
 
 

 

How to write a cover letter 

 

Writing a good cover letter involves presenting your skills, experience, and 
enthusiasm for the role in a concise, professional format. It is always a 
good idea to find out what the application process is for a job, it might be a 
CV and cover letter, it might be an online process, it might be just a CV so 
check and do what is being asked of you. 

 

It is a good idea to have the job description and person spec if they are 
available so you can write your cover letter and highlight what you have 
that they want for the role. You could also find out some information about 
the company, their culture/values, their achievements. As an example, you 
might be drawn to a company because they are a leader in their industry 
for x, y, z reasons you can state that in the cover letter as that is one reason 
that draws you to want to work with them. 

 

Like with a CV, proofread it, check for spelling and grammar errors and get 
someone you trust to read over it too, you don’t want to say you have an 
eye for detail as a skill and your CV/cover letter has errors in it! 

 

Cover Letter Structure 

1. Header 

o Your name, phone number, email 

o Date 

o Employer's name, title, company, address 

2. Greeting 

o Example: Dear [Hiring Manager's Name], or Dear Sir/Madam 

3. Opening Paragraph 



 
 

o State the position you're applying for. 

o Mention where you found the job listing. 

o Briefly express enthusiasm for the role or company. 

4. Second Paragraph 

o Highlight key experience, skills, or achievements. 

o Show how your background matches the job description. 

o Use specific examples or metrics if possible. 

5. Third Paragraph (Optional) 

o Discuss why you want to work for this specific company. 

o Show familiarity with their mission, values, or work culture. 

6. Closing Paragraph 

o Reiterate your interest. 

o Thank them for considering you. 

o Mention that you’ve attached your CV and are open to an 
interview. 

7. Signature 

o Professional closing (e.g., "Yours Sincerely," or "Yours Faithfully,") 

o Your name 

Note 

Using Sincerely and Faithfully 

"Yours sincerely" is used when you know the recipient's name and have 
addressed them directly (e.g., "Dear Mr. Smith"). "Yours faithfully" is used 
when you don't know the recipient's name and have addressed them with 
a generic greeting like "Dear Sir/Madam" 

 


