
  



  

Cover letter

Or, "a letter that is sent with something to 
explain the reason for it or to give more 
information about it.

It is generally attached to a résumé (=CV), a 
project, or an application.



  

As always, when it gets to write creatively, there 
are no fixed rules, nothing can repress restrain 
your personal style (and it shouldn't, by the 
way). There are conventional formats you may 
follow, prescription about a certain job or 
application, but the content and the form are 
very personal and unquestionable.

Here you are some structural suggestions to 
make your cover letter more effective.



  

Structure:

1. Headings

2. Salutation

3. Opening paragraph

4. Second paragraph

5. Third paragraph

6. Closing paragragh

7. Formal closing



  

Personal information

Name and surname;

telephone number;

email (optionally, other contacts)

Name of the hiring person.

Name of the company.

Date.



  



  

Salutation

Dear... (Name or surname)

Titles: 

- Mrs.

- Miss

- Mr.

To whom it may concern.



  

Opening paragraph: how you get 
your reader hooked.



  

Second paragraph: say why the 
company is perfect for you



  

Third paragraph: say why you are 
perfect for the company



  

Closing paragraph



  

Formal closing

Best regards,

Warm regards,

Kind regards,

Best wishes,

All the best,

Sincerely,

Yours sincerely, 



  

Language:

Formal register (NO "doesn't", "shouldn't", etc.).



  

Be effective but don't be simplistic: sentences 
should not be too long, but don't be a telegraph.

The verb to be is useful, but it is not the only 
English verb.

Be careful with affermative and negative 
sentences.

The pathos of your writing should be conveyed 
by the strength of the words, not by the use of 
exclamation marks.

Ex.

You've done a very very very good job.

You've done a brilliant job.
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