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Tips on how to write a ‘Covering Letter’

Always send a covering letter with any CV or application. You can then use it to back up your CV and grab the employer’s attention

Format
· Use one side of, A4, plain, white paper.

· Type it unless a handwritten letter is asked for 
· Put your address and the prospective employer's address at the top. 

· Put ‘Yours sincerely’ if address it ‘Dear Mr Orangi’ at the start

· Put ‘Yours faithfully’ If you addressed it ‘Dear Sir or Madam’
· Always sign your name at the end.

What should you write?

· First paragraph: Job applied for, and where and when it was advertised. 

· Second paragraph: Your skills, abilities and interests and Why you are interested in the position

· Third paragraph: Summarise your strengths, let them know when you can start work and conclude with a confident: 'I look forward to hearing from you'.

Covering Letters: Checklist                                                                                                                                                                                                                                                                                                                                                                                                                                   
Before sending a covering letter, make sure you've: 

· Researched the company. 

· Addressed your covering letter to the right person. 

· Put both addresses at the top. 

· Stated what the job is and where you saw it advertised. 

· Told them why you want the job and why you are the best person for it. 

· Made yourself sound positive and enthusiastic. 

· Kept it clear and brief, with good presentation. 

· Checked and double-checked for errors.
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