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Cover letters are your first chance to introduce yourself to a potential employer and 
provide some information about yourself and why you are suited to the position you 
are applying for. As it is your initial contact with the employer and you have the 
opportunity to make a strong first impression, the letter should capture the employer’s 
attention. The cover letter should complement a good resume (refer to the CareerHub 
‘Resume’ info sheet). 

The following sample cover letters have been included and should be adapted and 
personalised to suit the job you are applying for:
•  Standard format - use this in addition to sending your resume for a position
•  Speculative format - use this for speculative job applications where there is no 
    advertised position, or for work experience
•  Selection Criteria format - use this when you will be separately addressing 
    selection criteria. It is shorter as much of the information will be detailed in your 
    statement addressing the selection criteria.

Writing your cover letter
To write an effective cover letter you should follow these steps:
•  Use Australian business letter format (a template can be found on MS Word)
•  Address the letter to a person or if this is not possible, address the organisation or use 
     the position title of the organisation contact
•  Telephone the contact listed in the advertisement to ask them whom to address your 
     cover letter to if you are unsure. Be sure to ask for the correct spelling
•  Research the requirements of the company and the position, then address your 
    suitability for the position by relating your experience, skills and knowledge to the 
    stated criteria
•  Ensure that you provide examples of how you meet the position requirements
•  Each employer is different and so is each job you will apply for. You should therefore 
     ensure that every cover letter is customised.  
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Emailing cover letters
In your email text, you should be professional and inform the person you are sending 
the email to that your cover letter is attached (along with your resume or any other 
application requirements).

Speculative cover letters
It can be an effective job search strategy to write speculative letters to employers, 
particularly to smaller businesses. Preferably, contact the organisation first and talk with 
the Manager of Human Resources or the Manager of the section which you are interested 
in joining. As there is no job vacancy advertised and no stated criteria, use the middle 
paragraphs to indicate your knowledge of the requirements of the position/s in which you 
have an interest, the organisation and your demonstrated skills and abilities. You should 
always follow up a speculative application to check that they received it by contacting the 
person you sent your application to.  

Cover letter tips
•  The cover letter is one of two essential documents which are part of any 
    application. In some cases, you will be asked to add others, such as a statement 
    addressing selection criteria, or to fill in an online application form.
•  The cover letter and the resume are complementary and must be mutually 
    supportive. The resume summarises your background/history, and the cover 
    letter makes a claim, an argument, as to why you are a good applicant.
•  Cover letters are only ever ONE PAGE and tailored to each job you apply for
•  Tone must always be positive i.e. rather than using “I have not..” or “I don’t have 
    any experience in...”, consider using phrases like “I have had similar experiences 
    working with...”
•  Check and re-check spelling, grammar, neatness, format and overall appearance
•  Show passion and enthusiasm - Try using “I am really looking forward to...”; “I 
    welcome the opportunity to...” and “My experience in... has confirmed my 
    passion for this industry
•  Try to avoid self evaluation. Overusing statements starting with ”I think..., I feel..., 
    I believe..., I want...” can weaken your application. It is much stronger to 
    demonstrate skills by referring to where you developed the skill or used that skill 
    in a related setting
•  Keep your sentences short and to the point. Use action verbs whenever possible 
    (e.g. organised, coordinated) and key words that relate to the work 
    (e.g. construction)
•  Keep the job advertisement and copies of everything you send - you’ll need to 
    refer to them if you are selected for an interview
•  If you do not receive a reply within 2-3 weeks following the closing date for 
    applications, you can contact the employer to follow up on progress of the 
    recruitment process. This can show your enthusiasm and desire to work for 
    the organisation.

ABC
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Cover letter guideline
While a resume can have many styles within the principles of clarity, a cover letter is a 
business letter and should be presented as such. The following structure should not be 
varied unless the job advertisement asks for something different.

Your Mail Address
Email
Phone Number

Date

Employer Name
Employer Position
Employer Contact Details (Mail, email, phone)

Dear (Insert name or position title or Dear Madam/Sir, but never “to whom it may concern”)

Bold heading such as “Application for the position of XXX”

FIRST PARAGRAPH: State the purpose of the letter e.g. “Please find attached my application for....” followed by “I 
have attached a resume, cover letter, and ... in support of this application”. It is important that the employer knows at 
the start what your application consists of, rather than having to look at the end of the letter.

MIDDLE PARAGRAPHS: Choose the most relevant from any of the following suggestions:
•  Outline what you are doing now and how it relates to the position. Make a link between this and the chosen 
    company. E.g. “I am particularly drawn to this position/company as your recent contract at... is closely aligned to 
    my major project...” or “I am a third year Science student at Western Sydney University interested in this position 
    with your company because...”
• Make links to the position from your life experiences. E.g. “Recently I was to be... which allowed me to...” or “I am 
    involved with... which has developed my skills in...”
•  Make links between your skills and the skills the employer is requesting. E.g. “I am able to assist your company 
    because...” or “I can bring to this position...”
•  Make any other links to the position from your life experiences. E.g. “Recently I was chosen to be... which allowed 
     me to...” or “I am involved with... which has developed my skills in...”
•  Identify and refer to your point of di�erent most related to the selection criteria. E.g. “I can bring to this position a 
     strong understanding of... demonstrated by my distinction average over the four years of study in my... degree”
•  Explain where your passion for that skill/industry/study came from and how you have explored your particular area 
     of interest
•  Refer to work and life experiences or projects completed that are directly relevant to the selection criteria

LAST PARAGRAPH: Conclude with:
•  Your availability for an interview and interest in discussing the position further
•  A “Thank you” for considering your application/presenting the opportunity or their time.

Yours faithfully (only use sincerely if you have used their name above)

Signature
Print Name
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Sample cover letter - Standard format
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Sample cover letter - Speculative format
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Sample cover letter - 
Selection Criteria format
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