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Covering letters 
Written properly, a good covering letter is a great way to sell yourself to potential employers.  The following hints will help you write covering letters that no employer can ignore! 

Although it seems daunting, writing a covering letter is a relatively easy task.  It’s best to prepare beforehand and think about what you want to say, even make notes.  Good covering letters tend to have a logical structure that can be followed with ease. 

In total, your covering letter should be no more than one side of A4 paper and, ideally, no more that five paragraphs in length.  This isn’t a lot of space, so the key is to highlight your most important attributes as succinctly as you can. 

Ideally use, the same, good quality paper for your covering letter and CV.  You should use font size12 (and no less than size 10) and a font style that is easy to read.

Good first impressions 
Your first paragraph is the most important part of the letter.  Your aim is to attract and keep the recruiter’s attention by instantly emphasising your interest in, and suitability for, the job.  Keep it brief and easy to read. 

Clearly state the position you are applying for, including a reference if given.  

If you are responding to a job advertisement say where and when you saw the advert.  

If you are applying speculatively, say why you wish to work for the company. 

You should then go on to say why you want to apply for the job you are considering.  It’s best if you can explain what you can bring to the employer, rather than what the job can do for you. 

The main body of the letter 
From here, you can highlight your abilities, skills and experience, starting with the most relevant first. 

Don’t go into too much detail, as you can refer to your CV.  Try to complement, not duplicate, information on your CV – this is a chance to add something extra to your application that you haven’t said elsewhere.

Use positive language to describe yourself. You should come across as confident and positive, but not arrogant.

Keep your sentences simple – remember that any employer will have a lot of applications to sift through and have to be able to scan your application easily and quickly. 

The most effective covering letters use examples to illustrate your abilities.  For instance, if you are required to show good interpersonal skills, mention any experience where you may have used these skills, such as part-time shop or bar work.  It’s easy to claim you have skills, but this is a great way to back up your claims with persuasive evidence. 

Be sure to include: 

Details of how you found out about the firm: ‘I wish to apply for the position of ... as advertised in today’s edition of the Daily Telegraph.’ 

Summing up 
Having highlighted your best points, you should sum up by emphasising your interest in the position and organisation. 

Leave the recruiter feeling positive about your application and keen to find out more about you. 

You could also give an indication of when you will be available for interview – make it easy for the employer to make contact with you.

When you have finished your letter, take another look at the job advert you are replying to.  Does your letter cover all the points raised in the advert?  If you have missed something out, your letter isn’t ready to be sent! 

Before you post it
It’s important to give your letter to someone to proofread before you send it. Your careers adviser will be able to help you and may be able to suggest some improvements. 

Key tips 

Never send an application form or your CV to an employer without a covering letter.

Try to send your letter and CV to a named person.  If you are not sure who to address it to, call the company and ask. 

Always type your covering letter, unless otherwise stated and include a stamped self-addressed envelope to improve the chances of a response. 
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use this space for any additional class notes
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