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Introduction 

You will be asked to include a covering letter with the majority of applications (for jobs, internships, work 
placements etc.) – usually to accompany a CV or application form, or sometimes both. The cover letter is 
particularly important if you are only submitting your CV, as both documents work together to form your 
whole application.  

The cover letter is often the first document to be read, so it must immediately demonstrate that you have 
read the job description, that you understand what the job is about and that you have researched the 
company. It also gives you an opportunity to highlight your most relevant skills, attributes, achievements, 
knowledge and experiences.   

If you are applying speculatively (i.e. there is no advertised role) then the covering letter is vitally important, 
as the recipient is not necessarily expecting your application, you will need to be clear about what you 
want, but also why you will be a valuable addition to their organisation. Always think quality over quantity 
when making a speculative approach - it’s not about sending off as many CVs and letters as you can! 

The purpose is to entice the recruiter into reading your CV/application and to convince them to invite you to 
an interview, because it captures your enthusiasm for a particular job/role.  A general purpose covering 
letter cannot do that and, if used, will be a much less effective tool in your job search.  

You will need to: 
• Read the job details (if available), or seek to find more information about the types of roles available

through conducting your own research (e.g. using job profiles, job adverts and personal contacts).
• Research the company and sector thoroughly and as widely as possible, gaining an idea of the

most relevant language and terminology to use in your letter.
• Tailor your letter to the specific organisation and job/role you are applying for.
• Use the letter to convey your enthusiasm and interest in the position.
• Emphasise your key selling points - linking them to the job/role.

Top Tips 

• Always follow any instructions given by the employer, exactly.
• Keep it succinct, focused and well-structured – one side of A4.
• Some employers e.g. hospitals/schools, may expect a longer letter. In such cases, include a more

detailed description of your relevant experience.
• Whenever possible you should address the letter/email to a named individual (never use “To whom

it may concern”). If you are not provided with this information you may have to actually telephone
the organisation to obtain the name of an appropriate contact.

• Set it out using conventional business letter format i.e. include both addresses (yours and theirs),
and use 'Yours sincerely' for a letter addressed to a named person (Dear Mr / Mrs) and 'Yours
faithfully' for an un-named person (Dear Sir/Madam).

• Style and content won’t make up for poor spelling or grammatical errors.
• Use clear, professional language - don’t use jargon or abbreviations.
• Positive, action-orientated words will give your letter greater impact – see our ‘Guide to CVs’ for a

really helpful list of powerwords.
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• Match the tone of the letter to the organisation. For example, an advertising company may 
appreciate a more flamboyant approach, especially for creative positions. A law firm is more likely to 
appreciate a more traditional approach.  

 

Possible structure 
 
Opening: State your reason for writing.  Name the specific position for which you are applying, including 
the job title and reference number (if any). Mention where you found the job listed (company website, 
university careers website, newspaper, etc.)  For speculative approaches, be clear about what you are 
asking for e.g. work shadowing, placement etc. 
 
Middle: There are two sections to this: why them and why you?   
 
Why Them 

• Explain why you are interested in working for this particular employer and/or in this sector/industry, 
and in this type of role.  

• Avoid being vague, find specific reasons why you want to work for them, for example it may be the 
products or services that appeal to you, or the clients they work with, or their company ethos etc.  

• Research the company, look at their website and ideally find out more through annual reports, the 
business press or by talking to people that already work there (try Bath Spa Alumni Facebook Page 
or LinkedIn University pages). 

• Demonstrate that you also understand what the job entails by stating what attracts you to the role 
and your aspirations for the future. 

• It is also important to convey passion and enthusiasm (without using the words ‘passionate’ and 
‘enthusiastic’ – as these are overused and come across as cliché) so the employer feels that you 
really want the job and that your letter isn’t one of 20 identical letters being sent out. 

Why You 
• Highlight why you would be great at the job by emphasising your key selling points, linking them to 

the job role (remember to use the job description/person specification).  
• You might choose to talk about your degree, work experience, placements, volunteering, and 

hobbies/interests but don’t merely reiterate information from your CV word for word.  
• This may take more than one paragraph, but try and keep each paragraph limited to one theme or 

topic area, so that it offers clarity and structure. 
• Avoid generalised statements, be specific and provide evidence to support what you have written. 
• Check that you have not repeated the same points. 

 
Closing: Avoid telling the employer that you know you are ‘the perfect person for the job’, or that you 
are their ‘ideal candidate’. You don’t know that. Instead, reiterate your strong interest in the position and 
state when you're available for interview.  If it's a speculative application indicate that you'll follow up 
with a phone call, usually in a week or two.  
 

Additional information  
 

• There may be additional information that you would like to share with the recruiter, but you may be 
unsure how to approach it.  For example, you may have a disability, visa restrictions on your 
eligibility to work, poor exam results, gaps in your CV, or changes of direction.   

• There are no "rules" about doing this, and you may find it helpful to talk this over with an Careers 
Employability Consultant.  
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• However, as a guide you should use your cover letter to present a positive focus on these things, 
such as what you learnt from the experience or the qualities you have gained through overcoming 
obstacles. Stick to the facts and be clear about why they need to know this information.   

