
COMPILING A COVERING LETTER

WRITING A COVERING LETTER

1. Use one side of an A4 paper sheet only – just three or four paragraphs at the most

2. State clearly what the vacancy is and how you heard of it, or if it is a speculative approach, indicate what sort of work you are interested in

3. Personalise your letter by addressing the person due to receive it (telephone and ask for a name, if necessary)

4. Explain why you are interested in the job, highlighting your strengths, your understanding of the work and how well suited you are to it

5. Take the opportunity to explain a gap or even a weakness, but do so carefully using a positive approach

6. Be consistent in your chosen approach for the CV and covering letter. The latter is meant to play up the positive impression of the application, and the application to reflect the positive claims made in the letter

7. Indicate availability for interview

8. Show enthusiasm, a focused and business-like approach

9. Demonstrate that you have researched the employer

A QUICK NOTE ABOUT EMAIL COVERING LETTERS

Whatever the format an application is sent, you still need to ensure it is actually read by the right person. Email communication tends to be briefer than traditional letters, and it is indeed the case with job applications. It is essential that you give the recipient a good reason to continue to read your letter within the first few lines of your email. The idea is obviously to grab the recruiter’s attention and encourage them to read your letter entirely, and ultimately your CV.

WHAT SHOULD A COVERING BRING ABOUT?

A good covering letter will:

( Get your CV/application form to the right person

( Persuade them to read your CV

( Give a good first impression

( Market you as an organised, focused and skilled individual

In order to achieve this, the letter must be:

( Relevant to the company - and the position if sent as a reply to an advertisement

( Well-presented and interesting

( Unambiguous about your capabilities

( Of an appropriate length (a short covering letter will seem to “light” for a vacancy that has been advertised, while a long one sent speculatively will be regarded as time-consuming by a busy manager

Mrs Smythe

Mr Adam Hamsall

Smythe & Robinson Associates
49 Dorchester Street
38, Newhaven Road
Leicester
London
LE3 9FU

N2 5GG

Tuesday 3 January 2006
Dear Mrs Smythe,
I would like to apply for a position of Human Resources Assistant, as advertised in The University of Leicester Careers Service bulletin on Wednesday 28 December 2005. I am currently in the final year of my English degree at the University of Leicester. I enclose a copy of my CV for your attention.
I have been interested in Human Resources for many years, and have strengthened this interest and gained some useful insight by choosing to study organisational structures last year. I have acquired hands-on experience of working in Human Resources at a local company last summer, and have supported an HR consultant in organising training for a multinational company.

I was impressed by your company in your graduate recruitment literature and by talking to recent recruits at the careers fair held at my University. These graduates expressed a commitment to your company and described the depth training.

In addition to my growing knowledge of Human Resources, I can offer many skills gained from my studies, work and other activities, for example:

( Analysing complex numerical and verbal information

( Clear, concise writing for different contexts

( Working enthusiastically and productively under pressure

( Dealing professionally with a wide range of people

( Working in a variety of teams and on my own initiative

( Overcoming obstacles and negotiating for the support I need.

I will be available for any of the interview dates specified in your graduate recruitment brochure.

Yours sincerely,

Adam Hamsall

Mr J. Williams
Mr John Bean

Production Director
14 Thornhill Road

JMS Fasteners PLC
Sutton Coldfield

JUMS House
West Midlands

Redhouse Industrial Estate
B74 3TY

Birmingham

B1 3JJ

Monday 3 March 2006

Dear Mr Williams,
Re: Production Manager Vacancy-Reference PM/11932

I am writing in regards to your advertisement for the above position, which I am very interested in and would like to apply for.

As you will see from my CV which I enclose, I am currently employed by Jenson Engineering Limited as their Production Supervisor based at their assembly plant in Tamworth. My present position involves the overseeing of the production line to ensure that it runs smoothly and identifying any potential problems, which may disrupt production. I am also responsible for the Health and Safety training for the 20 strong workforce, which involves assessing, and evaluating “risk” and “hazard”.

Over the last six months, I have been involved in the implementation of ISO 9000 for our company. This has included changing several production procedures which I personally implemented. Not only did this help towards our accreditation but it also saved the company several man hours per week. I feel that with my proven ability to help manage and maintain an effective production workforce, I would be able to make a significant contribution to your company’s team.

