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A cover letter introduces you to an employer and asks them to think about your application.Its a short letter, usually 3 to 5 paragraphs long.You should always include a cover letter when you apply for a job using a CV.You can write it as an email if youre applying online or print a copy to go with a paper application. When writing a cover letter, let the
employer know youre keen by showing that youve researched the company. Learn more about what they do through:their websiterecent news articlestalking to people you know who work there It's important to try to address your cover letter to someone by name. Check you have the details of the person you need to send it to.You'll need their name
and preferred title. For example, Dr, Mr, Mrs, Ms, and their job title. You should also make sure you have the right company name and address, including postcode.If the job advert does not include a name you can check the company website. Try to find details of the head of the department, head of human resources or a recruitment manager.If you
still cannot find a name, you can start your letter with Dear Sir or Madam. Introduce yourself and explain how you found the advertised job. You can mention the job title, and reference number if there is one.If youre asking about any job openings and not applying to a vacancy, tell them what sort of job youre looking for. Let the employer see how
keen you are to work for them. Highlight the skills and experience you have that match what the employer is looking for.Convince them that you're enthusiastic about working for them. Let them know you share their work values, culture and style. If you have gaps in your employment history, you could talk about the skills you gained while you were
out of work.If youve mentioned on your CV that you have a disability, you might want to talk more about this in your cover letter. Organisations like Disability UK can give you advice on how to do this. You do not have to mention your disability at this stage if you prefer not to. You can get more help with specialist advice on finding work if you have a
disability. Thank the employer for considering your application. Let them know that they can get more details from your CV, and tell them you're looking forward to hearing from them.Let them know how they can best contact you. Make sure your contact details are correct on both your cover letter and CV. If you know the name of the person youre
writing to, you should end the letter with Yours sincerely.If youve addressed the letter Dear Sir or Madam, you should end the letter with Yours faithfully. When writing your cover letter, remember to:write a new one for every job you apply for and make sure its tailored to the company and the specific roleuse the same font and size as you do for your
CV, so it looks consistentmake sure the company name and recruiters details are correctuse the right language and tone: keep it professional and match the keywords used by the employer in their job advertshow youve done your research into the job and the companyhighlight your most relevant skills and experience to stand out from other
applicantsback up any statements you make with facts and use the STAR methoddouble check spelling and grammar before you send itkeep a copy of your cover letter as they may ask you about it in an interview In a sea of job applications, how do you make sure your cover letter isnt just skimmed over but actually grabs the readers attention? A well-
crafted cover letter can be the difference between landing an interview or getting lost in the shuffle. But writing a memorable cover letter that stands out requires more than just filling in the basics. Your cover letter is your introduction to a prospective employer. Its also an opportunity to make a great first impression and to showcase why youd make
a great hire. So dont squander it. These days, its unlikely a cover letter, likeyour resume, would be something youd print and mail to a hiring manager. In fact, it may not be a letter at all. The savviest job seekers will include the modern equivalent of a targeted cover letter in the body of an email message or an online job application. With a few key
tips, you can turn a standard cover letter into a powerful tool that showcases your strengths and grabs a hiring managers attention. From tailoring your message to properly quantifying impact with examples, heres everything you need to know to make a cover letter that stands out from the rest. Our first cover letter tip is straightforward: Your cover
letter should add new information, not repeat whats already in your resume. The cover letter is where you should promote yourself, describe your ambition and express your enthusiasm for a new role and company in a distinct way from your resume. Heres a quick checklist of key functions a targeted cover letter should accomplish: Relate your skills
and experience to the job description and requested qualifications. Explain why you would love to have the job. Show youve researched the company by commenting on its mission or leadership. Finish with a call to action inviting the hiring manager to follow up. The barrage of information coming at all of us today has created attention spans that are
shorter than ever before. Cover letters are no exception. Managers are often inundated with applications, so economy of words matters. In fact, keep it brief with a three-paragraph format, using each paragraph to focus on an aspect of your application. Start with an attention-grabbing introduction that expresses your enthusiasm about the position
and the company. If you have a referral, drop their name here. The middle paragraph(s) are your sales pitch where you address your top skills, accomplishments and attributes, and explain why your qualifications relate to this particular role or company. Finally, restate briefly in your cover letter closing paragraph how you can add value, thank the
hiring manager for their consideration and initiate the next step by saying youd like to follow up with a call or an interview. For more tips related to that last cover letter paragraph, read abouthow to write a cover letter closing. Dont use a one-size-fits-all cover letter template for all the positions you apply for. If you do, youre missing the point: Only a
letter thats targeted to the job at hand will make a positive impression. Write a cover letter employers cant ignore by tying it to the elements of the job that match your unique skills and experience. What are they asking for that youre especially good at? What would make your contribution unique? Those are the points to stress when writing a cover
letter. Just as important, gather facts and figures that support your claims with details. For example, if youre applying for a managerial role, mention the size of teams and budgets youve managed. If its a sales role, describe specific sales goals youve achieved. In addition to highlighting your talents, you can further personalize your cover letter by
demonstrating your familiarity with the specific industry, employer and type of position. Companies want confident employees who love their work. They know these are the people who tend to perform better, serve as stronger team members and have greater potential to grow along with the business. Draw attention to specific examples of projects
youve worked on that make you an ideal candidate, and dont hesitate to brag a little about your most pertinent achievements. Consider adding a sentence or two or even a bullet list, as long as youre not duplicating your resume of key achievements backed up with quantitative data. Did you increase revenue by identifying tax savings worth $50,000 a