• In the pages that follow there are some example cover letters that may also help you to identify 
ways of approaching this. 
 

Common mistakes: 
 

• Too short – your letter is as important as your CV in telling the recruiter about your key skills and 
achievements relevant to the job.   

• Too much text – make it easy to read, break it into paragraphs or bullet points. 
• Too much emphasis on what you hope to gain from the job rather than what you can offer. 
• Not mentioning the recruiter and why you want to work for them. 
• Using weak or passive language; avoid such phrases as "I feel" and "I believe." Your statements will 

be much stronger without them. Try to use phrases such as "I am confident that...,"I am convinced I 
can...," or "I am positive that my...” 

• Starting every paragraph with “I”. Use a mixture of starting points for example “Having studied x...”, 
“Throughout my work experience...” 

• Repeating word for word what is in your CV – you are trying to give them a flavor of the highlights 
and not all the facts. 

• Typos, spelling mistakes and poor grammar. Make sure your spell checker uses UK English, and if 
possible ask someone else to proof read your CV and covering letters.  

 

To attach or not to attach...that is the question! 
 

• When emailing your application you should follow any instructions that you have been given by the 
employer first.  

• If there are no instructions, for advertised positions attach the CV/application form/cover letter as 
separate documents – so they can be printed out easily, and include a brief note in the body of the 
email: “Dear X, Please find attached my documents in application for the position of X. I would be 
most grateful if you could confirm receipt. Yours sincerely/faithfully, X”.   

• If you are applying speculatively, you might wish to write the cover letter in the body of the email 
instead, so that you are grabbing their attention immediately. 
 

Additional Resources and Examples: 
 

• Examples of covering letters: http://www.prospects.ac.uk/covering_letters.htm  
• How to structure your covering letter: https://targetjobs.co.uk/careers-advice/applications-and-

cvs/271393-covering-letter-essentials-for-graduate-vacancies  
• How to stand out from the crowd: http://www.theguardian.com/careers/cover-letter-example  
• More expert advice for graduates: http://jobs.theguardian.com/article/4351357/covering-letter-tips-

expert-advice-for-graduates  
• A creative job could require a creative approach to your covering letter: 

http://www.theguardian.com/careers/covering-letter-examples  

 
 

http://www.prospects.ac.uk/covering_letters.htm
https://targetjobs.co.uk/careers-advice/applications-and-cvs/271393-covering-letter-essentials-for-graduate-vacancies
https://targetjobs.co.uk/careers-advice/applications-and-cvs/271393-covering-letter-essentials-for-graduate-vacancies
https://targetjobs.co.uk/careers-advice/applications-and-cvs/271393-covering-letter-essentials-for-graduate-vacancies
http://www.theguardian.com/careers/cover-letter-example
http://jobs.theguardian.com/article/4351357/covering-letter-tips-expert-advice-for-graduates
http://jobs.theguardian.com/article/4351357/covering-letter-tips-expert-advice-for-graduates
http://jobs.theguardian.com/article/4351357/covering-letter-tips-expert-advice-for-graduates
http://www.theguardian.com/careers/covering-letter-examples
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Email (Work Placement) Source: The Creative CV Guide, Jan Cole, 2010 
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Email (Internship) Source: The Creative CV Guide, Jan Cole, 2010 
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Letter (Freelance) Source: The Creative CV Guide, Jan Cole, 2010 
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Letter (Advertised Job) Source: www.prospects.ac.uk 
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Letter (Advertised Job) Source: www.prospects.ac.uk 
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Letter (Speculative) Source: www.prospects.ac.uk 
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Letter (Speculative) Source: www.prospects.ac.uk 
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Letter (Disclosing a Disability) Source: www.prospects.ac.uk  
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Letter (Disclosing a Disability) Source: www.prospects.ac.uk 
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Letter (Gap in Employment) Source: www.prospects.ac.uk 
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Letter (International Student) Source: www.prospects.ac.uk 
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Letter (Masters Student) Source: www.prospects.ac.uk  
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Further Support from Bath Spa Careers 
 
If you would like further support from Bath Spa Careers & Employability go to bathspa.ac.uk/careers to 
see the ways in which you can access our service, including workshops and events, appointments and to 
access our extensive range of resources. 
 
You can also contact Careers Reception on 01225 875525 or at careers@bathspa.ac.uk.   
 
Please note that Bath Spa Careers does not endorse particular organisations. 
 
(This guide was last updated in Summer 2019).  
 
 

mailto:careers@bathspa.ac.uk


GET A HEAD START 
We’re here to help you get a great start to your career.  
We’re open all year round, so come and visit us in the 
Careers Space, book an appointment, or get in touch.

Careers Space, SL.G04 
Steward’s Lodge 

careers@bathspa.ac.uk 
01225 875525
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Follow /bathspacareers

Every effort has been made to ensure the information in 
this leaflet is accurate but we recommend that you check all 
details carefully. 
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