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that when you send in your résumé, a good cover letter can make a huge 
impact on the HR people reviewing it – often equally or more important 
than the résumé itself? 

If you aren’t sure how to write a cover letter or what to include, fret 
not: here are some tips to note!

The cover letter represents you and your résumé until you have persuaded the employer to read your CV. Try not to 
send a standard letter to all companies – tailor the letter to what you know about the employer, the particular job 
you are applying for and the relevant skills and experience you have. Most of all, let your personality shine through 
in your cover letter and you can make the all-important first impression that will get you the job you want!

Hook them: Clearly 
state why you are 
writing and, if 
applicable, how you 
heard about the 
person or organization.

Although it is not required, 
if you have access to a 
scanner, adding a digital 
signature will personalize 
your cover letter.

Use complete title 
and address: Also, 
statistics show a better 
chance of being hired 
if you know who’s 
doing the hiring! 

Did you know...

Including your 
contact information 
makes for a 
professional-looking 
document: This also 
ensures you are easily 
contactable.

Clear header: 
Indicate the position 
that you are applying 
as the header rather 
than applying for any 
suitable position.

“What I can do for 
you”: Make the 
addressee want to 
continue on to your  
resume. Bullet points 
are great for being 
specific and to the 
point, but do not 
repeat everything in 
your resume.
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Finish strong and 
with confidence: 
Let the company 
know you strongly 
believe you are a 
good fit for the job.

Avoid using “To 
Whom It May 
Concern”: Address 
it to a particular 
person if possible. 


