
Cover letter workshop





You will learn:

 What a covering letter is
 How to structure a covering letter
 How to write your own covering letter



What is a cover letter?

• A cover letter/email is a document 
sent alongside your CV when 
applying for a job

• It acts as a personal introduction and 
helps to sell your application

• It’s necessary because it gives you 
the chance to explain why you are 
the best candidate for the job



Think about how you can make a 
good  impression on an 
employer. You need to get across 
why you would be are a good 
candidate for the job. 

Don’t be afraid to big yourself 
up. People often underestimate 
how much they have to offer. 
Concentrate on all your positive 
attributes for this task.



’It’s not what you 
achieve, it’s what you 

overcome. That’s what 
defines your career.

Carlton Fisk



 Where you saw the advertisement

 The role you are applying for

 How your skills match the person 

specification

 Relevant experience

 Why you are a suitable candidate

 Don’t forget to use a clear font and 

check spelling and grammar !

What to include . . .



Think carefully about 
relevant experience 

that you want to
include in your covering 

letter 

Volunteer
work

Caring 
responsibilities 

if relevant

Skills

Any particularly 
relevant 

achievements

Work experience



 Waffle

 Have more than 1 page

 Forget to send your CV with your 

covering letter!!

 Forget to check spelling and grammar

Don’t…



’Our greatest 
weakness lies in 

giving up.  The most 
certain way to 

succeed is always to 
try just one more 

time’.

Thomas Edison



Can I use the same covering letter 
for every job I want to apply for?

• NO. You can have a basic cover letter though that 
you tweak iso that you can put more emphasis on 
certain things than others for each job you apply for

• Read the Job Description and Person Specification 
which accompany the advertisement for the job 
and make sure your  covering letter reflects what 
they are looking for as much as you can

• See the example cover letter below for how to 
structure …



• Put your name address and contact details in 
the right - hand corner of your letter 

• Put the name and address of the employer you 
are applying for a job with underneath on the 
left - hand side

• Follow the steps on  slide 7 in order

• See the sample cover letter below and check 
out other on the internet

• Ask friends, family to proof - read your letter 
before sending it out

How to structure a cover letter





Why not start creating 
your own cover letter ?
There are lots of websites where you can  get help to 
create the perfect cover letter.  Some have cover letter 
creators.  Here are a couple to try:

• https://www.myperfectcv.co.uk/

• https://www.livecareer.co.uk/cover-letter

https://www.myperfectcv.co.uk/https:/
https://www.livecareer.co.uk/cover-letter


‘It’s impossible to live 
without failing at 
something, unless you 
live life so cautiously 
that you might as well 
not have lived at all –
in which case you fail 
by default ’

J K Rowling



Level Up During Lockdown!
To be in with the chance of winning 
£50 of Amazon vouchers complete the form here!

https://forms.office.com/Pages/ResponsePage.aspx?id=qEcINvP95k23yEVyyRxbgVnorERx1CdMjAFl2UmmKYNUQ1BNOEQ5NEM3Wkg4RVg5Nk5ORlNCVVRFTS4u