Yours sincerely,

John Bean

Mr Paul Smith
Miss Janice Paul
Corporate Manager
10 Harding’s Avenue
Charitable Childcare Trust
Somerville
123 Carding Avenue
London N17 8UP
London N7 6KL

Dear Mr Smith,

I am writing to apply for the position of Personal Assistant advertised in today’s Standard.

I believe I have the skills and qualities that you are asking for. I have considerable secretarial and administrative experience, along with excellent keyboard skills and a confident telephone manner, developed through experience in customer services.
My previous position was with Mc Donald Partners, where I was a personal assistant to the senior partner, responsible for the practical, everyday organisation and administration of the office. This post required initiative and maturity, as well as the ability to communicate effectively with people at all levels.
I am also an experienced bookkeeper, having been treasurer of the local Children at Risk group for the past three years. My interest in social care for children sprang from my part-time study in Childcare NVQ Level 2, and from observing the issues at first hand through voluntary work with Haringey Volunteer Action Group.

I am now looking for a position that offers the chance to become closely involved with a thriving organisation. I feel that your advertisement offers just the opportunity that I am looking for.

I look forward to hearing from you in the near future.

Yours sincerely,

Janice Paul

​​​​​​​

Miss Janet Timms






         Christopher Jones

Personnel Manager

 23, Golden Street

Oldbury Foods Limited 
 Manchester

346 Wood Road








  M23 4DJ

Manchester







               Tel: 0161 234 1234

M2 3LL

Wednesday 18 January 2006

Dear Miss Timms,
I am writing to enquire whether you have a vacancy in your company for a Quality Assurance Manager. I enclose a copy of my CV for your consideration.

As you will see from my CV, I am currently working for Gepo Foods as the Senior Quality Assurance Technician. In my present position, I am responsible for managing all quality assurance in Gepo Foods’ Manchester factory. I have worked closely with the Production Department and have been able to identify problems before they affected production deadlines.

Over the last year, I have implemented BS5750/ISO 9000 throughout our factory. This meant rewriting many of the company’s procedures and in some cases creating new procedures. I successfully obtained accreditation at the first attempt within the Board’s six-month timescale.
With my proven ability to manage and maintain the highest QA standards whilst also minimising costs, I feel that I would be able to make a significant contribution to your company’s management team.

I would be grateful if you would contact me if you have any vacancies in your company, or keep my information on file in case of future openings. I would welcome hearing from you.

Yours sincerely,

Christopher Jones

_______________________________________________________________

Remember these Golden Rules:

If the letter is addressed to a formally identified individual, i.e. Dear Mr/Miss/Mrs/Ms Williams/Smith/Timms, etc, the letter should be ended with “Yours sincerely”, (writing “sincerely” with a small “s”).

It the letter is addressed to a Dear Sir, Dear Madam, or Dear Sir/Madam, then you should finish your letter with “Yours faithfully”(again, using a small “f” for “faithfully”).

COVERING LETTER TEMPLATE

Individual’s name
Your name

Job title
Your address

Company’s name
Your telephone number (optional)

Address with post code


Date

Dear __________________

Heading and reference if relevant

Opening

( Introduce yourself and give your current position

( Indicate whether you are responding to an advertised vacancy or, if you are applying speculatively, make what you are hoping to achieve clear, i.e. permanent post work, work experience

Detail

(
Reason for interest in job, careers and company

(
Demonstrate your knowledge of the job, career and company

(
Explain why you want this job; give your main selling points

(
Clearly justify potentially unfavourable aspects of your application, if any

Closing

(
Re-state your interest and summarise your suitability

(
Maybe enquire about the possibility of an interview or meeting, stating your availability
(
End off the letter on a polite and optimistic note

TELEPHONING AN EMPLOYER TO ASK ABOUT POSSIBLE VACANCIES

‘Could you please tell me the name of the person responsible for recruiting staff?’ (Make a note of this)


‘Would it be possible to speak to them, please?’


IF YES
IF NO





‘I just wanted to know whether you have

Consider sending a CV and a letter of application


any vacancies (say whether full-time or part-time)

addressed to the person responsible for recruiting


at the moment for --------’ (say what type of work

staff


you are looking for)





If there are no vacancies at the moment, ask

If possible, include a stamped addresses envelope for


‘Is it worth me sending a CV to you to be

a reply. If you do not hear from the employer within


kept on file in case any vacancies come up
after 2/3 weeks, you may want to contact them saying you

in the future?’

and say you are checking they received your letter