year, win six design awards, quadruple the companys social media following? Heres the place to mention it. Upload your resumeto be considered for jobs that match. How would you feel if you got an email addressed, To Whom It May Concern? Just as you personalize your resume to the role, you should also address the cover letter to the person
hiring for the position instead of Dear Employer. If its not spelled out in the job posting and you cant find it on LinkedIn, be proactive and call the organizations main phone number and ask for the name and title of the hiring manager. If youre still in school or just out, your career services office may be able to help you identify the right contact at a
company. Many employers use applicant tracking systems (ATS) with resume-filtering software that scans for keywords and evaluates how closely resumes and cover letters match the preferred skills and experience. That means your cover letter should incorporate key phrases youve identified in the job description if they honestly match with your
background and strengths. To make your cover letter ATS-friendly, be sure to use standard headings and avoid images, unusual fonts, or graphics that the software might not recognize. Additionally, include keywords naturally within sentences rather than in a list format, as the software is more likely to pick up on phrases that are seamlessly
integrated into your writing. If you want to know how to write a cover letter that stands out, show how youve had a measurable impact on an organization. Did you bring in new clients, make a process more efficient, spearhead some campaigns? Provide specific numbers, percentages to show growth, or a range or estimate to quantify results. Offering
examples can also help you illustrate what youve achieved or elaborate on the specifics. Show, dont tell, whenever possible when you describe what youve done and what you can bring to your next position. Dont overshare Showing some personality is generally fine, but keep the focus on your career. Stick to pertinent facts and omit personal details
unrelated to your ability to perform the job. Dont go overboard with self-celebration Employers expect job candidates to use the cover letter to toot their own horn. (Thats the whole point, right?) Instead of bragging about being the worlds best UX designer or a marketing superhero, job seekers should provide concrete information that conveys value
and impact. Bold statements are OK, as long as you back them up with facts. Dont make demands Zero in on what you can do for the employer, not what you hope to gain from the company. Its both presumptuous and off-putting to cite salary demands before youve even landed a phone orvideo interview. The same goes for bringing up the perks and
benefits you expect. Dont fail to follow directions Employers often provide specific instructions in the job ad, such as submitting your resume and cover letter in a certain file format or referencing the job title or requisition number. Before you upload your letter or hit the send button, reread the job posting to make sure youve done everything the
employer asked so you dont raise red flags. The last of these cover letter tips is crucial: Proofread your work before submitting. Even a small typo can create a negative impression. This is not just a cover letter tip, of course, but also applies to resumes and other important correspondence and documents. After youve made a strong argument for your
candidacy and given your letter a final polish, ask a friend or family member with a strong eye for typos and good grammar, punctuation and spelling skills to review it. Include a copy of the job posting to make sure youve hit all the right points. Then do it. Press send! Should I include a cover letter with my resume or job application? Yes think of it as
your personal pitch! Including a cover letter shows the employer youre genuinely interested and gives you a chance to explain why youre excited about the role. How long should my cover letter be? Keep it short and sweet ideally one page. Three to four paragraphs are enough to share your top skills, enthusiasm and unique value without
overwhelming the reader. What do I write in my cover letter? Start by introducing yourself and sharing why this job excites you. Then, spotlight your key skills and achievements, wrapping up with a warm closing that invites further conversation. As one of your most powerful job search tools, a well-written, targeted resume markets you. But first, a
good cover letter (carefully crafted & customized) needs to help open the door. And even nowadays, with automated resume screenings your first hurdle to cross, a good cover letter can still make a big difference.Its true that impersonal, heartless computer screenings may keep your application from ever getting seen by human eyeballs. (So it pays to
try to find direct connections to bypass those computers.) But once you make it through to a real-person, a strong cover letter can get your resume from the maybe pile to the set up an interview pile. And follow you all along the interview process. EXTRA: 10 Resume Writing Tips for Effective ResumesGood cover letters target company needsYes we
naturally see cover letters as a place to talk about ourselves and how great we are. And while you certainly want to do that, one critical piece you need to remember is this: the company is zeroing in on how well you fit THEIR needs and not how interesting or fun you might be as a person.When I screened resumes, I would often get long, heartfelt
cover letters from people who want to tell me their life stories. Or focus on some aspect of who they are at the core of their being. All this to get me to pick their resume.But are they really thinking about how willing a reader might be to wade through all that? And what a cover letter really needs to do? Not just pique interest in a strangers life story,
but how you and your life story somehow have all coalesced to give them the exact person they need at this precise moment.And that means they have to see that you get who they are, and not just who you are. So as quickly as possible they need to sense that you fit their job. A good cover letter points them precisely to key matching areas, while also
giving them a feel for who you are but who you are as a potential member of their team.Help screeners quickly see matchOn average, the resume screener only takes a few seconds to look through each cover letter and resume and make the all-important decision. Your job, first and foremost, is to grab their attention by making it easy for them to see
the match.How? By tailoring your letter to their specific needs (rather than using some generic cover letter thats usually a waste of everyones time.) Use the job requirements mentioned in the ad, and show the screener quickly and clearly where they intersect with your own job experience.And a key part of a good cover letter is using key words and
key phrases, the same as you would on a strong resume. Again, you want to make it easy for them to recognize the fit for the position quickly, so let the job description guide you here too.After the basic intro paragraph, put together 2 or 3 concise, interesting sentences (or bullet points), zeroing in on those points that will get a screener to stop and
take a longer look at your resume maybe even for the second time. (Sometimes we do really quick first screens and then come back to those maybes that left us curious in a good way.)10 basic cover letter writing tipsYour resume and cover letter present a picture of who you are and, more importantly, who you will be for the company. Again as with a
resume, it aims toward your future goal of working there and not just a non-targeted rehash the past.A great cover letter is your best chance to get noticed! This is your opportunity to sell yourself. And, if your resume isnt as strong as you would wish, your cover letter can help you help them to realize why you are precisely the right person for the job.
