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CRAFTING YOUR 
COVER LETTER
If an employer requests a cover letter then it’s very important that you provide one. It’s often the first thing  
a potential employer sees, so it’s your opportunity to make a brilliant first impression, go into a bit more detail about 
relevant experience and sell yourself as the right person for the job. You can apply lots of the techniques of writing 
a cover letter to writing a personal statement on a job or university application form. 

PREPARING TO WRITE YOUR COVER LETTER 

STEP ONE 
Start by doing your research about the organisation and the job you are applying for. This will help you create 
a cover letter that is appropriate and showcases your skills and experience. Use the organisation’s website,  
social media and other media sources like newspapers or trade press to answer the following questions: 

— What does the organisation do?
— What is the mission, values and culture of the organisation?
— Who are their competitors?
— Who are their target audience?
— What has been said about them in the media?
— Are there any recent or upcoming significant events, a new product launch, chief executive (CEO) 
 or achievement?
— What does this role involve?
— What are the essential skills needed for this role? 

STEP TWO 
Choose three of the essential skills from the person specification you can demonstrate that you have 
experience of. For each skill, make a mind map or list projects, work experience, interests, or responsibilities 
that provide evidence of your ability. 

STEP THREE 
Think about the story you would like to tell and what you can bring to this role and the company (rather than 
what you hope they will do for you). Is your passion for working in this area something that you’ve wanted  
to do since you were a child? Do you love this company and its products? Are you passionate about joining 
an organisation committed to making a change?

STEP FOUR 
Research examples of other cover letters, particularly related to the sector or type of job you are looking for. 

TOP TIP
Trade press — did you know that most industries and job types have websites  
and magazines dedicated to them? These often report on issues relevant to that  
sector, have informative articles and list jobs and training opportunities. The Stage 
and Arts Professional are two of the key publications for theatre, the Law Journal  
for people in the legal industry or TES for teachers.

  Scan this QR code to watch a video from The Old Vic on the importance 
of a great cover letter and how to create a high impact cover letter. 

WRITING YOUR COVER LETTER 

— Who is the letter for? Try to avoid addressing the letter Dear Sir/Madam if you can. If there is no-one  
named on the job description do some research using the company website or LinkedIn to try and identify  
who is recruiting and address the letter correctly

— Make sure your name and contact details are clearly visible
— Think about the layout — a cover letter should fit onto one page and be clear and easy to read
— Structure your letter with an opening paragraph that introduces you, what you could bring to the role and   

your story. Follow with three to five brief paragraphs that highlight key skills or experience that you can  
bring, using the mind maps you created when preparing

— These should be more detailed than your CV and should build on experience. End with a closing  
paragraph that summarises what you have to offer and reminds the reader of your story. Focus on the skills  
you have; don’t apologise for skills you don’t have

— The STAR Method is a way of structuring examples of your experience in a cover letter that clearly  
demonstrates the impact of your work. The following example might be used to back up a statement like,  
‘I have excellent organisational and problem solving skills’ 

— Check your spelling and grammar, and get someone else to proof read your cover letter
— Save your cover letter as a pdf when sending it digitally. This will ensure that it looks exactly as you’d  

like, no matter who opens the document

SITUATION: I am a supervisor in  
The COFFEE shop. 

TASK: At busy times The COFFEE shop 
often looked messy and potential customers 
would leave if they couldn’t see somewhere 
to sit. 

ACTION: I broke down the cleaning into 
a clear schedule, and allocated different 
team members responsibility for different 
areas and cleaning tasks. 

RESULT: The COFFEE shop was much 
cleaner and more welcoming for customers, 
workload was shared and all staff members 
understood their responsibilities. There was 
a 7% increase in sales.

IT WOULD LOOK LIKE THIS  
IN YOUR COVER LETTER  

I was supervisor in The COFFEE shop.  
At busy times The COFFEE shop often 
looked messy and potential customers 
would leave if they couldn’t see somewhere 
to sit. I broke down the cleaning into a 
clear schedule, and allocated different team  
members responsibility for different areas 
and cleaning tasks.  

The COFFEE shop was much cleaner 
and more welcoming for customers, 
workload was shared and all staff members 
understood their responsibilities. 
There was a 7% increase in sales.
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and Arts Professional are two of the key publications for theatre, the Law Journal  
for people in the legal industry or TES for teachers.
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of a great cover letter and how to create a high impact cover letter. 

WRITING YOUR COVER LETTER 

— Who is the letter for? Try to avoid addressing the letter Dear Sir/Madam if you can. If there is no-one 
named on the job description do some research using the company website or LinkedIn to try and identify 

 who is recruiting and address the letter correctly
— Make sure your name and contact details are clearly visible
— Think about the layout — a cover letter should fit onto one page and be clear and easy to read
—  Structure your letter with an opening paragraph that introduces you, what you could bring to the role and 

your story. Follow with three to five brief paragraphs that highlight key skills or experience that you can 
bring, using the mind maps you created when preparing

— These should be more detailed than your CV and should build on experience. End with a closing 
paragraph that summarises what you have to offer and reminds the reader of your story. Focus on the skills 

 you have; don’t apologise for skills you don’t have
— The STAR Method is a way of structuring examples of your experience in a cover letter that clearly 

demonstrates the impact of your work. The following example might be used to back up a statement like, 
‘I have excellent organisational and problem solving skills’  

— Check your spelling and grammar, and get someone else to proof read your cover letter
—  Save your cover letter as a pdf when sending it digitally. This will ensure that it looks exactly as you’d 

like, no matter who opens the document

SITUATION: I am a supervisor in 
The COFFEE shop. 

TASK: At busy times The COFFEE shop 
often looked messy and potential customers 
would leave if they couldn’t see somewhere 
to sit. 

ACTION: I broke down the cleaning into 
a clear schedule, and allocated different 
team members responsibility for different 
areas and cleaning tasks. 

RESULT: The COFFEE shop was much 
cleaner and more welcoming for customers, 
workload was shared and all staff members 
understood their responsibilities. There was 
a 7% increase in sales.

IT WOULD LOOK LIKE THIS 
IN YOUR COVER LETTER  

I was supervisor in The COFFEE shop.  
At busy times The COFFEE shop often 
looked messy and potential customers  
would leave if they couldn’t see somewhere 
to sit. I broke down the cleaning into a  
clear schedule, and allocated different team 
members responsibility for different areas 
and cleaning tasks.  

The COFFEE shop was much cleaner 
and more welcoming for customers, 
workload was shared and all staff members 
understood their responsibilities.  
There was a 7% increase in sales.
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