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  KAREN MUNRO – Career Coach
 “Do the Job you Love”

What is a cover letter and what should you put in it?

A cover is your introduction to a potential employer when you are not able to introduce yourself in person. 

It is most commonly used to introduce your CV or application for a vacancy.  It can also be used speculatively when you are contacting an employer to see if they have any suitable employment opportunities coming up in the near future.

The best way to explain the purpose of a cover letter is to liken it to a “Written Handshake”.  Imagine you had to personally hand over your CV to the hiring manager every time you applied for a job......

· What would you say?

· What impression would you want to make

· What would be the important points you’d want to put across?

· What, most importantly, do you thing they’d want to know about you?

· What would that conversation sound like / look like?

Well, luckily, we don’t have to hand our CV’s and application forms over in person very often, if ever.  Almost everything is done online now.  However, we still want to be able to say / write the same things.

Our CV’s and application forms are there to demonstrate evidence of our skills, experience and knowledge, but they don’t demonstrate any of the following:

· Enthusiasm – why you really want the job

· Research – what you know about the company

· Why you want to work there

· How you heard about the job (are you reacting to a job advert or are you taking the initiative to apply direct)

· What value you could bring to the company

· What you want to achieve and your ambitions

· Your availability

· Why you think you’d be an ideal candidate

Your cover letter should not be:

· Just a repetition of your CV

· More than one page

· Full of huge paragraphs and texts and ‘story telling’

· quoting salary expectations or what you want from them

· Highlighting any negative aspects such as being out of work for a long time

· Over familiar 

· The same for every job – it should be tailored to the needs of the employer, just like your CV

A Typical Cover Letter Example
Name and address of company you are writing to

Your name and address

Contact details

Today’s Date

Dear Sir/Madam/preferably the name of the person if you know who it is

Re: Vacancy Title, reference number if provided

I am writing to apply for the position of (job title) at your company, which I saw advertised in/on the (always explain where you heard about the job).
Please find enclosed my CV to support my application. It shows I would bring important skills and experience to the position, such as:

· Summarise some of your key skills here

· Don’t just reproduce or repeat your CV

Put a short paragraph here to explain why you’re applying and why you feel you are a strong applicant. Cover any gaps on your CV or any areas that need explaining – keep it positive.
Demonstrate what you know about the organisation and why you want the job.

I am available (immediately/at short notice/on these dates) and would like to have the opportunity to talk with you more about this position.

I look forward to hearing from you.

With kind regards 

Your full name

[image: image2.png]


[image: image1.png]y
AA careers




munrocareers.co.uk    karen@munrocareers.co.uk  LinkedIn   
A full member of the Association for Coaching and the International Coaching Federation

   © 2019 Copyright Munro Careers | ​All rights reserved

[image: image2.png][image: image3.jpg]