
COVER LETTERS

What is a cover letter? Why 
are cover letters important 
for job seekers?

A cover letter is a letter of 
introduction that highlights 
your key accomplishments 
and fit for a job opening. 
Cover letters are important 
because they give you 
the opportunity to add 
details about information 
mentioned on your resume. 
They also allow recruiters 
to differentiate between 
two candidates with similar 
qualifications. Writing a 
terrific cover letter can set 
you apart so you should 
definitely include one.

Each cover letter should be 
tailored to the individual 
job ad. You don’t have to 
start from scratch every 
time, but you should adjust 
the content to best reflect 
what makes you an ideal 
candidate for the position 
at hand.

You might think your resume 
gives employers all the 
information they need 
about you. In reality, a 
resume is of limited value to 
an employer without a cover 
letter for context. 

Cover letters are important 
because they tell employers 
the type of position you’re 
seeking - and exactly how 
you’re qualified for it.

Your cover letter can 
also explain things that 
your resume can’t. If you 
have large gaps in your 
employment history, are 
re-entering the job market, 
or are changing careers. 
A cover letter can explain 
these circumstances in a 
positive way.

Your cover letter is the billboard
YOUR COVER 
LETTER  
IS THE  
BILLBOARD

YOUR RESUME 
IS THE BOARD 
MENU IN THE 
STORE



Gloria Sanchez Ruiz

Reference: International Trainee in Real Estate Finance at ABC Real 
Estate

Dear Benita Anderson

I believe in life-long learning and continuously improving oneself. So when 
I saw the trainee position in Real Estate Finance at ABC I knew I wanted 
to apply. As student about to graduate with a degree in International 
Business and Economics, I feel I would be an ideal candidate for the 
position.

During my studies I have built a strong foundation in economics and 
finance. As you can see from my attached CV. I work hard to achieve 
excellence for which I have been rewarded. In many of my courses it was 
necessary to work in small groups where I often took the leadership role 
while contributing ways to find new solutions. As a finance officer for 
the Student Union, I am involved in the planning and budgeting of the 
union’s expenditures as well as managing the accounting.

In the past I have worked both in a bank and as a tour guide where I not 
only gained experience in finance, but was also able to develop good 
customer service skills and learn the importance of building strong 
relationships with clients. My experience as a tour guide has also 
exposed me to working with different cultures.

Thank you for taking the time to read my application. If you think I would 
be a good candidate for the trainee position, please contact me for a 
personal interview.

Best regards

Gloria Sanchez Ruiz

Day Month Year

Address Line 1 
Email Address 

Contact Number 
LinkedIn add link to page 

Contact details 
should be the 
same as on your 
resume/CV

Date

Salutation: 
Include the 
person’s name 
whenever possible

Reference: 
Include the 
Job Title and 
reference number 
if there is one

Second and third 
paragraphs

• Include 
previous work 
experience 
and studies

• Give specific 
examples

• Refer to 
keywords 
from job ad

• Explain how 
you can 
contribute

First paragraph

• Who are you?

• Why are you 
writing?

• Why them?

• Mention 
a mutual 
contact 
‘name drop’

• Create 
interest  
‘tell a story’

Final paragraph

• Thank them

• Invite them 
to contact 
you

Closing

• Signature 
(scanned/
photo)

• Your name 
(typed)

PARTS OF A COVER LETTER



IMA LOOKING

Dear Hiring Manager,

I believe that people are capable of incredible things when they have the support they 
need. Every great vision is achieved one step at a time. I love being there for every step of 
the way. I provide the support, build the structure and advocate for others to help them 
achieve their goals. I am the lieutenant every General wishes they had.

This is who I am. This is when I’m at my best.

When I saw your ad on Seek, I was energised after reading the description of the position 
because I felt that the qualities you are looking for are a great fit for some of my natural 
strengths. Because I am highly organised, I tend to manage projects with lots of moving 
parts quite easily. I also enjoy helping people solve problems and feel I could implement 
some of the skills I’ve learned from the customer service interaction I had in my last job.

I noticed that there is some pretty specialised training necessary to thrive in this position 
and I want you to know that I’m up for the challenge. I believe that if we’re not moving 
forward, we’re moving backwards. The more I understand, the better I’ll be at helping 
others achieve their goals.

Please find my resume enclosed. I’m eager to contribute my knowledge and skills to a 
company that is working to make a positive difference in the world.

I would like to arrange a mutually suitable time to meet with you to further discuss this 
position.

Sincerely,

 
Ima Looking

Mr Employer 
Hiring Manager 
Great Place 2 Work 
987 Their Street 
Thereville Q 4000

Address Line 1 
Email Address 

Contact Number 
Linked In Profile / Twitter / Blog / Portfolio 

Date 

SOMeTHING DIFFERENT...

COVER LETTER SAMPLE



More Ideas

I wake up every day excited for 

the opportunities to serve, grow 

and be part of a team. I enjoy 

all facets of administration 

especially data processing. I 

believe to be successful takes 

initiative and flexibility and 

being a loyal member of a team. 

These attributes are what 

have drawn me to apply for 

the position of Administration 

Officer at Great Place 2 Work.

My ability to rapidly deliver 

bottom-line results of 25%+ 

only adds to the value I can 

offer ABC, Inc. I would like to 

discuss these specific results 

and the many others I can offer 

you in a personal interview. I will 

follow up with a call on Tuesday 

to discuss a time and date we 

can meet to further explain the 

value I can bring to ABC Inc.

I’m excited about the Marketing 

Director position with ABC 

Inc. and would appreciate 

the opportunity to speak 

with you further in person 

regarding my experience, skills, 

accomplishments, and the 

specific value I can add to your 

team. Please call me at 555 555 

5555 to schedule a personal 

interview at your convenience.

The Marketing Director 

position is a perfect fit for my 

background. I would love the 

opportunity to meet in person 

to discuss further how my 

experience and qualifications 

can add value to ABC’s team. 

Please call me at 555 555 5555 

to schedule an interview at your 

earliest convenience.

I wake up every day excited for the 

opportunities to encourage and 

support others so that they can 

improve their lives and reach their 

potential. I enjoy walking alongside 

people through every step of their 

journey, to work through processes 

that assist people to achieve the 

best outcome for all. These are the 

things that have excited me about 

your advertisement on Seek and 

have drawn me to apply for the 

position of Sales Manager, with  

your company.

I’m very interested in the Marketing 

Director role with ABC Inc. I 

believe my 10+ years of marketing 

experience with XYZ makes me the 

perfect candidate for this position. 

I would appreciate the opportunity 

to meet in person to discuss how 

I can make a positive impact on 

your bottom line. Please call me 

at 555 555 5555 or email me at 

marketingdirectorstar@email.com 

to schedule an interview. I will follow 

up in one week to confirm receipt 

of my cover letter and resume and 

to discuss a time and date for the 

interview.


