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A Job application letter, also known as a cover letter, should be sent or 

uploaded with your resume when applying for jobs. A cover letter is like the 

introduction to your resume; it gives you a chance to show some personality and 

demonstrate to an employer that you’ve researched their company and understand 

exactly what they’re looking for.  

Not everyone agrees on the importance of a cover letter. Some employers 

say they skip it and go straight to reading the resume, but there are plenty of 

employers who say they do value a well-written introduction, so even though you get 

no guarantees that it will be seen every time, it’s generally best to include one 

anyway.  

  

 

How to get started  

1. Consider what information you want to include  

Remember! 

This letter is making a case for your candidacy for the position. But you can 

do better than just regurgitating your resume — instead, highlight your most 

relevant skills, experiences, and abilities. 

 

2. Know what the employer wants 

3. Match your qualifications with the employer's wants and needs. 



4. Make a list of your relevant experience and skills. 

For instance, if the job ad calls for a strong leader, think of examples of when 

you've successfully led a team. 

Writing Guidelines for Job Aplication Letters  

Remember! 

Writing a job application letter is very different from a quick email to a friend or a 

thank-you note to a relative. 

 

• Length  

A letter of application should be no more than one page long. 

• Format and Page Margins 

A letter of application should be single-spaced with a space between each 

paragraph. Use about 1" margins and align your text to the left, which is the 

standard alignment for most documents. 

• Font 

Use a traditional font such as Times New Roman, Arial, or Calibri. The font 

size should be between 10 and 12 points. 

 

Section Of a cover letter 

1. Heading 

A letter of application should begin with both your and the employer's 

contact information (name, address, phone number, email) followed by the 

date. If this is an email rather than an actual letter, include your contact 

information at the end of the letter, after your signature. 

Example :  

 

 

 

 



 

2. Salutation  

This is your polite greeting. The most common salutation is "Dear Mr./Ms." 

followed by the person's last name. 

Example : 

 - 

  

- 

 

  

           Tips :  

 Whatever you do, don't start out with a generic "Dear sir/madam" or 

"To whom it may concern," as this is impersonal and defeats the whole 

purpose of your cover letter. If it's not immediately clear who to address 

your letter to, do a little digging on the company website and LinkedIn - 

if necessary you can always pick up the phone and call the company to 

find out. 

 

 

 

3. Body of the letter 

Think of this section as being three distinct parts. 

� 1st paragraph : mention the job you are applying for and where you saw 

the job listing. 

� 2nd paragraphs : The most important part of your letter. Remember how 

you gathered all that information about what employers were seeking, 

and how you could meet their needs? This is where you'll share those 

relevant details on your experience and accomplishments. 

� 3rd and last paragraphs : Will be your thank you to the employer; you 

can also offer follow-up information. 

  



4. Complimentary Close 

Sign off your email with a polite close, such as "Best" or "Sincerely," 

followed by your name. 

 

 

 

 



Job Application Letter Example:



THINGS TO DO     

 Grab the reader’s attention. Use a question or leading statement to entice further 

reading. 

Fill in the blanks left on a resume. A cover letter is your chance to say anything about 

your skills that can’t be said on a resume. 

Stick to one page. Employers don’t have time to read a short story. 

Include evidence that you have done research on the company. 

Tie your own skills to the job description. 

Ask for an interview. Confidence can land a job. 

 

THINGS NOT TO DO 

 

Give too much personal information. 

Talk about how the organisation can help you. Remember, at this point, it’s how you 

can help the organisation. 

Be boring. A little zing in a cover letter can go a long way to landing an interview. 

However, be careful to not use too much humour in a cover letter. Humour is difficult 

to decipher when not face-to-face. 

Rehash what is written on the resume. Give information that enriches your resume. 

Use the same letter for all jobs. Cater each letter to the particular 

position/organisation. 

Forget to follow up. A call to the company asking about the progress of the search 

may keep your name relevant. 

Copy someone else’s cover letter. Be original! 

  



 

What is CV ? 
 A CV (also known as a Curriculum Vitae, or résumé), is a written overview 

of your skills, education, and work experience. They may be used for a variety of 

reasons, however, the most common of these is to send to prospective employers 

when looking for a new job. 

