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Covering Letters – a brief guide

When sending in a CV or job application form, by whatever means, you may well be asked to include a covering letter.

These are generally required in situations where the employer or recruiter wants to be sure that you’re actually serious about your application. That may seem odd (after all you have applied, so you must be serious), but it’s just so easy to apply for jobs online that recruiters get a deluge of frivolous applications for every job that they post. 

So, requiring a covering letter makes life easier for them when reviewing candidates, and if you really want the job you’ve got to play ball.

But where do you start?

Key Points

The main thing you want to achieve is to draw attention to some of the key points in your CV which directly relate to qualities mentioned in the job advert - help them see why you are the right person for the job.

Analysing the job advert before writing your covering letter is essential if you’re going to get an interview.

"So, how do you write a covering letter?"

Follow these 2 simple steps and, when used in conjunction with our example covering letters, you will quickly produce an effective covering letter.

Step 1
Make a list of the qualities that are mentioned as desirable (it’ll say things like “ideally”) or essential (it’ll say “you must have” or “you will be”). The latter are what you need to really focus on to get the interview. 

Step 2
Rank the list of essential qualities from 1 to 5, or however many there are. Your opening gambit has to be aimed at the number 1. That tells the employer straight off that they need to take a close look at your CV and get you in for an interview.

Now you need to work that list into your covering letter. 

Summary
· Keep it SHORT; otherwise, it won't be read - it must not be a repetition of your CV. 

· Always start your covering letter with an underlined heading stating the job title you are interested in and where you heard about the position. 

· Make sure that your covering letter is addressed to the right person and that you start it Dear Mr/Mrs/Miss/Ms. 

· Say why you want that particular job with that particular employer. 

· Highlight the key qualities as mentioned above. 

· State when you are available for an interview. 

· Sign off Yours Sincerely and don't forget to sign it if it’s an actual letter.
· Be businesslike. Print any letter in black ink on quality paper, unless you're going for a creative position, in which case you should be using it as part of showcasing your skills. 

Often just getting started in writing is the hardest part of a covering letter, so I’ve added 2 templates below that you can use to get you started.
Example 1

Addressee Name








Address 1









Address2







Adress3 
Post Code







Date

Change everything in Orange to suit your application

Dear Name
Re: Position – Publication & Date
Please find enclosed my CV in response to your advertisement as detailed above.

This position is of great interest to me as I believe it will offer a new challenge which I will find both rewarding and enjoyable, and, as you will see from my enclosed CV, my background is particularly relevant to your requirements.

Specifically, I have extensive experience in [insert area e.g. sales management], [insert area e.g. new business development] and [insert area e.g. account management]. 

I am now looking to build on my range of management and technical skills within a more demanding role and I believe that both my skills and personal attributes match your needs.
I would appreciate the opportunity to meet with you to discuss my application and look forward to hearing from you soon.

Yours sincerely

Your Name 

Example 2

Addressee Name




  



Address 1





 


Address2





 

Adress3
Post Code



 



Date

Change everything in Orange to suit your application

Dear Name
Re: Position as advertised in Publication & Date
Please find enclosed my CV in response to your advertisement as detailed above.

I am extremely interested in finding out more about this role as I am seeking a new position where I can employ the skills that I have developed in my career to date and, as you will see from my enclosed CV, my background is particularly relevant to your requirements.

Specifically, I have extensive experience in [insert area e.g. sales management], [insert area e.g. new business development] and [insert area e.g. account management]. 

I am now looking to build on my experience within a challenging role and I firmly believe that both my skills and personal attributes match your needs.
I would appreciate the opportunity to meet with you to discuss my application and I am available for interview at your convenience.

I look forward to hearing from you soon.

Yours sincerely

Your Name 

