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What is the purpose of your Cover Letter?
_________________________________________________________________________________________________
A cover letter is a good opportunity for you to introduce yourself to a company and your chance to sell yourself. The
letter provides detailed information on why you are qualified for the job you are applying for. Don’t simply repeat
what’s on your CV, rather include specific information on why you’re a strong match for the employer’s job
requirements. Think of your cover letter as a sales pitch that will market your credentials and help you get the
interview.

What do Graduate Recruiters say about Cover Letters?
_________________________________________________________________________________________________
Less is more for your cover letter. Don’t write a long rambling cover letter because the people you are sending it to
may not have time to read through them all.
While the cover letter is important – the contents of the CV is more important.
For some companies, the cover letter is not as important. Depending on how long it is, graduate recruiters skim
through it absolutely. But it’s the contents of the CV. Skills and experience laid out in an easy to read format. You can
see the timing, their study, that’s more important than the way they have constructed the sentence.
Focus on your CV and make sure it’s really good. I would recommend having an introductory paragraph at the top of
your CV.
When writing your cover letter here are some important tips


Keep it short



State the position you are applying for



State where you saw the position advertised



Briefly highlight your value – and how you think you can help the company



Try and infuse some personality
Source: Accenture
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How can I write a good Cover Letter?
_________________________________________________________________________________________________
Your Cover Letter should follow the below format:




Introduction
Body
Closing

Within these three parts you must include:
•
•

•

Why you are interested in the organization
Why they should be interested in you
What you can bring to the company and skills
When and how you will contact them

Your cover letter should be one page long at most. So stick to this. Your cover letter should be well-presented,
concise, and to-the-point. Use an easy-to-read font, and don’t get carried away with embellishments. No pictures, no
Comic Sans, and definitely no word art necessary. Make sure you have clear written paragraphs – ensure it is not too
wordy and you risk boring the recruiter.

Content for the Cover Letter
_________________________________________________________________________________________________
Do your research
First things first, you need to do your research. It is very important to understand what the role involves and
demonstrate an understanding of what the company does. This will help you build your cover letter.
Here are a few key things you should find out before you start writing:






What does the company do?
Who are their competitors?
What does the role involve?
What are the essential skills?
Target audience?

The above will also help you at interview stage.


Introduction – Your introduction should capture the employer’s interest; you should start by identifying the
role you are interested in and what your career objectives are. This can include how you heard about the job
and why the role and company appeal to you. Cover letters should be addressed to the person dealing with
the applications. If you do not have a name a safe option would be to use ‘Dear Sir/Madam’.
Example: Dear Sir/Madam, I wish to apply for the Graduate Software Engineering Programme, currently
being advertised on Hire STEM Women.



Body - The body of your letter (1-3 paragraphs) should show that you understand the role you are applying
for, for example explaining your qualifications and how your qualifications relate to it. You should include
examples of the skills and/or qualities from your resume that you believe make you a particularly strong
candidate Use this section as an opportunity to illustrate more specifically how you think your experience can
contribute to the organization.
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Example: As you can see from my attached CV, I have over three years’ experience in the Engineering
Industry, and I believe the knowledge and skills built up during this time make me the perfect candidate for the
role. (You can tailor this according to what you have studied at university or any experience you have had
relevant to the job).


Why the company: Here you would need to write down why you wish to work for X company and what you
can do for the company. Outline your career goals making it relevant to the role you have expressed interest
in.
Example: In my current role as a Software Intern at Software Company X Ltd, I have been responsible for
increasing incoming client enquiries for our B2B product lines by 156% in under 6 months, which helped the
business increase its revenue by 70% year-on-year.



Closing - The closing is a summary of how you intend to maintain contact. This may take the form of a
request for an interview. “Respectfully” is a good way to close your letter, don’t forget to sign off with your
name!
Example:
I am confident that I can bring this level of success with me to INSERT COMPANY NAME and help build upon
your reputation as one the UK’s fastest-growing technology consulting companies. With my previous
experience and expertise, I believe I can start actively contributing to the business as soon as possible.
Thank you for your time and consideration. I look forward to meeting with you to discuss my application
further.
Yours Faithfully
Joe Bloggs

Make sure you proofread
Proofread, proofread, and proofread. Check and check again for spelling errors. Don’t rely on your spell check
alone. Read your letter backwards to catch any spelling errors and typos. Check for grammatical errors by reading
your letter out loud from beginning to end. Also, have others check for errors. You can email your cover letter to a
Hire STEM Women representative and we would be happy to check your cover letter for you, here is the email to

Example Cover Letter
_________________________________________________________________________________________________
The format and structure of your Cover Letter is important. Make sure it is simple and easy on the eye. Below is a
sample Cover Letter guide to give you an idea of what a good Cover Letter looks like.
Example:
https://environment.yale.edu/content/documents/00003456/Sample-Consulting-Analyst-Cover-Letter.pdf
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