What is a cover letter?
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It is a letter that introduces you,
explains your purpose for writing,
highlights a few of your experiences
or skills, and requests an
opportunity to meet personally with
the potential employer.
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What should be included in a cover letter?

HOW TO WRITE
A GREAT COVER LETTER

iw/{)wpe tJr\ese four sections:

introduction - aka: the basics

your skills & experience - bring your resume “to life"

what makes you interested in the opportunity

wrap up and any logistical details

read JCL\@ ﬁLW af’d(j@ DR WINW prepary.com
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How does it look like?

Your Address
Phone No.

Date

Company Name,

First paragraph goes here usually
detailing who you are and why you
are applying for the job.

Second paragraph goes here with
much more detail about any

experience you have and why you
are the best person for the job.

Yours Faithfully,

Your Name
Your Signature

Retrieved on January 6, 2016 from http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-
Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-
It-For-Your-Own.jpg



http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg
http://kmcsr.com/wp-content/uploads/2015/11/Cover-Letter-Writing-Tips-You-All-Who-Seek-To-Know-About-How-To-Make-Allowable-With-Your-Exigence-And-Use-It-For-Your-Own.jpg

Basically how many kinds of cover letter?
3 Types of Cover Letters

Type:

Use it when:

Remember:
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What’s wrong with this cover letter?

Dear Ms Green,

- Confused by commas?

- Puzzled by parenthesis?

- Stumped by spelling?

- Perturbed by punctuation?

- Annoved at the apostrophe? (And alliteration?)

Well, vou're not alone. It seems that fewer and fewer people can write.
Unfortunately, there are still a lot of people who can read. So they'll spot a gaffe
from a mile off. And that means it's a false economy, unless you're 100% sure of
vourself, to write your own materials. (Or to let clients do it for themselves.)

To have materials properly copywritten is, when one considers the whole process
of publishing materials and the impact that the client wishes to make, a minor
expense. Sloppiness loses clients, loses customers.

There is an answer. Me. Firm quotes are free. You can see some of what I do on
my multilingual website at [insert web address]. If you'd like, I can get some
samples out to you within 24 hours. And, if you use me, you'll have some sort of
guarantee that you can sleep soundly as those tens of thousands of copies are
rolling off the presses.

Too
personal.

Luck shouldn't come into it!

With kindest regards
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What’s wrong with this cover letter?

__  StephstylistlGggtumier <— %L ZmiAa L
~t I RTIE LIRS /MWEAD_‘/S‘Z_\—T

Dearg;';m—ployerx:

Please consider me as an employee to fill the bookkeeping position you

a__ are currently hirin I am a skilled and dead line driven individual who
\§@\ works hard and has outstanding communication skills. I am a dependa

Rf .,% employee and always loyal. | work tilFmy job is complete and I always putin a
BN _p e ffort into all 1 do. I work great a-s a team z?nd _vvork _ve well zAatioral
< independently as well. T have outstanding skills and am &

5 dynamically trained in multiple office programs. I have very clear
(== i on i i i iti i
2 (pg’( Cco (%) .y‘:atlog.skllls nd always maintain a positive attitude. I am eager to be
A E= potentiai employee as@sit)for your company.
< > Excellent in time management and making sure to meet deay
S i1 3 . O ETT oG TS
S > Solid(organizational ski@to keep all aspects of the business
§ S % forward and making sure it runs neatly and functionally.
= = > Precise record keeping skills, and always being(prepaird¥or a
> Articulate in{fcommunication)and fantastic listener and one Too many

PP 7
> Strong leader andfglam attitud&paired with a pati‘gnt = grammatic
the way > 7.

- AT 2

C Lans HAvs T o= oA ~E 2P al errors

oL I know I will be a large attributr company. ?m a hard wo, .
§ and misuse
3
2
—3

others around me have a passionate work ethic like myself. I w3
your company and help as a team effort to help your company p

learner and/Sufficientjeam member. I will bring my always posit Words
2 - : Lo .
%% leadership ills to your company and together we will rise to the top
organized and well-run company. N

k=7
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Read the cover letter below!

Dear Mr Black,

Please find enclosed my CV in application for the post advertised in the
Guardian on 30 November.

The nature of my degree course has prepared me for this position. It involved a
great deal of independent research, requiring initiative, self-motivation and a
wide range of skills. For one course, [insert course], an understanding of the

[insert sector] industry was essential. I found this subject very stimulating.

I am a fast and accurate writer, with a keen eye for detail and I should 1
grateful for the opportunity to progress to market reporting. I am able t0
the responsibility of this position immediately, and have the enthn
determination to ensure that I make a success af it.

Less
appealing;
could work

against
you.

Thank you for taking the time to consider this application and I /g
hearing from vou in the near future.

Yours sincerely

Retrieved on January 6%, 2016 from http://www.theguardian.com/careers/covering-letter-examples
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Read the cover letter below! |
T

Dear Mr Brown,

I am writing to enquire if you have any vacancies in your company. I enclose my
CV for your information.

As you can see, I have had extensive vacation work experience in office
environments, the retail sector and service industries, giving me varied skills and

the ability to work with many different types of people. I believe I could fit easily
into your team.

