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Cover Letter gz

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.qg. 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 “l am
writing this letter...."
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Paragraph 2/3/4/5:

Development and elaboration:
(letter of application)

Paragraph 2 Recent training & education
Paragraph 3 Work experience & employment
Paragraph 4 Interests

Paragraph 5 Personal profile

Final paragraph
Future action:

"l look forward to hearing from you in the near
future”

Remember that the most effective letters are short and

simple. Use KISS o remind youl.

Keep
It

Short &
Simple

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

X) 'due to the fact TRY — & 'because’
X' 'in the event of’ TRY — @ 'if'

X) ‘on the occasion of'—— TRY —— & 'when'

X) 'with regard to TRY —— & "about’

/in respect of’
X) ‘prior to' TRY —— © 'before’




Cover letter example:

LETTER OF APPLICATION EXAMPLES

Mr John Markham
4 College Avenue
TROWBRIDGE
Wiltshire

BA13 0TD

17" July 2003

Mr Marcus Johnson
Potato Design Studio
Whiteladies Road
BRISTOL

BS2 9PZ

Dear Mr Johnson

Re: TRAINEE GRAPHIC DESIGNER

Thank you for sending me details of the above job. | wish to apply for the position and enclose
a completed application form and a copy of my CV.

If considered for the post | can attend interview at any time convenient to you. My daytime
telephone number is 01225 745318.

Yours sincerely

JOHN MARKHAM




Cover letter example:

Mr John Markham
4 College Avenue
TROWBRIDGE
Wiltshire

BA13 0TD

17" July 2003

Mr Marcus Johnson
Potato Design Studio
Whiteladies Road
BRISTOL

BS2 9PZ

Dear Mr Johnson

| should like to apply for the position of Trainee Graphic Designer as advertised in the
Wiltshire Times of 3" July 2001 and enclose a copy of my CV.

| am eighteen years old and have just completed a BTEC National Diploma in General Art and
Design at Trowbridge College gaining 4 Distinctions, 6 Merits and 2 Passes. The first year of
the course was broad-based where | was encouraged to develop my art and design skills. |
had the opportunity to explore a range of disciplines including painting, drawing, printmaking,
sculpture, photography, welding and surface pattern. In addition | developed my skills in
Information Technology, Application of Number and Communications.. | had to work to
specific design briefs. Among the work | produced was an Adshel poster for a CD case for a
local choir, a calendar, a horoscope layout page for an advertising campaign.

Before starting the course | knew little about the practical side of working in a graphic design
studio. Studying business studies and having been on two work placements has been
invaluable in overcoming this weakness. As part of the business studies module | studied
marketing and advertising and produced a business plan that had to be presented to a
consortium of professional business people and designers.

During the summer vacation between the first and second year of the course | worked for
two weeks in APL Publishing Ltd, Bath, publishers of cycling magazines. | worked alongside
the Senior Graphic Designer and was encouraged to produce copy.

If considered for the position | can attend an interview at any time convenient to you.

Yours sincerely,




Blank cover letter template:

Dear [Employer's Name],

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

At college, | developed excellent [relevant skill] skills,

and | have experience working with [relevant job or
volunteering]. | am particularly interested in your company
because of your commitment to [something about the
company].

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

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

Dear [Employer’'s Name],

| am writing to apply for the [Job Title] at [Company Name].
| 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], | developed skills in [Example], which
| believe would be helpful in this role. | am particularly
excited by your focus on [Example from their company].

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

Kind regards,
[Your Name]
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Special thanks to ZoneND for
leading the research and creating
the toolkits with New College
Swindon, combining lived
experience, professional
expertise, and valuable input
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