
THE ART OF WRITING A COVER LETTER   

COVER LETTER GUIDE 
O F F I C E  O F  C A R E E R  S E R V I C E S  



EXPLAINED 
COVER LETTERS: 

Tap the video thumbnail to watch how you too can 
write an authentic cover letter.   

In a cover letter, you highlight skills, professional 
experiences, and future career goals. The purpose of 
it is to get them to read your resume and open the 
door to a successful career journey. 

ÿ  Cover letter  checklist in the next page! 

https://www.youtube.com/watch?v=3etzKSdtvxE&t=31s


CHECKLIST 
C O V E R  L E T T E R  

Name of the role and company. 

Avoid “I am writing to apply for the [insert role] as 
advertised on your webstie.” Be unique! 

Body Paragraphs - Connect your specific expriences to 
specific requirements in the job posting. 

Use keywords + language that mirrors the job posting. 

Tailor it to each company so it doesn’t read like you send 
the same letter to every application. 

Tone - Confident without sounding arrogant. Center on 
what  you did and  how  not just claiming traits. 

Real enthusiasm names a specific detail about why you 
are excited to apply to this opportunity. Avoid being 
generic. 

Closing - Restate your fit for this role in one line. 

Make a clear and confident call to action. Avoid a generic 
“Hope to hear from you soon.” 

If a recruter/manager read only your letter, would they still 
understand who you are, your experience and why you are 
a strong candidate? 



DO’S AND DON’TS 
C O V E R  L E T T E R  

I am writting to apply for the 
Programme Coordinator 

Position advertised on your 
website. 

As an International Relations 
student who oganized a model-UN 
conference for 80 delegates from 
12 countries, I am excited to bring 
the same coordination skills to the 

Programme Coordinator role at 
[company name] 

I am a hard-working and 
organized person with strong 

communication skills. 

During my final-year project, I build 
and documented a scheduling app 

used by 30 classmates, which 
meant explaining technical trade-
offs to non-technical users and 
revising the interface based on 

their feedback. 

I am an exceptional 
communicator and a natural 

leader. 

I led a team of six to deliver the 
project two weeks ahead of 

schedule, earning us all an A+ on 
the final grade. 

I am passionate about 
marketing and would love the 
opportunity to join your team. 

Your recent campaign for 
[specific product/initiative] is 

exactly the kind of project I want 
to build a career around. 

I possess exceptional 
interpersonal skills and a 
proven track record of 

success. 

I enjoy the moment in a project 
where you have to get a team 
back on the same page; this is 

when I do my best work. 



AND EXTRA TIPS 
E X A M P L E  O F  A  C L 

https://www.youtube.com/watch?v=3etzKSdtvxE&t=7s
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