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COVER LETTER



Cover Letter

* Your Reason and Why You?
* One of the most important part of your application
* Provides the opportunity to convince the panel that you are a strong candidate
* Be bold, be confident and talk about yourself in a positive way
* Relevant, Short and Straight to the Point!
* |t should be compelling
» What do you bring to the role?
" How would you add value?

= A short description of your strengths
= Also address your key accountabilities, experience and qualifications



Cover Letter

JANE SMITH

3465 Santa Helena Drive| Georgetown, Kentucky 23408
Home: (777) 777-F777 - Email: janesmith@gmail .com

David Johnson
33 Smith Road, Wallingford
Connecticut, 06333

Dear David,

I am writing in reference to your posting seeking a Marketing Director. As a marketing profes-
sional who has expertise spearheading the management of innovative and effective campaigns
leveraging a combination of email communications, online content, and traditional channels, I
feel that my experience can make a positive contribution to your organization. I offer the
attached resume for your review.

My career profile reveals my ability to successfully fulfill the responsibilities required of a skilled
marketing professional. Whether actively monitoring performance statistics, including cost per
lead, cost per sale, and other conversion rates to refine and improve strategic planning, or
managing the entire life cycle of a sale, from lead to conversion, I have always exceeded expec-
tations by providing the highest levels of expertise, service and professionalism.

If you are searching for an experienced Marketing Director who has the drive and ability to
develop effective marketing strategies based on thorough research and analysis, please contact
me to arrange an interview. I am eager to learn more about how my contribution can present
innovative solutions to the challenges facing your company.

Sincerely,
Jane Smith


Cover-Letter-Template.pdf
Cover-Letter-Template.pdf

Cover Letter Template
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Salutation
Dear [insert name of hiring manager],

Body
First paragraph: Mention the job you’re applying for and where you found the job listing.

Middle paragraph(s): Discuss your qualifications. These paragraphs should be specifically
tailored to requirements posted in the job listing. You might also consider including why this
specific company interested you in the first place. Limit this section to two to three
paragraphs.

Final paragraph: Discuss the next steps. If you are going to follow up in one to two weeks,
mention a specific date. If you would prefer to leave the ball in their court, say that you look
forward to discussing your qualifications further. Also provide your email address and
phone number. Don’t forget to thank them for their time.

Close
Best,
[Insert your name]



Cover Letter

Dos

Make it short and impactful
Ensure Relevance

Ensure Integrity




Cover Letter

Don'ts

Don’t exaggerate your abilities




PERSONAL DETAILS



Personal Details

* Full Name

* |C Details

* Date of Birth

* Address

* Contact Number and Email Address
* Driving License details



Personal Details

Dos

Ensure the phone number provided is reachable

Choose a sensible email address




Personal Details

Don'ts

Do not include irrelevant information for example:
- You do not need to include your sibling details
- Where you were born
- Your favourite food




CAREER HISTORY



Career History

* Write a timeline for your career

* Put your most recent job first and work backwards

* Include achievements and task. Do not create this part to read like a
job description. Achievements adds life to your CV, not generic

descriptions — Make it Count!

* Show results and deliverables. For example successful completion
of a project instead of mentioning being in a project team

* What makes you employable?



Career History

Dos

Use Action Words — Developed, Planned, Executed

Relate skills to the job. For example problem solving skills in
projects, negotiation skills in contracting

Analyse the JD of the role that you are applying for
Use bullets Points

Keep it short and concise




[\

Career History
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Don’ts

Copy and paste your current and previous JDs
Long and narrative

Sell yourself short




QUALIFICATIONS AND SKILLS



Qualification and Skills
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* List down your educational achievements, starting with your highest
qualification

* Provide more details, where possible, so that your prospective
employers can read more in to it, if they want to know more

* Advertise your skills in your CV. They grab people’s attention and
could be key in getting to the next stage

* Highlight relevant professional and leadership courses

* Include not only technical and functional courses, but also those on
development (e.g. Personal Leadership Challenge), IT, and HSE



Qualification and Skills

Dos

Understand the competencies required for the role
Keep it organized

Ensure Relevance and highlight those that will contribute to the role




Qualification and Skills

Don’ts

Do not fabricate

Do not go all the way back such as including your
nursery or kindergarten details




REFERENCES




References
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References are where your prospective employers can look into
your performance / academic history

Choose your referees wisely. Ensure that these people will add
value to your application and familiar with your skills and
achievements.

