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Cover Letter in response to an advertised job vacancy.

Cold canvassing cover letter, i.e., a letter you write to make a direct

approach to an employer to express interest in future jobs.

A cover letter is a brief, one page letter that accompanies your résumé

and any other required job application documents. 

The two main types of cover letters are:

Learning Outcomes

Understanding the role of cover letters in the job application process.

Understanding of categories of cover letters.

Skills in writing cover letters to help you get a job. 

The information in this career resource will develop your:
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What is a Cover Letter?

Gives you another chance to highlight what you can offer the role,

why you would like to work for the organisation and why you

should be considered for the next stage of the recruitment process.  

May help the recruiter select you for the next stage of the

recruitment process.

There seems to be quite a bit of confusion about whether a cover letter

is required these days. Some job boards on the Internet request a cover

letter and résumé, some request a résumé and a cover letter is

optional, some request a résumé and some simply involve filling in an

online application form. 

Clearly, a cover letter is mandatory when it is requested. Failure to

submit a cover letter when it has been specifically requested may

result in your application being rejected. 

When a cover letter is optional, it is highly recommended that you write

a cover letter. Getting a job is a tough gig. Including a cover letter when

it is optional:

Cover Letter Confusion



Even when a cover letter is not specifically requested or is optional, preparing a cover letter may

give you the edge in being selected for the next stage of the recruitment process. It shows that you

are proactive and that you are willing to put in extra effort.
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How to Present a Cover Letter 
Cover letters are presented in business letter format. They are usually word processed. If you are

posting or delivering your application in person, your cover letter should be printed on plain white

A4 paper and attached to the front of your résumé and any other  accompanying documents. 

If you are emailing your cover letter with other job application documentation, send your letter in

Word.doc, Word.docx format, or other format that the employer specifies as acceptable in the

information about how to apply.

Make sure the font style and size used for your cover letter matches that used in your résumé and

any other typed job application documentation you are required to submit. This makes your

application look like a complete package.

Some employers specifically request a handwritten cover letter. If you are required to prepare a

handwritten cover letter, it should be neatly handwritten on unlined white business letter paper in

professional business letter format.

Tip: To help keep your handwriting straight on unlined paper, use paper clips to attach a sheet of

lined paper behind your plain sheet of business letter paper. You should be able to see the lines

behind your letter paper. This should enable you to keep your handwriting straight.

Content 
Your cover letter should be tailored to the specific role that you are applying for. Below is a guide to the

content you can include in a cover letter. Try to find out the name and position of the person you write to.

Sometimes this will be specified in the job advertisement. If not, a quick phone call or email to ask the

name and position of the person you should write to is usually all that is needed.
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Your Name

Your Email 

Your Mobile

Date of the letter (e.g., 12th February, 20XX) 

Name of recipeint (whenever possible) 

Position 

Organisation 

Address 

Town/City State/Territory Postcode 

Salutation/Greeting (e.g., Dear Ms xxxxxxxxx) 

(If you cannot find out the name, you could use Dear Sir or Dear Madam or Dear Manager)

Optional Subject line - identify the specific position you are applying for, including a position

number if there is one.

Short paragraph that tells the recruiter that you are interested in the specific role that was

advertised. In the case of a cold canvassing letter, the type of work opportunity of interest to you.

Add brief statement highlighting your fit for the role.

Middle paragraphs outlining what you have to offer the role, i.e., how you meet the employer’s

needs and expressing your interest in working for the business or organisation. You may wish to

include your best selling points for the role as bullet points.

A paragraph advising that you have attached your résumé (and any other required documents) and

to express interest in an interview or meeting to discuss your interest in the role.

Yours sincerely

Your signature

Your name
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Shows your genuine interest in the business or organisation.

Puts you in control of your job search. Instead of waiting to hear back

from an employer, you are being proactive following up with the

employer.

Gives you an opportunity to network with employers and

demonstrate your fit for their organisation and the type of role you

are seeking.

Tip: In the last paragraph of a cold canvassing cover letter, you may wish

to add a sentence to tell the employer that you will call in about a week

(or two) to see if they have had time to consider your request. This:

If you do this, be sure to contact the employer at the specified time,

otherwise you may appear to be unreliable!

Final Check

Check and re-check spelling, punctuation and grammar. 

Give your letter to your parents, a Careers Advisor, a teacher, a

mentor, or friends and ask them to review your cover letter. Make any

changes that may be needed. 

Before attaching your cover letter to the front of your application:

Tip: Keep a digital version of your cover letters. You can use old cover

letters for ideas on how to write current cover letters tailored to the role

you are applying for.



Additional Resources
www.growcareers.com.au/index.php?id=18

www.myfuture.edu.au/career-articles/a-good-

cover-letter-is-more-important-than-you-think

www.jobjumpstart.gov.au/sites/default/files/too

ls/2019/08/cover_letter_quality_check_-

_tip_sheet_aug19.pdf

1.

2.

3.

Grow Careers
get more

information on
cover letters,
samples and

templates

Job Jumpstart
check out the cover

letter quality
checklist

myfuture
read career article

on cover letters
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