You should always include a covering letter when you
send your CV and/or an application form to an
employer.

What is a covering letter?

A covering letter is a formal letter to an employer. It
should always accompany a CV and an application. It is
a brief letter that introduces you, the applicant, and
encourages the employer to consider you for the job.

Can | write one covering letter to use for any role | want
to apply for?

You should always write a new covering letter for each
role you apply for, making sure what you say is relevant
to the role and the organisation. However, you don't
have to write a new letter completely from scratch each
time, as there will be some parts you can reuse, but there
will be other parts that need to be adapted every time.
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What should | include in a covering letter?

Which role?

Why this role?

Why this organisation?
Why you?
What are you like?

What next?
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You can use their full name
e.g Dear Claire Jones or use

their surname e.g Dear Ms Always say which position you
Jones are applying for and at what
company

i

Say something

that
acknowledges
the companies Altwhtzs ;::w
values ot

researched
the company

Always state
what relevant

experience you —

have here

Write about

yourself here

and why you —
would be a great

fit for the
position you are
applying for
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o = If you managed to found the person of contact
within the company and used their name at
the top finish the letter with YOURS
® » SINCERELY.
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 / » i If you did't manage to find their name then
end the email with YOURS FAITHFULLY
® o 5



A formal letter is a professional letter, written in formal
language, in a set format. The formal letter layout is
mainly used for professional communication, and
employers would expect to see a covering letter laid out
in the set format.

Your full name should be on the first line.
Your full address, including postcode, should be
underneath this (using separate lines for each new line of
your address).

Your email address should then be immediately
underneath this.

The date (writing the month and year in full) should
immediately follow beneath this. All of the above should
be in the top-right corner of the page, aligned to the
right.

The recipient’s name and address should be below this,
aligned on the left-hand side of the page, laid out in
exactly the same way as yours.



Check if your language is clear and to the point.

If your cover letter is longer than one page, reduce it to a
page by taking out anything that is less relevant.

Read through your letter and check it for spelling and
grammair. If using a computer, run a spell check and
grammar check. Then read it again with fresh eyes a
while later - you can often spot mistakes when you re-
read it.

If you are emailing your letter and CV, make sure you put
your name and title of the apprenticeship in the subject
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line of the email.