So take the time to tailor it to this particular job and do NOT use some obviously general cover letter that will get tossed (along with your resume) in a second.Start with a proper greeting. Dear Mr. or Ms. (or appropriate title) if you have their name. If not, try hard to find it. Otherwise, use something safe like Dear Hiring Manager or Dear Recruiter
and not To whom it may concern or Dear Sir or Madam.Make the first line interesting. Your cover letter needs to stand out. So why are you making it so boring? Im not suggesting you make the first line so attention-grabbing you risk annoying them. But you can at least point out someone you have in common. Or something you read about the
company. Or lead with a strength that is right on target with the job description and then go on to say thats why youre so interested in this particular job.Tell them what makes you so special for THIS job. Usually in the second and or third (if necessary) paragraph.Use bullets if needed. If you have a few strengths you want to emphasize, use bullets
rather than writing long, wordy paragraphs. Especially strengths that point directly to their job opening. Your cover letter needs to focus their attention FAST and get them curious enough to want to speak with you so you can sell yourself. And thats all a good cover letter needs to do.More tripsRemember to use those key words and phrases! Again,
dont assume theyll connect the dots anyway. Sometimes the person who first reads your resume and cover doesnt know all that much about the actual job.Use the last paragraph to thank them for their time and consideration and try to establish a follow-up/next steps. You might say youll contact them in some number of days or simply say you can be
reached at 555-555-5555 or your email address and look forward to hearing from them soon. Or some such statement, depending on things like the company size, industry, formality of its hiring process, and if you got there through networking.Note: You can imagine that no company appreciates hundreds of people all saying theyll follow up by
calling. Then again sometimes it works to do that. So that decision is all up to you. )Close with sincerely or best or something similar. As long as its within the general realm of commonly-used closings, youre fine. No need to get too creative here.Keep your cover letter short! Youre not trying to tell your whole story. Just the highlights especially those
that relate to the job description and company.Again check for typos! Just one typo can undo all your hard work. Not fair, but true. At least in some cases. Why risk it?A few more thoughtsSometimes, especially when youve been trying for a while and feel like you have nothing to lose anymore, you can really go all out with a cover letter. Someone I
know was looking for months for her first writing job, and was tired of getting rejections.So one day she sat down and wrote to her dream employer (a magazine) without thinking about every word. She just told it as it came out (with edits later). She said they were the only magazine within their companys publishing group shed even consider working
for and went on like that. Of course, still pointing out how well she fit their needs.Well she not only got their attention, she got the job offer! But heres part of what I really think happened: I think she finally let her real voice shine through, rather than going into formal (stiff) cover letter mode. So my last bit of cover letter advice isLet your real self
shine through in your cover letter! Dont think you have to be bone dry or formal. If you feel enthusiasm, show it (without going hog wild, of course). Use real-sounding language not slang. Just as I always suggest that when you interview you should be yourself, the same is true for a cover letter.I hope some of these tips help you write a good cover
letter that gets you the job you want. Good luck!More posts to help10 Resume Writing Tips for Stronger Resumes!10 Things I Look for When I Screen Resumes and Cover LettersHow Is a Job Application Different from a Resume?What Is a Targeted Resume or Cover Letter?10 Steps To Match Your Resume to the JobResume Fonts: Beware Tiny Font
Size on Resumes!What are Automated Resume Screeners?Using Keywords and Keyword Phrases on ResumesWhy a Resume Gets Rejected Even Good Ones!Is Your Online Reputation Hurting Your Job Search?What Are Transferable Skills?15 Job Search Tips To Help You Get a JobProducing tailored cover letters for each application you make might
seem daunting, and theres no doubt it can become a drawn-out process, but its essential you dedicate the time to compose targeted letters that will ensure you get noticed as a candidate.Consider your structure When starting to piece together ideas for your letter, it is important to consider the structure of your content. Make sure you have a clear
introductory paragraph, briefly introducing yourself and restating the role you are applying for, before moving on to two to three paragraphs that address the following:Why are you interested in the specific opportunity?How do you meet the role requirements through your experience?Why do you want to work for the specific organisation?As you
build and form your paragraphs, you will also want to make clear to the reader how your skills and behaviours align with the person specification. Your letter should be concluded with a brief closing summary that reiterates both your enthusiasm and your interest in the role, before thanking the employer for their time and consideration.Research is
key Not only will thoroughly researching the company, its employees, and the role itself help you to decide if youre applying for the right opportunity, it will also put you in a better stead when producing compelling applications. A key topic that will need to be addressed will be why you are motivated to secure the role, as well as working for the
company itself.Avoid repeating facts and figures the employer already knows about their organisation, and instead, focus on their values and mission, their history and what makes it unique, and their future plans. When discussing these aspects of your research, ensure you make a clear link back to you as an individual, to your own experience, your
own values, and why these aspects of the organisation resonate with you.Always start afresh As tempting as it can be to recycle the same content from previous applications (especially when applying for similar roles and/or organisations), a recruiter or hiring manager will easily spot this when reviewing your content. As indicated above, direct
research about the organisation is essential and you have the opportunity to clearly theme your paragraphs around the key information you have, personally, identified as being of interest to you.Grab their attention Whilst your opening paragraph needs to act as an introduction to your application, make sure you include something within your first
two to three sentences that is going to make the hiring manager read on. This could be something that particularly appeals to you about working with the organisation itself, or offering a direct reason as to why and how you would be an ideal addition to their team.Be clear and confident Clarity of thought and confidence in presenting why you are the
best candidate will make for a more compelling read. Dont be shy about expressing why they should hire you based on your experience, skills and attributes all of which you should aim to mirror with the role description, requirements and priorities. Avoid simply stating that you have specific skills or experience and instead focus on using examples to
evidence your suitability.Relevant accomplishments and quantifiable examplesSomething that candidates often fail to do throughout the recruitment process is to highlight relevant accomplishments. You might list an achievement on your accompanying CV, but if you choose to discuss this in more detail as part of your cover letter, you will need to
address why it is relevant to the position and the organisation. What does this particular accomplishment tell the employer about you, and why does this matter?Another hurdle candidates come up against is showing the impact of their skills, behaviours and actions by not offering quantifiable examples. By quantifying your performance in prior
positions by discussing increases in customers, revenue generated, and/or improvements to customer or client satisfaction, you have the opportunity to demonstrate your value. In a competitive job market, it is important to make sure you are giving yourself every available advantage.Be authentic Although you will need to keep both your formatting
and your use of language formal for the purposes of your application, try to be as authentic as possible by incorporating your voice within your content. Avoid using overly elaborate, flowery language that you would not typically utilise when speaking to a recruiter face to face. The ideas and examples you choose to draw on as part of your content will
also be indicative of what matters most to you about the role and your experience. Proofread, proofread, proofreadWhilst it should really go without saying, proofreading your content is essential. After all, you dont want to stand out for the wrong reasons! It can also be helpful to recruit a second pair of eyes to review your content to identify any
