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Covering Letters

A covering letter should always accompany your CV: its purpose is to interest the reader enough to carry on reading your CV. Don't spend hours on your CV, only to spoil it all by rushing off a covering letter - or worse still, using the same basic letter for every application, and just changing the employer's name and address. Every application must be targeted to both the organisation and the type of work you are applying for. 

Your covering letter introduces you to the reader. Indicate clearly what you are applying for or, if its a speculative application, what kind of opportunity you are seeking. You should highlight the key points in your CV, but avoid using the same words or phrases; draw attention to your suitability and demonstrate a genuine interest in the organisation. Many people find the prospect of writing a covering letter daunting, but if you follow the tips below, and refer to the sources of information in any University Careers Service, you will be well on your way to producing an effective covering letter…

Covering letter top tips 

· Use the same quality A4 paper as your CV. 

· Make it easy to read, and keep it down to 3 or 4 paragraphs of text - no more than one side of A4. 

· Word-process your letter unless specifically asked to handwrite it. 

· Send it to a named person. If you don't know who this is, telephone the organisation to find out. 

· Refer to your CV, and highlight / expand on your skills and qualities relevant to what you are applying for. This is especially important if your CV is only one page long. 

· Include additional information if appropriate, e.g. reasons for disappointing exam results, a health problem and how you manage it successfully; experience not included in your CV, etc. 

· Try to personalise your letter by mentioning the organisation and showing that you know something about them. This is essential if you are making a speculative application. 

· End on a positive note, stating that you are looking forward to hearing from the organisation. 

· Read your letter before posting it. Check for mistakes and ask yourself "Would I interview this person?" If the answer is not a definite yes then rewrite it. 

· Make sure you post your letter and CV in time to meet any closing dates, ideally in an A4 envelope 

http://www.careers.brad.ac.uk/student/jobhunting/letters.php
Sample Covering Letter

52 Somewhere Terrace

Leeds

West Yorkshire

LS9 3XX

12 May 2004

Ms K Barclay

Human Resources Manager

Screwloose Engineering

Appin Way

Frome

Somerset

Dear Ms Barclay

Trainee Graduate Engineers

I am writing in response to your advertisement regarding the University of Leeds Careers Service’s online vacancy system. I would like to be considered for the posts. This is my final year as a student at the University of Leeds, having studied for an MEng (Hons) degree in Electronics and Electrical Engineering. 

The course has given me a good grounding in this field, and I have developed a keen interest in radio communications and RF/Microwave engineering. I was also given the opportunity to apply some of the theory learned on my course during a six-month placement with the European Space Research and Technology Centre, based in the Netherlands. This exciting opportunity gave me first hand experience of working life in another cultural and work setting. I learned to adapt to new situations, communicate with a wide range of people, and was able to practise many of the skills that I believe are needed to work effectively in a professional environment. 

From your corporate brochure it appears that working for Screw loose Engineering would offer a technically challenging career within a highly commercial organisation. I find this very appealing and feel that I have already developed some of the qualities and experience necessary to make an effective contribution to the company. 

I would welcome the opportunity to discuss the post and my own background in more detail. A copy of my CV is enclosed for consideration and if you would like to meet me I would be available at any time from the beginning of June onwards.

Yours sincerely

Patrick Chong

http://www.careers.brad.ac.uk/student/jobhunting/coverletter.pdf
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