management
	Program Coordination

	Readiness Reporting
	Performance Tracking

	Risk Assessment
	Risk Management


Remember: employers hire for skills and results, not military terminology.

Step 5: Connect Your Education
Incorporate relevant coursework, academic projects, certifications, and technical skills. For Syracuse University students, examples may include:
· Information Management and Technology
· Cybersecurity
· Data Analytics
· Project Management
· Supply Chain Management
· Finance
· Public Policy
· Engineering
Demonstrating the combination of military experience and academic preparation creates a compelling candidate profile.

Tips for Success
✓  Tailor the letter for each position.
✓  Match the employer's terminology whenever appropriate. Using similar language from the job posting can help demonstrate alignment with the position.
✓  Focus on accomplishments and results.
✓  Quantify achievements whenever possible.
✓  Use civilian-friendly language.
✓  Limit the table to 5–8 key qualifications.
✓  Keep the entire cover letter to one page.
✓  Use .5 narrow margins.
✓  For a seamless look, incorporate a similar font style and size as the resume
✓  Proofread carefully before submitting.

Final Thought
Employers are not simply hiring veterans; they are hiring problem-solvers, leaders, project managers, analysts, and technology professionals. A two-column cover letter helps you clearly demonstrate how your military experience and academic achievements translate into value for an organization.
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