obvious mistakes you may have missed.Overall, it is vital to not underestimate the importance of producing high-quality, tailored cover letters to support your applications. Remaining true to yourself through the content you present will, ultimately, put you in a stronger position when aiming to get through to the next stage of the recruitment
process.Producing a cover letter for job applications A cover letter is your chance to make a great first impression on potential employers, so its essential to get it right. To help you out, lets dive into the basics of writing an effective cover letter.First, always tailor your cover letter to the specific job youre applying for. Address the letter to the hiring
manager by name, if possible. If you cant find their name, use a professional salutation such as Dear Hiring Manager. This personal touch shows that youve done your research and are genuinely interested in the position.In the opening paragraph, grab the readers attention by mentioning the job title youre applying for and explaining how you heard
about it. Briefly introduce yourself and express your enthusiasm for the opportunity. For example:I was excited to come across the Marketing Coordinator position at () Company on your website. As a creative and results-driven professional, I believe I would make a valuable addition to your team.Next, its time to sell yourself. Highlight your most
relevant skills, experiences, and qualifications that make you the perfect fit for the job. Use concrete examples to demonstrate how youve used these skills to make a positive impact in your previous roles. For instance:During my time as a marketing assistant at () Agency, I successfully managed multiple social media accounts, resulting in a 35%
increase in engagement and a 20% boost in overall followers.Dont forget to mention any key accomplishments or unique attributes that set you apart from other candidates. This is your chance to showcase your strengths and make a lasting impression.Towards the end of the letter, reiterate your interest in the position and express confidence in your
ability to excel in the role. Thank them for considering your application and express your availability for an interview. Close the letter with a professional sign-off, such as Sincerely or Best regards, followed by your name and contact information. For example:Thank you for considering my application for the Marketing Coordinator role. I am confident
that my skills and experiences make me a strong candidate for this position, and I would welcome the opportunity to discuss my qualifications further in an interview. Sincerely, [Your Name]Before sending your cover letter, proofread it carefully for spelling and grammatical errors. Use a simple, readable font and ensure the formatting is consistent
throughout. 1. Salutation and OpeningAlways begin your cover letter with a friendly salutation, addressing the person responsible for the hiring process. If youre aware of their name, use it; otherwise, opt for a general greeting like Dear Hiring Manager.Your opening paragraph should be brief and get straight to the point. Introduce yourself and
mention the position youre applying for, expressing interest and enthusiasm for the role.For example:Dear [Hiring Managers Name],Im excited to apply for the [Job Title] position at [Company Name].2. Your MotivationExplain why youre drawn to this specific job and company. Highlight how the role aligns with your career goals and what aspects of
the company culture or values appeal to you. Be genuine and show that youve done your homework.For example:Ive always been impressed by your companys dedication to innovation, and I believe this role offers the perfect opportunity to grow as a [Job Title]. 3. Your SkillsPick two or three key skills that you possess and emphasize how they relate
to the role. Give specific examples of how youve demonstrated these skills in past experiences, showing your proven ability to succeed in this position. Summary of Qualifications: 50 Powerful Action Verbs & 2 ExamplesFor example:With more than three years of experience in [previous role], Ive honed my ability to [skill]. For instance, during my time
at [previous company], I [example of how you utilized the skill].4. Company FitMake a connection between your values and the companys values to display compatibility. Its important to come across as a good fit for their work culture and show that youll integrate seamlessly with their teams.For example:Your commitment to sustainability aligns
perfectly with my own personal values, and Im excited to contribute to your ongoing efforts in this space.5. Closing Remarks and SignatureFinally, express gratitude for the recipients time and consideration. You can mention your availability for interviews and your eagerness to discuss further. End your cover letter with a professional and warm
closing, such as Best regards or Sincerely, followed by your full name.For example:Thank you for considering my application. Im eager to discuss my qualifications further and learn more about how I can contribute to the success of [Company Name].Best regards,[Your Full Name] Now that you have a better understanding of the key components of a
cover letter, lets dive into a sample cover letter to see how it all comes together.Dear [Hiring Managers Name],Start with a professional greeting, addressing the hiring manager whenever possible. If you dont know their name, you can use a general greeting like Dear Hiring Manager.First Paragraph: IntroductionIntroduce yourself and express your
enthusiasm for the position youre applying for. Mention the job title and where you found the posting. Keep your tone friendly and engaging throughout your cover letter.Example: I was thrilled to find the opening for the Marketing Coordinator position on your company website. As a recent graduate in Marketing, I am eager to apply my skills and
grow in your esteemed company.Second Paragraph: Relevant Skills and AccomplishmentsShowcase your skills and achievements that align with the job requirements. Use specific examples to demonstrate your expertise and how you can make a positive impact in the company. Try to tailor your examples to the job description, showing youre the right
fit for the position.Example: In my previous role as a Marketing Intern, I successfully managed social media campaigns, increasing our brands online presence by 20%. My role also required me to create engaging content for our blog, contributing to a 15% increase in website traffic.Third Paragraph: Show Understanding and Enthusiasm for the
CompanyResearch the company and demonstrate your knowledge of its values, culture, and recent projects or achievements. Explain how you would contribute to the companys mission and strategy. Your enthusiasm for the company will show the hiring manager that youre a dedicated candidate.Example: I admire your companys commitment to
sustainability and your recent launch of eco-friendly products. As a Marketing Coordinator, I would strive to promote these initiatives to further enhance your brands reputation.Fourth Paragraph: Call to Action and GratitudeEnd your cover letter with a polite call to action, expressing your interest in securing an interview. Thank the hiring manager
for considering your application and emphasize your enthusiasm for the position. 3 Examples: Crafting a Reference Page for EmploymentExample: I would appreciate the opportunity to discuss my qualifications further in an interview. Thank you for considering my application. I look forward to the possibility of contributing to your team.Sincerely,
[Your Name]Remember to sign off professionally with Sincerely or another appropriate closing. Make sure to include your full name, and consider adding your contact information below your name, especially if youre submitting your cover letter via email. Dear [Recipients Name],I am writing to express my interest in the [Job Title] position listed on
[where you found the job posting] for [Company Name]. Having followed your companys achievements in [relevant industry or field], I am inspired by your commitment to [something you admire about the company, such as innovation, community involvement, leadership in the industry, etc.].In my previous role as [Your Previous Job Title] at [Your
Previous Company], I had the opportunity to [mention a significant achievement or project that relates to the new job, e.g., develop a new content strategy that increased engagement by X%]. This experience honed my skills in [mention a key skill that is relevant to the job, such as project management, strategic planning, etc.] and taught me the
importance of [mention another key aspect of your previous role that is relevant, such as teamwork, creativity, critical thinking, etc.].One of the key requirements of the [Job Title] role is [mention a specific requirement from the job description, e.g., proficiency in tracking and analyzing marketing metrics]. In my role at [Your Previous Company], I
