
What is it?
A cover letter tells the employer why you’re 
applying and what makes you right for the job.

Most letters have three elements:

An opening, a middle and an ending. 

Your opening paragraph should state the reason for the 
letter. 

The middle paragraph(s) should develop the purpose 
of the letter further, e.g. elaborate or expand upon your 
application. 

The final paragraph should either state future action or 
close the letter.

Paragraph 1:
Reason

“I would like to apply for the position of…..”

Avoid, whenever possible, beginning the letter with “I am 
writing this letter….”
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Paragraph 2/3/4/5:
Development and elaboration:
(letter of application)

Final paragraph 
Future action:

Paragraph 2		
Paragraph 3		
Paragraph 4		
Paragraph 5		

Recent training & education 
Work experience & employment 
Interests
Personal profile

“I look forward to hearing from you in the near 
future”

Remember that the most effective letters are short and 

simple. Use KISS to remind you.

Keep
It
Short &
Simple

Try to avoid excessive numbers of words (verbosity), such 
as:

	 ‘due to the fact’			   TRY			   ‘because’
	 ‘in the event of’			   TRY			   ‘if’
	 ‘on the occasion of’		  TRY			   ‘when’
	 ‘with regard to			   TRY			   ‘about’	
	 /in respect of’				
	 ‘prior to’					 TRY			   ‘before’



Cover letter example:



Cover letter example:



Blank cover letter template:

Dear [Employer’s Name],

I am writing to apply for the [Job Title] role at [Company 
Name], as advertised. I believe my skills in [skill 1] and [skill 
2] make me a great fit for your team.

At college, I developed excellent [relevant skill] skills, 
and I have experience working with [relevant job or 
volunteering]. I am particularly interested in your company 
because of your commitment to [something about the 
company].

I would love the opportunity to show you how I can 
contribute to your team.

Thank you for your time and consideration.
Kind regards,
[Your Name]

Dear [Employer’s Name],

I am writing to apply for the [Job Title] at [Company Name]. 
I am very interested in this opportunity and believe that my 
skills in [Skill] and [Skill] make me a good fit for the role.

In my previous role at [Company Name] / while studying at 
[College/Uni Name], I developed skills in [Example], which 
I believe would be helpful in this role. I am particularly 
excited by your focus on [Example from their company].

Thank you forconsidering my application. I would love to 
discuss this further.

Kind regards,
[Your Name]
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