I am a conscientious person who works hard and pays attention to detail. I'm
flexible, quick to pick up new skills and eager to learn from others. I also have
lots of ideas and enthusiasm. I'm keen to work for a company with a great

reputation and high profile like [insert company name]. Less

appealing;
could work
against
you.

I have excellent references and would be delighted to discuss any possible
vacancy with you at your convenience. In case you do not have any suitable

openings at the moment, I would be grateful if vou would keep my CV on file for
any future possibilities.

Yours sincerely
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Read the cover letter below!

Ms. Ima Kusmayanti
ABC Software Dev.

Il Suryalaya No. 15
Bandung, West lava

July 2279, 2013
Dear Ms. Kusmayanti

| am interested in applying for the post of Software Tester and enclose my
CV for your consideration.

I have a degree in Information Systems Management and an
Intermediate Certificate in Software Testing. In addition, | have experience

. Purpose

of testing different phases in the software lifecycle and in creating testing
strategies for a wide range of software products. My current day-to-day

2. Background

responsibilities include reporting problems, fixing bugs and writing and
testing software language.

While 1 am a logical and organized individual, | have excellent
communications skills and excel in giving presentations to technical and
non-technical people alike. | understand the commercial needs of the client

. Strengths

and the importance of review meetings, at which | can contribute
effectively. | am proficient in planning the stages that are needed to meet

NN

the client’s requirements and communicate the milestones accordingly.
| would be excited to participate in the work of ABC Company and to

contribute to its success. | am eager to discuss my qualifications and
experience at interview and can be contacted on (022-61559350) or at
(sofalianafasha@yahoo.com).

| look forward to hearing from you.

. Contact info

AN

Yours sincerely

Sofaliana Fasha



Read the cover letter below!
i’ﬂ:@f&‘i

64 Kings Road
Liverpool

L3 4FE
18th June

[ Sender's address

City Tourist Information Centre
18 West Way
Liverpool

L1 7FX

Dear Mr Wright, — ——m== | Tnside address :l

I am writing to apply for the position of Part-time Assistant Ly
at the City Tourist Information Centre, which was advertised :> Reasons for writing
recently in the Liverpool Daily News. where you saw the job

advertisement
I am very interested in this job because I hope to do a degree

.,
in Tourism in the future. I already have scme experience in this
area because last summer I worked as a tour guide in the city e aplying 1
centre, which I really enjoyed. I am hard-working and reliable, why you are a good
and I enjoy working with people. I also speak some French and candidate for the job
German. \ y
I enclose my CV and would be happy to provide references on X
request. I would be available to work on Saturdays or Sundays. mention CV

thanks
closing greeting

Thank you for considering my application. I look forward to
hearing from you.

brours sincerely, | o> closing | o

S Simsen

Ligm Simpson
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Read the cover letter below!

1402 Smith Street #3 /

Rochester, NY 14606

Joan Livingston

Great Lakes Coastal Science Corporation
4241 University Avenue

Rochester, NY 14605

January 1, 2010 ¢ invwhich che is

Dear Ms._ Livingston,

I would like to apply for the research chemist position currently available with Great Lakes Coastal about the company's projects.
Science Corporation, as advertised on your website. | will receive my master’s degree in chemistry from

the University of Rochester in May, and | believe my background in marine biochemistry, along with my

experience designing expenments and supervising laboratory employees, will prove valuable to your

company's ongoing research on water guality.

For my master's thesis, | am using chromatography to monitor algae blooms in inland lakes — a project . =~ "~
that may ultimately help us predict when and where these blooms might occur. My work uses high- e e
performance liguid chromatography (HPLC) to assess the presence of certain pigments in lake water; Hroviding
because these pigments are associated with certain organisms, tracking pigment levels can help create
an ecological profile of a certain sample. Though | have not yet finalized my model, my method shows
promise for identifying increases in microbial populations before they reach toxic levels. My current
research, therefore, has given me a solid background in marine biochemistry that | could apply directhy to
Great Lakes' ongoing efforts to monitor and restore the water quality in Lake Ontario’s bays and inlets.

In addition to providing me with a strong background in assessing water quality, my research has also
given me valuable experience in lab supervision and project management. Af present, | oversee three
undergraduate students who are working on smaller, individual projects related to my research. My
responsibilities include training them in sampling methods and laboratory practice, setting project
deadlines and goals, and discussing resulis and froubleshooting experiments at weekly meetings. My
duties as a lab supervisor have impressed upon me the importance of working effectively as a team —
experience that would be valuable in a collaborative, interdisciplinary setting such as Great Lakes.

In conclusion, | believe that my research in marine biochemistry, my experience designing experiments,
and my past responsibilities as a laboratory supervisor will lend themselves well to your company’s efforts ) e
to maintain the water quality of Lake Ontario. | have included my résume along with this cover letter. If | P meens areiEna e
can provide any additional information in support of my application, please let me know. Thank you for LT AL W e
your time and consideration. attention

Sincerely,

Wei Li

Enclosure: Résume
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What you must remember when writing a
good cover letter:

1. Address the hiring manager’s name.
2. Include important information.

1. Related career achievements.
2. Related job experiences.
3. Relevant talents/skills.

Use key words.

Show how you can help the company (the employer).

Thank the manager (reader) for their time at the end of your letter.
Check spelling & grammar.

A

Write one-page cover letter.



Let’s create a great cover letter!