[describe your experience or success with this requirement, e.g., regularly analyzed campaign performance data to optimize our digital advertising efforts, resulting in a significant increase in ROI].I am eager to bring my [mention your key strengths or skills, such as strong analytical abilities, leadership skills, or communication talents] to the [Job
Title] position at [Company Name]. I am particularly excited about [mention something specific about the job or company that excites you, such as the chance to work on certain types of projects, the company culture, etc.].Thank you for considering my application. I am looking forward to the opportunity to further discuss how I can contribute to the
continued success of [Company Name]. Please find my resume attached for more details on my qualifications.Sincerely,[Your Name][Attachment: Resume] Dear Mr. Smith,Im writing to apply for the open marketing assistant position at () Company. I was excited to see this opening as I have been following your companys work for some time now and
admire your dedication to innovative marketing strategies.In my previous role as a marketing intern at () Company, I collaborated with a team of designers and writers to create compelling social media campaigns that increased website traffic by 25% in just three months. I attribute this success to my strong communication skills and ability to work
well in a team environment.Your job description notes that youre looking for someone experienced in tracking marketing metrics, which is something I excel at. While working at () Company, I analyzed data and created reports to help our team better understand the effect of our campaigns. As a result, we were able to make more informed decisions
and improve overall marketing performance.Im confident that my skills and enthusiasm make me an excellent candidate for the marketing assistant position at () Company. Thank you for considering my application. I look forward to the opportunity to discuss how I can contribute to the success of your team.Sincerely,()Frequently Asked
QuestionsWhat makes a cover letter stand out with examples?A cover letter stands out when its personalized, well-researched, and engaging. To achieve this, you can:Address the hiring manager by name, if possible.Mention the companys recent achievements or projects.Include specific skills and experiences that relate to the job requirements.Show
your enthusiasm for joining the team and explain why youre a great fit. 60 Examples - Leadership Adjectives: Enhance Your ResumeExample:Dear Mr. Johnson,I was excited to see the marketing coordinator position available at () Company, especially after reading about your recent award-winning campaign. As someone with 3 years of experience in
digital marketing and a strong background in creating organic content, I believe my expertise aligns well with the roles requirements and that I can contribute significantly to your teams ongoing success.How can I tailor my cover letter for multiple jobs?To tailor your cover letter for multiple jobs, focus on customizing certain sections to showcase
your relevance to the specific job posting:Address the hiring manager specific to the company.Adjust the opening paragraph to mention the company and job title.Modify your skills and experiences to fit the job requirements.Conclude by expressing your interest in the particular company and role.What to consider when addressing a cover letter to an
unknown recipient?If you cannot find the name of the recipient, try these strategies:Use a general greeting, such as Dear Hiring Manager or To Whom It May Concern.Research to identify the department head or team lead, and address them directly.Reach out to the companys HR department or use LinkedIn to find a suitable contact.Learn more:
How To Address a Cover Letter Without a Name (Exact Examples)How can I create a general yet convincing cover letter?A general, yet convincing, cover letter still focuses on your skills and experiences but highlights broad competencies applicable to various industries. Consider the following:Showcase transferable skills, such as leadership,
communication, or problem-solving.Describe an accomplishment that demonstrates your ability to adapt and learn new skills.Make a connection between your goals and what the company or industry values.How do I effectively address a cover letter to a large company?When addressing a cover letter to a large company:Do your research to find the
appropriate recipient or department.Use specific details about the company, such as its mission, values, or recent projects.Mention the job title and how you found it to show your interest in their organization.What are some common keywords to include in a cover letter?Including keywords from the job description in your cover letter helps
demonstrate your suitability and gets the attention of both hiring managers and applicant tracking systems. Common keywords may include:Job-specific skills (e.g., project management, programming languages, or sales techniques)Soft skills (e.g., teamwork, communication, or adaptability)Industry terms (e.g., Agile, SEO, UX design)Company values
or cultural fit (e.g., innovation, collaboration, or customer-centric) Skip navigation Sponsored content UCAS Media Service Share copy and redistribute the material in any medium or format for any purpose, even commercially. Adapt remix, transform, and build upon the material for any purpose, even commercially. The licensor cannot revoke these
freedoms as long as you follow the license terms. Attribution You must give appropriate credit , provide a link to the license, and indicate if changes were made . You may do so in any reasonable manner, but not in any way that suggests the licensor endorses you or your use. ShareAlike If you remix, transform, or build upon the material, you must
distribute your contributions under the same license as the original. No additional restrictions You may not apply legal terms or technological measures that legally restrict others from doing anything the license permits. You do not have to comply with the license for elements of the material in the public domain or where your use is permitted by an
applicable exception or limitation . No warranties are given. The license may not give you all of the permissions necessary for your intended use. For example, other rights such as publicity, privacy, or moral rights may limit how you use the material. How can financial brands set themselves apart through visual storytelling? Our experts
explainhow.Learn MoreThe Motorsport Images Collections captures events from 1895 to todays most recentcoverage.Discover The CollectionCurated, compelling, and worth your time. Explore our latest gallery of EditorsPicks.Browse Editors' FavoritesHow can financial brands set themselves apart through visual storytelling? Our experts
explainhow.Learn MoreThe Motorsport Images Collections captures events from 1895 to todays most recentcoverage.Discover The CollectionCurated, compelling, and worth your time. Explore our latest gallery of EditorsPicks.Browse Editors' FavoritesHow can financial brands set themselves apart through visual storytelling? Our experts
explainhow.Learn MoreThe Motorsport Images Collections captures events from 1895 to todays most recentcoverage.Discover The CollectionCurated, compelling, and worth your time. Explore our latest gallery of EditorsPicks.Browse Editors' Favorites Acover letter is a one-page business letter that you submit when applying to a job, along with your
resume. As apiece of persuasive writing,your cover letter will aimto conveyto the employer why youre a great candidate for the role. What is the purpose of a cover letter? Your cover letter complements your resume by making it easy for the employer to see how your experience and interest connect to the position. Your goal is to convince the
employer to interview you. With your cover letter, youll aim to: Highlight your qualifications:Youllshow how your skills and experiencerelate to the employers needs for a specific position. Showcase your motivation: Youll demonstrate your enthusiasm for the specific positionand the organization. Reflect your voice and written communication skills:
Youllgive the employera sense of your personality and writing style. When should I write a cover letter? Not all jobs require cover letters. So, how do you decide whether to submit one? Submit a Cover Letter when The posting explicitly requests that you do so Youre applying to an opportunity at a mission-driven organization You think that doing so
could provide important information to the employer that they wouldnt get from your resume ConsiderSubmitting a Cover Letter when Its marked optional in an application, and you have the bandwidth to do so You have content that you can easily recycle or repurpose into a tailored cover letter No Need to Submit a Cover Letter when A posting
specifically tells you not to submit one Theres no way to submit one in an application portal, and doing sowould require a serious workaround Pro-Tip: If youre applying to several similar opportunities, creating a draft cover letter in advance, geared toward that type of opportunity, can be a helpful way to save time in your actual application process.
