
Cover Letter



What is a covering letter?

•A cover letter, covering letter, motivation
letter, motivational letter or a letter of
motivation is a letter of introduction attached to, or
accompanying another document such as a résumé,
curriculum vitae or any other application or request.



A cover letter for CV

•A personal introduction and helps to sell your application

•Why you're the best candidate for the job

Your cover letter needs to show:

•why you are interested in the job

•how your skills and experience match the job

•why an employer should read your CV.



How to write a cover letter

• First paragraph : Begin by stating the position you're applying 
for, where you saw it advertised

• Second paragraph: Write why you’re suitable for the job, what 
attracted you to this type of work, why you're interested in 
working for the company and what you can offer the 
organisation.



How to write a cover letter

•Third paragraph : Highlight relevant experience and 
demonstrate how your skills match the specific requirements 
of the job description. Summarise any additional strengths 
and explain how these could benefit the company.

• Last paragraph - Use the closing paragraph to round up your 
letter. Reiterate your interest in the role and indicate your 
desire for a personal interview

Finish by thanking the employer and say how you are looking 
forward to receiving a response.



A good cover letter should include

• Your name, email address and phone number at the top of the page on the right

• The name of the employer and the contact person's full name on the left

• A reference line – ‘Re: Application for Casual Retail Sales Assistant position’

• An address to the reader directly (e.g., ‘Dear Mr Moyle’ - try to avoid using ‘To 
whom it may concern’ if you can)

• An opening statement that briefly introduces you to the reader

• A main body that highlights qualities and characteristics you have that are 
relevant to the job

• A closing paragraph asking to arrange an interview.
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Job Application

Resume, Curriculum Vitae or Bio-data



Resume

•Education, skills & employment summarized together is 
called a Resume.

•A resume is an outline of what you are and does not list 
down all details of a profile, but showcases specific skills 
customized to the target job.

•The career objective, followed by education qualification, 
project details, major skills, internships, work shops, 
strengths/weakness, interests, personal details….



CV

•CV contains details which are more relating to 
education and life. 

• It is a more in depth details than a resume. 

• It may be 2 to 3 pages or even longer 

• It covers all details in a chronological order. 

• It covers general talent rather than specific skills for 
any specific positions.



Bio data

•Bio data is nothing but an old fashioned terminology 
for Resume or CV.

•The focus is on personal particulars like date of birth, 
gender, religion, race, nationality, residence, marital 
status etc. other than education and experience



Resume, Curriculum Vitae or Bio-data

• A Resume would be ideally suited when experience people apply 
for specific positions where certain specific skills are more 
important than education.

• A C.V., on the other hand should be the preferred option for fresh 
graduates or people looking for a career change. It could also be 
used by people applying for academic positions.

• Bio Data are not common in the international markets where 
personal information like age, gender, religion are not required to be 
submitted by candidates.



Resume CE
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