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Cover Letter Template
A cover letter allows you to pull out key information from your CV, demonstrate your key achievements and show your personality and why you think you’d be a good fit. It’s important to keep it short, relevant, and focused on what you can offer.
Replace the bracketed text below with your own details. Aim to keep your cover letter to one page.

[Your Name]
[Your Phone Number]
[Your Email Address]
[Date]

[Hiring Manager's Name, if known]
[Company Name]
[Company Address, if known]

Dear [Hiring Manager's Name / Hiring Team],
I am writing to apply for the [Job Title] position advertised on [where you saw the role advertised]. With [number] years of experience in [industry / type of work], I believe I would be a strong fit for your team.
In my current/most recent role as [Your Job Title] at [Company Name], I [briefly describe one or two key responsibilities or achievements - use numbers where possible, e.g. “managed a team of 6” or “improved turnaround times by 20%”]. This experience has given me [skills relevant to the new role], which I understand are important for this position.
What attracts me to [Company Name] is [something genuine about the company - their reputation, values, the type of work, growth opportunities, etc.]. I am confident that my [key skill 1], [key skill 2] and [key skill 3] would allow me to contribute from day one.
I have attached my CV for your consideration and would welcome the opportunity to discuss how my background and skills align with what you're looking for. Thank you for taking the time to review my application - I look forward to hearing from you.
Kind regards,
[Your Name]




Quick Tips
1. Tailor every cover letter - mention the company and role by name.
1. Keep it to 3 – 4 short paragraphs and one page.
1. Use real examples and numbers where you can - this stands out far more than general statements.
1. Match the tone to the company - more formal for corporate roles, more conversational for smaller or hands-on workplaces.
1. Show your personality, excitement for the role and attitude
1. Proofread carefully, make sure there are no spelling mistakes or ask someone else to check it for you.
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