How do I write a cover letter? Your cover letter should articulate your qualifications and motivation for the position. Read the job description closely and research the organization. As you craft your cover letter, use examples that demonstrate your relevant skills, knowledge, and interests. The cover letter should be concise, clear, and well-organized.
Before Writing Learn enough about the organization to articulate why you are a strong fit for that firm. Review the firms website and LinkedIn page. Speak with current or previous employees. Read articles and social media for current news. Analyze the job description Look for skills, duties, and qualifications of the job so you can design your letter to
match these as much as possible. Reflect on your experience and motivation Identify skills and personal qualities you have developed which will be useful in this role.Ask yourself: What attracts you about this role/company/industry? What have you have done in your work experiences, classes, internships, activities, projects, volunteer work,travel, etc.,
that is similar to the duties required of the job? Cover Letter Structure As a business letter, the cover letter should include: Heading: Include your name and contact information in the same format as your resume Salutation: Address your letter to the specific individual who can hire you, if this is known. If the name is not included in the job
description, address the letter to the Hiring Manager or title mentioned in the job description. Body Paragraphs:Discuss your experiences, interests, and skills to show the employer how you can add value to their team. See the section below for more guidance. Signature Line: Include a closing and your name. The cover letter should be one page,
about three or four paragraphs, and single spaced. Use 10-12 point font and one inch margins. When applying online, upload your cover letter as a PDF file, unless another format is specified. When sending your resume and cover letter by email, you may write a short note or paste your cover letter in the body of your email (without the address
header) and also attach the PDF file. Cover LetterContent Your cover letter should answer who, what, when, where and why you are applying for the opportunity. Introduction State the position for which you are applying. If you have a referral or spoke with someone from the company, you can mention it in the introduction.Provide some basic
information about yourself; this can include your class year and what youre studying at Columbia. Briefly outline why youre interested in the organization and what you bring in terms of relevant experience and skills. Body Paragraphs These paragraphs will highlight your qualifications and strengths that are most relevant to the organization and
position. Use the job posting and your research as clues to determine what the employer is seeking in a candidate. Have your resume beside you and reflectonwhat you want the employerto know about you. Are there experiences you want to expand upon that demonstrate your understanding of the role and ability to do the job requirements?
Structure the paragraphs based on relevance, not chronology. Lead with your most relevant skill or strongest experience. Start each body paragraph with a clear topic sentence.This can highlight a key skill set, a transferable experience, or a core area of knowledge youve built through your studies. Walk the reader through a project or experience,
integratingthe relevant skills you used and qualities you demonstrated. Provide details about your accomplishments and impact. Connecthow theseexperiences have prepared you for this role and why you are motivated to do this job. There is no need to apologize if you feel you lack experience; focus on the accomplishments that you have. Conclusion
Recap what you would bring to the organization and your interest in the position. Thank the employer for their consideration. Keep your tone positive and enthusiastic. Check out our example of how to structure your cover letter content. Editing Tips Use ourCover Letter Checklist to make sure your format and content is in line with best practices.
