
How to write a cover letter 

 

A cover letter introduces you to an employer and asks them to consider your application. 

It’s a short letter – 3 to 5 paragraphs – that you should send with your CV or application 

form. 

Write it as an email if you are applying online, or print off and sign a typed copy to go with a 

paper application. 

 

Addressing the letter 

Check you have the details of the person you need to send your letter to. You'll need their 

name and preferred title (for example: Dr, Mr, Mrs, Ms) and their job title.  

You should also have the right company name and address, including a postcode. 

If you do not know the name of the person dealing with your application, use Dear Sir or 

Madam. 

 

First paragraph 

Keep this paragraph short, just two or three sentences long. You want to tell the recruiter: 

 What position you are applying for. Be specific so there’s no doubt. Give the job 

reference number if there is one. 

 How you heard about the position, e.g. on Find a Job or Indeed. 

 Most importantly, why you are interested in the position. Be brief and specific. For 

example: you are looking for promotion, the company offers more career 

opportunities, shift pattern is ideal for you, etc. 

 

Second paragraph 

In this paragraph you will explain why you are suitable for this role. 

Use specific examples from your career, as they go a long way towards helping the recruiter 

understand, and remember, your abilities. 



Your CV lays out your work experience; your cover letter explains how those experiences 

apply to the job at hand. Add detail linking your experience to the job you are applying for.  

Mention the job and the company. This shows the recruiter you are really thinking about 

what you can bring to the job. 

 

Final paragraph 

This is the wrap-up, but you still want to be sure to mention certain key things. In particular, 

you want to: 

 Refer to the enclosed CV. 

 Request an interview to further discuss your candidacy. Specify when you are 

available. 

 Thank the recruiter for taking the time to consider you for the position. 

 

Signing off 

 If you have addressed your letter to a named person, sign off with: 

  Yours sincerely 

 If you have addressed your letter Dear Sir or Madam, sign off with: 

Yours faithfully 

 If sending a paper copy, always sign your letter by hand. 

 

 

 

 

 

 

 

 

 



Example 

 


