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Cover Letter Cheat Sheet 
 

- No more than 400 words long (1 side of A4) 
- No addresses, dates, letterheads, designs, or photos 

 
Structure 
 
1. Opening Greeting → 2. Who are you, and what do you want? → 3. Why do you want to 
work for this company? → 4. Why this role → 5. Why you? → 6. Availability 

 
1. Opening Greeting 

 
- Give the name of the recruiter if you know it → If not use “Dear Sir/Madam” 

 
2. Who are you, and what do you want? (25-50 words) 

 
- 1. What year are you in? → 2. What degree are you studying? → 3. Where are you 

studying? → 4. What position are you applying to and where? 
 

3. Why do you want to work for this company? (75 – 125 words) 
 

- 2 - 6 unique facts about the company 
- Facts: Financials, Clients, Key events, Awards, Unique Language, Research, History, 

Industry News 
- Sources: Company “About Us/History” page, Annual report, Google News, Large News 

websites (BBC, Reuters, Bloomberg), Wikipedia  
 

4. Why this role? (50 – 100 words) 
 

- Find/use a job description 
- 1. What is the role? → 2. What would you need to do day to day? → 3. What skills do 

you need to do this job well? → 4. What training would you receive?  

 
5. Why you? (50 – 100 words) 

 
- Only part where you speak about yourself 
- 1. Do you have any related experience? → 2. What skills do you have that relate to 

the job? → 3. What is an interesting fact about you? 

 
6. Availability (15 - 25 words) 

 
- Thank them for reading your application → Tell them what date you can start → End 

with “Yours sincerely/faithfully” 
 
Editing 
 

- 5-minute break, then re-read with a spellchecker for SPG 
- Print off / read out loud to catch missing words or weird sounding sentences 


