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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!

• It 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



Cover Letter

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


Cover Letter Template

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



• Full Name

• IC Details

• Date of Birth

• Address 

• Contact Number and Email Address

• Driving License details 

Personal 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



• 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 



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

Don’ts

Copy and paste your current and previous JDs

Long and narrative

Sell yourself short 



QUALIFICATIONS AND SKILLS



• 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

Qualification and Skills



REFERENCES



• 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 



References 

Don’ts

Do not make your reference personal or biased – for example 

spouse, parents 



PRESENTATION AND LAYOUT



Presentation and Layout 

Proof Read – Spelling & 
Grammar

No more than 2 sides of 
A4 page

Logical Easy to 
Read

Simplify and not too 
flashy

Consistent Formatting

Bold 
Headings 

PDF



Presentation and Layout 



Good Basic Layout  



Good Basic Layout  



Bad CVs  



• Spelling and Grammar mistakes – a survey show 56% of
employers found lots of grammatical and spelling errors

• “Thesaurusitis” - using the wrong synonym e.g. I 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

Common Mistakes



45%

35%

16%
14%

1%

 EXPERIENCE

QUALIFICATION AND SKILLS

ACCOMPLISHMENTS

GRAMMAR AND SPELLING

CONTACT INFORMATION, COMPUTER SKILLS

What Do Recruiters Look For?



Your CV is a live document

Update it when necessary 

Customize it when necessary

Keep your CV updated



END 
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