CV used for : 

1. Application stage for a job 

2. Internships 

3. Work Experience 

4. Volunteer Work 

 An employer will then be able to judge it in line with their person 

specification and company needs, to see if you’re a good fit.  

If you are, you’ll usually be invited to interview, whether it’s on the phone, face-to-

face, or through a video format. If that goes well, you could then be offered the 

job. 

 

  



 

How To Write A CV. 

Information you sholud include on your CV  

CVs should never be completely formulaic, but there are a few things they should 

always contain : 

1. Personal details :  

It may sound obvious, but you’d be surprised how many people forget to 

include their name, email, contact phone number and address. To avoid any 

awkward moments, make sure these are clearly presented at the top of your 

CV. ‘Curriculum Vitae’ is an unnecessary title – your name is not. 

Example : 

 

 

 

 

 

2. Personal statement :  

As it’s the first thing that’s shown on your CV, a personal statement is an 

essential part of standing out from the crowd. It explains who you are, what 

you’re offering, and what you’re looking for. Aim to prove why you’re suitable 

in one short and succinct paragraph. 

Example : 

 

 



 

3. Work experience :  

This section should include all of your relevant work experience, listed with 

the most recent first. Include your job title, the name of the organisation, time 

in post, and your key responsibilities. 

Example : 

 

 

  



4. Achievements 

This is your chance to show how your previous experience has given you the 

skills needed to make you a suitable candidate. List all of your relevant skills 

and achievements (backing them up with examples), and make it clear how 

you would apply these to the new role. 

Example : 

 

 

 

5. Education  

Your educational experience and achievements should be listed here, along 

with dates, the type of qualification and/or the grade you achieved – although 

the specific parts of education that you include in your CV will depend on your 

individual situation. For example, if you have more educational achievements 

than work experience, placing an emphasis on this section is a good idea. 

Example : 

 

 

  



6. Hobbies and interests 

You don’t always need to include hobbies and interests in your CV, but 

mentioning relevant ones could back up your skills and help you to stand out 

from the crowd – not to mention give you something to talk about at an 

interview. Just don’t say you enjoy socialising with friends just for the sake of 

including something. If it’s not going to add value, leave it out. 

Example : 

 

 

 

  



Words you should include on your CV 

Appropriate keywords for your CV could include: 

� Accurate 

� Adaptable 

� Confident 

� Hard-working 

� Innovative 

� Pro-active 

� Reliable 

� Responsible 

In addition to using the right words, you should also back up your attributes up with 

genuine accomplishments. Not only will you stand out from others with identical 

skills, you’ll also be able to prove your suitability more effectively. 

 

Words and Phrases you should avoid on your CV 

There are certain words and phrases you should try to avoid – and they mostly 

consist of overused clichés. Here are just a few of the worst CV words : 

� Excellent communication skills 

� Goal driven 

� Flexible 

� Motivated 

� Multi-tasker 

� Independent 

� Detail oriented 

� Self-motivated 

 

  



Things you should present on your CV 

Your CV is the first thing an employer will see when hiring for a vacancy, and how it 

looks at first glance will be the reason they decide to read it in more detail. Even if 

your skills match the role perfectly, a messy and confusing CV probably won’t even 

get a second look. 

To ensure you’re painting yourself (and your skills) in the best light, you should 

always: 

� Keep it short and succinct – two sides of A4 will almost always suffice. 

� Choose a clear, professional font to ensure that your CV can be easily read 

(leave Comic Sans and Word Art back in the 1990s where they belong) 

� Lay it out in a logical order, with sufficient spacing and clear section headings 

(e.g. Work experience, Education) 

� Order your experience and education in reverse chronological order to 

highlight your most recent experience and achievements 

� Check your grammar and spelling thoroughly 

 

 

 

 

  



Final thoughts 

Every job is different and tailoring your CV accordingly is vital to standing out. Edit it 

in line with the job description whenever you make an application, and you’ll be able 

to ensure it matches the specifications every time. 

Highlight that you’re the right match for the job by outlining: 

� The specific skills you have to offer the employer 

� Relevant accomplishments and achievements 

� The work and educational experience you have in their field 

� Personal qualities that will make you right for the role 

� An understanding of the job requirements 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CV Example : 


