
 

 

Covering Letters 

 

 

Now the majority of CV’s are sent electronically via email. If sending via email you can 
write your covering letter in the “body” of your email and attach your CV as a word 
document.  
 
Your covering letter introduces your CV and highlights the aspects you really want the 
employer to notice. Your covering letter can make you stand out from the other 
applicants. It should highlight why you are right for the position you want. A good 
covering letter takes time and thought.  
 
Check your spelling and grammar, this is the first impression you are giving to your 
potential employer. You need no more than 4 or 5 short paragraphs.  

 
Below is a way of setting out a cover letter if you are responding to a job advert in the 
body of an email: 
 

 

 
Subject: Quote Job Title and/or Reference Number 
 
Dear [specify person to whom the letter should be addressed] 
 
Paragraph 1 
What you are applying for, where you saw the advert, when you can start 
I enclose my CV in response to the advertisement for the above post, which 
appeared in [state publication / website] on [date].  
 
Paragraph 2/3 
Why the job interests you, 
Why you would like to work for the company? 
What skills, capabilities and experience you have that are relevant to this position 
and how you believe you can contribute to the success of the company. 
 
Final Paragraph 
Thank the employer and say you look forward to hearing from them soon. 
 
Yours sincerely 
 
 
[Your name] 

 

 
 



 

 

Covering Letters 

 

Below is a way of setting out a speculative cover letter (i.e., introducing yourself 
without a job having been advertised): 
 

 
Subject: [for instance] Apprenticeship Opportunities or Work Experience Opportunities 
 
Dear [you should know this is you have managed to get an email address] 
 
Paragraph 1 
Give the reason you are writing. Refer to a job title or area of interest; you can use the 
word ‘opportunities’ (for example ‘apprenticeship opportunities’) 
 
Paragraph 2/3 
Outline of your relevant background: ‘from my attached CV, you will see that’… or ‘I have 
recently completed my [state what you have been studying] and would like to put this into 
practice by developing a career in [state the area in which you wish to work]’. 
Outline your skills and abilities, with examples or how you have successfully used them. 
Expand on your CV don’t just repeat content. 
Indicate why you would like to work for the company how you would be a valuable 
employee. 
 
Final Paragraph 
Thank the employer and say you look forward to hearing from them soon. For example: “I 
would be most grateful if you could consider me for any suitable positions available within 
your company. I am available for interview at any time and look forward to hearing for 
you.” 
 
Yours sincerely 
 
[Your name]  
 

 

Further help and advice: 

 
 
 
www.reed.co.uk/career-advice/cv-examples-and-samples/ 
 
www.prospects.ac.uk/careers-advice/cvs-and-cover-letters 
 
https://standout-cv.com/pages/student-cv-template 
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