
WRITING YOUR
COVER LETTER



WHAT IS A COVER

LETTER?

A cover letter is a document you send with your CV

(traditionally as the front cover).

 

However, it differs from a CV in that instead of being a

written overview of your skills and experience, it’s

specifically written with the job you’re applying for in mind

– allowing you to highlight certain areas you think would

make you right for the role.



A COVER LETTER

SHOULD....

Be well-written and provide some sense of your

personality and professionalism. 

Target the position for which you are applying.  

Show that you've taken the time to write compelling

application material that shows your interest in working

for the business in this role.

Make clear and persuasive connections between your

experiences and the skills required to excel in the job.

https://www.thebalancecareers.com/how-to-show-your-personality-in-a-cover-letter-4174695
https://www.thebalancecareers.com/how-to-write-a-personalized-cover-letter-2060283


G
o

o
d

 E
x

a
m

p
le

s



N
e

e
d

s
 W

o
r

k
 E

x
a

m
p

le



DO'S & DON'TS

Keep it short (Max 1 page if possible)

Tailor your cover letter for each

separate employer or job

Show your interest in the company or

job

Mention your skill-set for the role

Show some personality (yet

professionalism)

DO'S:

Send with spelling mistakes

Copy and paste a cover letter for

each job

Repeat too much info that is on your

CV

Be too casual, you're not writing to

a friend

Be negative, rude or too "cocky"

DON'TS:
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