You should have at least 2 references. Ensure to inform them
ahead

Include their names, job and most importantly contact details



References

Don’ts

Do not make your reference personal or biased — for example
spouse, parents




PRESENTATION AND LAYOUT



Presentation and Layout

Proof Read — Spelling & Simplify and not too
Grammar flashy

No more than 2 sides of

Ad page Consistent Formatting

Bold
Headings




Presentation and Layout

THOMAS A. EDISON,

LIGHTING DESIGNER

1883 4™ STREET #28B
MENLO PARK, NJ 07305
(201) 555-6917

PROFESSIONAL EXPERIENCE:

2002-03 SEASON: RESIDENT LIGHTING DESIGNER,
FLORIDA TEENY TINY THEATER (SARASOTA, FL)

2000-01 AND 2001-02 SEASONS: RESIDENT LIGHTING DESIGNER,
TERMITE STAGE COMPANY (WESTCHESTER COUNTY, NY)

DATE THEATER PRODUCTION DIRECTOR

TERMITE STAGE KILLING TIME 6. MARCONI

11/01 TERMITE STAGE THE COUNTRY &IRL J. 6UTENBERG

8/02 THEATRE PLAY BEAUTY AND THE BEEPS JAMES WATT
(WORL PREMIERE)

10/02 THEATRE PLAY EUBIE BENJAMIN

FRANKLIN

EDUCATION:

JUNE 1978 BS IN EDUCATION

OTHER ACCOMPESHMINTS:

4/10 EARNED 190,000 XBOX ACHIEVEMENT POINTS

iagi Ann Jezreel B. Re

iLot 10 Greentown Vilias | Mambog 3, Bacoor Cavite.
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Good Basic Layout
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John Smith
Your NAMEHERE s
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AL Damcsurmamo@gmail com

EDUCATION Hacheloe of Sci Interds

WORK EXPERIENCE
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LANGUAGES
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Good Basic Layout

Thomas Hardy
Frontend Web Developer

I'm a Web Developor with o passion for the InMernet and the digital w

AN AL A VEry YOung age when | dabbled with creating

using HTML. Since then | have been hooked on creating of

Frontend Web Developer at Union Room

1 web doveloper
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Freelance Web Developer
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) freciance wob developer since 2007 o

 of difecent cllents ranging

Northumbria University

Wed D oI Devwicpos ~

| gradusted from Northumibe niversity in 2011 vwith a Fiest Class Degree

n ' Web Design andd Developms
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Curriculum Vitae

Address: 60 Hendford Hill, MOULDSWORTH, WAG 8DE, United Kingdom

DoB: 27 February 1985

Personal Profile:

Tel: 07900257283 Email: coolguy007@hotmail.co.uk

Nationality: British

and P Qa0irg Ut

Gender: Male

Marital-status: Single

CURRICULUM VITAE

S HELLO MY NAME IS RICCARDO SABATINI.

I am a hard-working individual who enjovs working. I am excellent at meeting deadlmes. I
have two years of experience in business and I would like to contribute to a business with my
excellent skills and past work experience.

Education:
1991 — 1992
1992 - 1994
1996 - 2002
2002 - 2004
+ English: A*

Collingham Gardens Nursery
Stamford Primary School

Hall Green Secondary School
A-Levels Sandwell S1xth Form

‘V’\Q

+ Mathematics: C

+ Biology: B
* Geography: A
* Business: C

October 2004 — Tune 2007

Work:

2011 —Present
2008 -2011
2006 - 2008
2005

2003 = 2003
2002

2000 -2001

Hobhbies:

I enjov skiing, hiking,

Reference:
Mr Evan
Tesco

ﬁ irmingham BS5c Psychology

IT Support Assistant ABC Electronics Ltd.

IT Admin Dana Corporation

IT Assistant Mé&M Electric Vehicles Lid.
Cleaner K Lacey Led.

