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Cover Letter Guide 
 

Your cover letter brings your resume to life! 
 
Follow these steps as you prepare your cover letter (You can use this template as an outline) 
Ensure you tailor your letter to show your suitability for each job you apply for. 
 

Layout 
 
Make a strong professional impression with business letter format, using the same 
font/style as your resume. Include: 
 

Your name and contact details 
Date 
Employer’s contact details 
Dear Hiring Manager 

 
Complete your cover letter with a series of paragraphs: 
 
Introduction: state the position title and briefly highlight relevant experience and skills 

  
Summary: main relevant experience & strengths, types of roles held through career 
 
Main paragraphs: expand on relevant skills in 2-4 paragraphs, briefly describe examples  
 
Motivations: Share your motivations for the role; alignment with the organisation’s values 
 
Closing: Reiterate your main strengths for the role and a ‘call to action’ for interview 
 
A one-page cover letter is ideal. If addressing Key Selection Criteria, your letter might be 
longer to include detailed examples of your work, or more brief to attach a separate 
statement addressing criteria. If the application instructions are unclear, ask the employer. 
 

Personalised Greeting 
 
Address the hiring manager by name if possible: 

• Search online or enquire who to address your letter to  

• Take the opportunity to make contact with the hiring manager to show your genuine 
interest, ask some questions, and build rapport.  
(Note some employers don’t welcome this direct contact. Continue to apply and 
follow up by phone/email afterward, to connect and stay top-of-mind.) 
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Introduction paragraph 
 
Give the employer confidence they have a good candidate and encourage them to read on 
by highlighting the main experience and skills that make you suitable for the role. 
E.g.  

I am writing to apply for the position of [position title]. My qualifications and background in 
[field] along with my strengths in [main strengths for the role] make me an ideal candidate. 

 

Summary paragraph 
 
Give an overview of your main relevant experience, the types of roles held throughout your 
career, and your main skills and results, that you can expand on in subsequent paragraphs. 
 

Main paragraphs 
 
Help the employer to assess your capabilities against their criteria by focusing each 
paragraph on a different skillset, aligned with the list of job requirements in the ad. Avoid 
repeating your career journey from your resume. 
 
Include examples to describe ‘how’ you applied your skills to achieve results. 
 

• You might state, “I have excellent communication skills”. But if you describe proven 
results with, “My strong communication skills have been demonstrated 
by…[example]” the employer has more context to understand how your skills could 
benefit them. 

• Follow the STAR format (Situation, Task, Action, Result) for examples, to mention 
specific times your strengths were key to achieving the outcome.  

• Be brief in a 1-page letter, focusing on results. You can give more detailed examples 
if required to respond to selection criteria separately. 

 

Motivations for the role 
 
You can show enthusiasm and indicate ‘cultural fit’ by sharing your motivations for the role, 
what drew you to the organisation and what you’re keen to achieve with your contribution.  
 
Show alignment with the organisation’s values by describing how you have demonstrated 
those values in your own work or life, not just stating the employer’s values back to them. 
 

Closing   
 
Conclude with a strong, positive impression by mentioning your specific strengths and skills 
in your closing paragraph. 
  
Show confidence in your suitability for the role with a “call to action” for the next step, 
looking forward to discussing your experience further at interview. 
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Tips for tailoring to each specific role 
 
Do your research into the organisation so you understand the employer’s needs and the 
“problem” the person in this role is solving. In your cover letter, you are describing how you 
have proven your skills in solving similar problems. 
 
Use the same terms/keywords as in the ad, so the employer sees what they are looking for. 
 
You might collect a variety of ‘main paragraph’ options to use when tailoring cover letters to 
new roles with different lists of required skills. 
 
Over to you! 

You could refer to the attached template as a guide to update your cover letter, or copy 
your information into the document to get started. Save as “Your Name – Cover Letter” 

 
After preparing a ‘master’ cover letter, it’s important to tailor it to each specific job you 
apply for, addressing the requirements in the job ad. You can find helpful guidance here.  
 

Get in touch if you’d like to book a 1:1 session to review your draft cover letter,  
discuss how to tailor it to a specific role, and polish it up together! 

You can also get support with resumes, LinkedIn, interview preparation and more. 
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