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Effective Cover Letters (Part 1)

1. Identifying features of cover letters

2. Beginning a cover letter

3. Writing the main body of the letter

4. Writing an effective final paragraph

5. Using appropriate language



Identifying features of cover letters

1. What’s the difference between a CV and a cover letter?

2. Have you ever written a cover letter in English?

3. What did you write in your cover letter?



Audio: Writing a Cover Letter

Vicky Tang is the Communications Manager at Green Pharmaceuticals. 
She wants to change her job and phones her friend, Felix, a recruitment 
agent, for advice on writing a cover letter.

1. The length and structure of the letter

2. The language you would use

3. The content of the letter



What is a cover letter?
A CV gives information about the educational qualifications and professional 
experience you have, whereas a cover letter explains why you want the 
job. A cover letter should compliment, not duplicate, your CV. The main 
purpose of a personalized cover letter is to persuade the reader to read 
your CV and consider you for the vacant position.

A cover letter is often your earliest written contact with a potential 
employer, creating a critical first impression. A well-written, well focused 
cover letter demonstrates your written communication skills and will help 
you to get that all-important interview. 

The letter of application should follow the general guidelines for all business 
letters. It should have an introduction, a main body, and a final paragraph.



Cover Letter: Dos and Don’ts

1. Use high-quality paper that matches the paper of your CV.

2. Ensure that your cover letter is written using formal language.

3. Use the same cover letter for every application.

4. Show that you have done some research into the company you are 
applying to.

5. Emphasize your suitability for the post.

6. Enclose copies of your educational qualifications and certificates. 



Cover Letter: Dos and Don’ts

1. Use high-quality paper that matches the paper of your CV. DO

2. Ensure that your cover letter is written using formal language. DO

3. Use the same cover letter for every application. DON’T

4. Show that you have done some research into the company you are 
applying to. DO

5. Emphasize your suitability for the post. DO

6. Enclose copies of your educational qualifications and certificates.  
DON’T





Parts of Cover Letter
1. Give you contact information and current date.

2. End ‘Yours sincerely’ and type your name under your signature.

3. Give a clear context – say who you are and why you are writing. 

4. Your sign-off should be friendly, polite and to the point.

5. Point out your aptitude for the sorts of skills they are seeking.

6. Name any employee you have met and say why they impressed you.

7. Your use of leisure time can show you are a well-rounded person.

8. Support your claims with evidence, focusing on results and achievements.

9. include the name, title and full address of recipient.

10. Mention where you saw the job advertisement.

11. Explain your motivation for applying.  

12. Show your acquiring additional useful skills.



Parts of Cover Letter
1. Give you contact information and current date. (A)

2. End ‘Yours sincerely’ and type your name under your signature. (L)

3. Give a clear context – say who you are and why you are writing. (C)

4. Your sign-off should be friendly, polite and to the point. (K)

5. Point out your aptitude for the sorts of skills they are seeking. (G)

6. Name any employee you have met and say why they impressed you. (F)

7. Your use of leisure time can show you are a well-rounded person. (J)

8. Support your claims with evidence, focusing on results and achievements. (H)

9. include the name, title and full address of recipient. (B)

10. Mention where you saw the job advertisement. (D)

11. Explain your motivation for applying. (E)

12. Show your acquiring additional useful skills. (I)



Beginning a Cover Letter (1)
Advertised | application | consideration | enclosed | enquire | graduate | 
qualified | recommended | requirements | response

1. I am a final-year student who is about to graduate with a bachelor’s 
degree in Industrial Engineering  from Bristol University. I am 
writing to … about possible employment opportunities with 
Mendoza. I am interested in a position related to transportation 
management. 

2. I am writing in … to your job posting for an investment banker on 
your company’s website. I have … my CV for your consideration.

3. I was recently speaking with Mr. Fox from your firm and he … that I 
send you a copy of my CV. Knowing the … for the position, he felt 
that I would be an ideal candidate, given my experience in 
international sales.



Beginning a Cover Letter (1)
Advertised | application | consideration | enclosed | enquire | graduate | 
qualified | recommended | requirements | response

1. I am a final-year student who is about to graduate with a bachelor’s 
degree in Industrial Engineering  from Bristol University. I am writing to 
enquire about possible employment opportunities with Mendoza. I am 
interested in a position related to transportation management. 

2. I am writing in response to your job posting for an investment banker on 
your company’s website. I have enclosed my CV for your consideration.

3. I was recently speaking with Mr. Fox from your firm and he 
recommended that I send you a copy of my CV. Knowing the 
requirements for the position, he felt that I would be an ideal 
candidate, given my experience in international sales.



Beginning a Cover Letter (2)
Advertised | application | consideration | enclosed | enquire | graduate | 
qualified | recommended | requirements | response

4. I would like to apply for the post of a Commercial Solicitor in your 
firm as … on Legalposition.com. As a recent graduate, I was 
particularly happy to see that the position is open to newly … 
lawyers.

5. Please accept this letter as … for the Marketing Manager position 
currently listed on Monster.com. My CV is attached for your …



Beginning a Cover Letter (2)
Advertised | application | consideration | enclosed | enquire | graduate | 
qualified | recommended | requirements | response

4. I would like to apply for the post of a Commercial Solicitor in your 
firm as advertised on Legalposition.com. As a recent graduate, I 
was particularly happy to see that the position is open to newly 
qualified lawyers.

5. Please accept this letter as application for the Marketing Manager 
position currently listed on Monster.com. My CV is attached for 
your consideration.



Writing the Main Body of the Letter

Think about the following questions.

1. How long should the main body of the letter be?

2. How many specific points should you make?

3. How will this section change depending on the job you are applying 
for?



Writing the Main Body of the Letter



Writing the Main Body of the Letter



Writing the Main Body of the Letter



Matching your skills and experience to the position 

1. Read the job description

2. Identify the skills and experience the company is particularly 
interested in

3. Show any parallels with previous posts you have held or other 
experience



Thank you and see you in the 7th session.

Yours sincerely,

Lerissa Daniela, S.S., M.Pd.



Original Source:

The original source of this chapter is taken from the book entitled 
“ Cambridge English for Job-hunting” 

written by Colm Downes and the series editor is Jeremy Day.

Published by Cambridge University Press in 2008.