Ensure that the content reflects the requirements in the job description Keep the cover letter concise, at one page or less Correct any errors ingrammar, sentence structure,and spelling Use the active voice Avoid beginning too many sentences with I Our Design Your Next Steps career planning guide contains everything you need to jump-start your
career beyond Columbia.Read it now! Like a good CV, a cover letter is an important part of a job application that offers further insight into your skills, experiences, and motivation for the role. A good cover letter should emphasise your fit for the position, showcase your understanding of the company, and express your enthusiasm for the job.In this
article, we cover:What makes a good cover letter?Cover letter sections.Tips on how to write a cover letter.Examples of good cover letters.Let CVMaker guide you through the cover letter writing process, offering a professional cover letter template to highlight your strengths.Land more interviews with a good cover letterWhat makes a good cover
letter?A good cover letter is essential to a strong job application, providing additional details about your skills, experiences, and motivation for the role. There is a lot of debate surrounding whether or not a cover letter is necessary. If you do decide to include one in your application, follow these three best practices:Clear structure: Maintain a well-
organised format that is easy to follow. This applies to both letters of interest and shorter cover letters.Tailored content: Customise the content to highlight your suitability for the specific position and company.Professional tone: Use a professional and positive tone throughout the letter.Key sections of a good cover letterBy following this cover letter
structure and ensuring your cover letter is tailored to the specific job and company, you can create a strong application.Example of a good cover letter5 tips for how to write a cover letterA well-structured cover letter is essential. By following the tips below, you can enhance your chances of securing more interviews.1. Tailor your cover letter to the
jobCustomise your cover letter for each application to align with the specific requirements and responsibilities of the position. Address the company by name and, if possible, the hiring manager personally to show genuine interest.Care assistant cover letter example:Dear Hiring Manager,I am writing to express my interest in the Team Lead position
at Special Care Group, which I found listed on your website. Currently employed as a care assistant, I am actively pursuing opportunities within this location following my relocation to Scotland.As a dedicated care assistant, I have honed my abilities in effectively communicating with patients, collaborating with multidisciplinary teams, and
implementing personalised care plans. My leadership style is guiding and supporting individuals to achieve personal and professional growth, fostering a sense of community within the caregiving team.In my past positions as a Care Assistant, I have consistently showcased my dedication to delivering compassionate and top-notch care to individuals,
cultivating a positive and supportive atmosphere. My proficiency in mental health and elderly care positions me well to cater to the distinct needs of each person, fostering their well-being and elevating their quality of life.I am eager to explore how my skills and experiences can positively impact the success of Special Care Group.Thank you for
reviewing my application. I anticipate the opportunity for an interview to delve deeper into how my background aligns with the requirements of your organisation.Sincerely, Emma ThompsonAttached: CV & referencesFor the full CV writing guide, check out the care assistant cover letter example.Retail cover letter example:Dear Hiring Manager,I am
writing to express my strong interest in the Retail Store Manager position at H&M. With a proven track record in retail management and a passion for driving success; I believe I would be a valuable addition to your team.My background in retail management spans over five years, including my most recent role as a Retail Store Manager at Ralph
Lauren. During my tenure, I honed my skills in leadership, sales, and customer service, which I am confident can directly benefit H&M. Having progressed through a series of roles and responsibilities; my experience has equipped me with the ability to navigate high-pressure and fast-paced environments while consistently delivering positive results.I
take pride in my sales techniques and am known for inspiring and motivating colleagues to maximise their performance. I am committed to fostering a customer-centric approach and driving the store's growth. With a keen eye for detail and a dedication to excellence, I am confident I can meet and exceed your expectations in this role. H&M's mission
and values resonate with my professional goals, making this opportunity exciting. I am confident that my communication skills, attention to detail, and results oriented mindset will contribute to the continued success of your company.Thank you for considering my application. I look forward to hearing back from you!Sincerely, William EvansAttached:
CV and referencesAre you a student seeking a part-time job? Explore the guides below or discover the best jobs for students.Retail cover letter.Student cover letter.Graduate cover letter.2. Showcase your achievementsUse specific examples to demonstrate your accomplishments and skills. Quantify achievements to provide concrete evidence of your
impact. For additional examples and guides on writing cover letters, refer to the following:1. Engineer:In my previous role as a Software Developer, I developed an automated testing framework that reduced the time spent on manual testing by 50%, which significantly improved the team's efficiency and product release timelines.As a Civil Engineer, I
managed a construction project that was completed three months ahead of schedule and 10% under budget, resulting in substantial savings for the client.2. Accountant:In my role as a Senior Accountant, I implemented a new accounting software system that streamlined our financial reporting process, reducing the time required to generate monthly
reports by 30%.As a Tax Accountant, I identified tax savings opportunities for clients, resulting in a cumulative tax savings of 200,000 over two years.3. Architect:While working as an Architect, I led the design of a sustainable office building that achieved LEED Platinum certification, which reduced the building's energy consumption by 25%.As a
Landscape Architect, I designed a public park that increased community engagement and was recognised with a national award for innovative design.4. Marketing Manager:As a Marketing Manager, I launched a social media campaign that increased our brand's online engagement by 60% and led to a 25% increase in sales over six months.In my
previous role, I developed and executed a content strategy that boosted website traffic by 40% and generated an additional 500,000 in annual revenue.5. Project Manager:As a Project Manager, I successfully led a cross-functional team to complete a 2 million project on time and within budget, resulting in a 15% profit margin increase for the
company.In my role, I implemented a new project management software that improved team collaboration and reduced project completion time by 20%.6. Human Resources Manager:As a Human Resources Manager, I developed a talent acquisition strategy that reduced the average hiring time by 25% and improved employee retention rates by
15%.In my previous role, I introduced an employee wellness program that led to a 20% reduction in absenteeism and increased overall employee satisfaction.7. Data Analyst:In my position as a Data Analyst, I created a dashboard that provided real-time insights, reducing the decision-making time by 35% and enabling more strategic business
actions.As a Data Scientist, I developed a predictive model that improved customer retention rates by 18%, directly contributing to a 10% increase in revenue.8. Teacher:As a high school Math Teacher, I introduced a new curriculum that improved student test scores by 20% and increased overall class engagement.In my role, I led an after-school
tutoring program that helped struggling students improve their grades by an average of one letter grade.9. Customer Service Manager:As a Customer Service Manager, I implemented a new customer feedback system that reduced response times by 50% and increased customer satisfaction scores by 30%.In my previous role, I trained a team that
improved first-call resolution rates by 15%, leading to a significant increase in customer loyalty.10. Sales Manager:As a Sales Manager, I developed a new sales training program that boosted team productivity by 25% and increased quarterly sales by 1 million.In my previous role, I led a team that expanded our client base by 20%, resulting in a 30%