Houselceeper Plaza Hotel

Packer Packaging Products Lid.
Cleaner TB Group Inc.

playing football, bird watching and going to Church on Sundays.

Birmingham, West Midlands, B35 1KE, United Kingdom Europe, World, Universe.

Tel: 078 4320 3833

E-mail: evan sanders82 @hotmail com

N A SHORT PRESENTATION.

1 4 o iealien praphic-desigmer. with a first claes bachelor of arte degroe at Accademia ltalana - Usiversity of Wales.
Besides my spocialization, | Bave an extreew passon 1 week with sverything is visual, frees phocography 10 digital art to
many othar Gields. My main grals ane 10 reoeive the best feedhack for whias Tds, and 1o do it in the best way. Phas b improve

abways iy style and to do something differest each tisse.

ROUTINE IS NOT HEALTHY FOR DESIGNERS,

MY SKILLS SET. HOW | WORK!

1 ke o work &
styhes, 50 1 wsed 10 combine 4 bt these soltwares
together, interaction is & £reat weagon of choice,

N MY WEAPONRY.
[ ADGBEPHOTOSHOP 11 csers
) sovee wwustaaton .«
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| AM ON THE INTERNET, OF COURSE!
1 have uplanded tmy matorisd online from the boginaing to
Confiont myeef (n & wieklwide rangs. sl 10 bnep in

be imepired and (0 inspire, and w o profissicnally grow

N MY VIRTUAL EXTENSIONS.
@ L perroushetives
HEHANCE bebance.netirichardsabatini
@B UEVINIART richardiherough deviantart.com
n FUCKR fiekr.comipbotos/richardtberough
. LRKED ™ Kinkedincomvin/riccardosabatini

@ 7/0500K tacebookcomvriceardorabatinidesign

N MY SPECIALTIES, WHAT 100!

1 tike 10 work oo diffcevt fields, and o use
delferent techniques. besides graphic design.

(E) woouervies [ mwerosnuey (25 swon & moume [ oomwant
(W) rrossary & mevsonen [ s (55 morsen [ e

@ venomen B memwwnunoy ) s [(0) wroeens 559 musmane

N MY EXPERIENCES, WHAT I'VE DONE!

| work since the beginaing, for perwnal projocts,
online competitions. (reelancing and employed

N PEESONL PRRECTS (uince 2006) expecimentitions of
ifforesst tyyology and media, from abstract art 1o poster
dewigm and smnch moes, all visiles o my online portfolion.

 CUIE CHMPTIIENS uocn 3006 constans partapation

M ACADEMC PRIFECTS (uince 2000) big peoects dane durieg
wniversity an progosalollaborations with famous brands
wach ne Swatch wnd other important local realities.

N ACCATENEA TALWMA (ywar 2010 - early 2011) ant directioon,

digital ant

N FRETLASCE COMMETING (visce 2008) design and pesduc-
tie of miscellanous typology, from the flyeewposters for
wventn to of packnges for bands and artists. Jogon etc.

and production of the communication for the
international design scadeesy Accademas aliana, the saime
waiversity where | Bave been

D 130 YOUEST (since 2011...) curvently searching

N THE RESPONSE CORNER, MAKE YOUR CHOICE! @" “”‘""r @ ?
EXPECTED TIME TO READ : 57 SECONDS

N THE TRRSHCAY

Yomrs Fonthfuty, Micxnrds Sohatims




Common Mistakes
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* Spelling and Grammar mistakes — a survey show 56% of
employers found lots of grammatical and spelling errors

* “Thesaurusitis” - using the wrong synonym e.g. | am a
strenuous student

* Gaps in your timeline; ensure that your career history is
complete and accurate

* Lack of evidence; this can provide an incomplete picture and
reduce your chances of getting a job



What Do Recruiters Look For?
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Keep your CV updated

Your CV is a live document
Update it when necessary

Customize it when necessary
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Manpower Policy and Planning Unit
e-mail: mppu@jpm.gov.bn

JCB hotline: +673 2444123

Or visit us at:

JobCentreBrunei,

Former BINA Building, KM 8,
JalanPerindustrianKampungBeribi,
Bandar Seri Begawan


mailto:mppu@jpm.gov.bn