increase in annual revenue.If you have no experience, refer to how to write a cover letter with no experience. Customise one of our cover letter examples3. Keep it conciseA good cover letter is typically one page long. Be concise and focus on the most relevant information, avoiding unnecessary details or overly complex language. For more
information, refer to how to write a short cover letter. With over five years of experience in project management, I have consistently delivered projects on time and within budget, leveraging my strong organisational skills and attention to detail.4. Use a professional toneMaintain a professional yet friendly tone in your cover letter. Avoid jargon or
overly formal language, and proofread carefully to ensure it is error-free and reflects your communication skills.I am confident that my background in customer service, combined with my dedication to delivering exceptional experiences, aligns perfectly with the customer-focused culture at Creative Sparks.5. End with a strong closingSummarise your
key points and express your eagerness to discuss how your skills and experiences align with the job. Include a call to action, such as requesting an interview or a follow-up meeting.For additional tips and examples, take inspiration from guides on how to end a cover letter, or explore our extensive collection of cover letter examples.Key takeawaysA
good cover letter is tailored, concise, professional, and highlights your achievements.Customise each letter to the specific job and company.Provide concrete examples of your skills and accomplishments.Maintain a professional tone and end with a strong conclusion.Fast-track your job application process with these free cover letter checklists.Next
steps?Refine your CV effortlessly using our user-friendly builder, which offers a diverse array of templates. For impeccable results, consider our professional CV Writing Service. Utilise our CV examples to save time, emphasise important sections, and help hiring managers grasp your distinctive professional strengths in a CV more easily. FAQsWhat is
in a good cover letter?A good cover letter includes a tailored introduction, highlights of your relevant skills and experiences, specific achievements, and a strong conclusion.What is a good cover letter format?A good cover letter format includes your contact information, the employers contact information, a personalised salutation, an engaging
introduction, a body with relevant details, and a strong closing.What is the ideal length of a good cover letter?The ideal length of a good cover letter is one page, typically 250-400 words. Refer to our guide on cover letter length for more information.What makes a good cover letter intro?A good cover letter intro grabs the employer's attention by
mentioning the job you are applying for, where you found the job listing, and a brief statement about why you are interested and qualified. Refer to how to start a cover letter for more tips.Do employers read cover letters in the UK?Yes, many employers in the UK read cover letters as they provide additional context about the candidates skills and
motivations. Although practices may vary depending on the employer.What is an example of a good covering letter?An example of a good covering letter includes a tailored introduction, specific achievements relevant to the job, a professional tone, and a strong closing that calls for further action, such as an interview. Examples are provided in the
sections above for various job roles.The importance of a cover letter to get a job interviewgetty In todays competitive job market, your cover letter is more than just an introductionits an essential part of the hiring process. According to a recent report by Zety, a career services company, 89% of recruiters expect a cover letter, and 81% have rejected
candidates based solely on the quality of their cover letter. These statistics underscore how important it is to craft a cover letter that grabs attention and helps you stand out from the competition. To understand what makes a cover letter successful, I spoke with Jasmine Escalera, Zetys career expert, who shared invaluable insights on what job seekers
need to know when writing a cover letter. Cover letters are not just about the contentthey are also about the details. Recruiters pay close attention to how well-written and tailored the letter is, as this shows a candidates attention to detail and genuine interest in the position. Make sure the tone of your letter matches the company culture. A tech
startup may appreciate a more casual tone, while a law firm might expect a formal approach. Taking the time to adjust your tone and language shows your adaptability and professionalism. Based on Zety's research, nearly half of recruiters (49%) prefer cover letters that are half a page long, so keep yours brief under one page. 2) What To Include In
Your Cover LetterA strong cover letter is structured and purposeful, and it is mainly made up of three parts: the introduction, the body (including your achievements and the "why"), and the closing. According to recruiters, what they seek when reading cover letters is: relevant experience, communication skills and a referral mention or other type of
personal connection. Start with a brief introduction that explains who you are, why youre excited about the position, and why youre a great fit for the company. Be sure to mention how your skills and values align with the companys goals or mission. If you have a connection in the company, include it at the very beginning.BodyIn the body of your



cover letter, focus on specific achievements that highlight your strengths. Escalera recommends using actionable language to describe your contributionsrather than simply stating that you "have experience," opt for dynamic phrases like "I led a project that improved team productivity by 30%" or "I developed a strategy that streamlined operations
and cut costs by 20%." This type of language adds energy and shows the impact you can bring to the organization. Finally, close with enthusiasm. Reaffirm your excitement about the opportunity and thank the employer for considering your application. A strong closing might say,Option 1: "I am truly excited about the chance to contribute to your
team and look forward to the opportunity to discuss how my background can be of value to your organization." Option 2: Thank you for your time and consideration. Im eager for the opportunity to contribute to [Company Name] and would welcome the chance to discuss how my skills align with your needs. I look forward to your response and am
happy to provide any additional information.3) Why Personalization and Storytelling Are Essentialln the past, cover letters were often seen as formalities that were merely submitted with resumes. But today, personalization and storytelling have become crucial components of an effective cover letter. Escalera says that "while a resume provides the
facts, your cover letter gives them context. Share an anecdote that illustrates your skills and experiences, making you more memorable."Recruiters want to know who you are beyond the resume. Your cover letter is your chance to explain why youre passionate about the position and how your experiences align with the companys values. Personalizing
your cover letter helps you connect with recruiters on a human level and sets you apart from other applicants.Telling a story that highlights key moments in your career journey can make your cover letter memorable. By showcasing your enthusiasm and showing how your skills align with the companys mission, you can demonstrate why youre the
perfect fit for the role.4) Addressing Career Gaps or Career ChangesOne of job seekers' most common challenges is addressing career gaps or making a career change. Whether you took time off for personal reasons or are pivoting into a new industry, your cover letter is the perfect place to explain your situation.Escalera advises that candidates
frame these transitions positively. It is important to focus on what you learned during the gap or the transferable skills youve gained from a different industry. Instead of framing a career change as a setback, present it as an asset. For example, explain how your diverse background offers a fresh perspective, which can be invaluable to the
employer.The key is to be honest and proactive in showing how these experiences have prepared you for your new role. Demonstrating self-awareness and a willingness to grow will leave a lasting impression on recruiters.Make It Easier To Send Your Cover LetterYour cover letter is one of the most critical tools in your job search. While writing a
unique cover letter for each job you apply to can be time-consuming, the personalization will give you more chances to succeed. I recommend that if youre applying to similar roles, the achievements section can remain the sameyou need to update the introduction and the closing. This way, you can efficiently tailor your cover letter while ensuring it
speaks directly to each company and role.With these tips, youll be well on your way to writing a cover letter that captures the attention of recruiters and boosts your chances of landing that dream job.
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