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Using a cover letter as part of your application process.

A cover letter is effective if you are specific about the role that you are applying for and if you know the name of the hiring person.  It then becomes possible to address your letter in a focussed and specific way.
A good cover letter has the following items:
1. A short synopsis of your resume that you have extracted and that is relevant to the role that you are applying for.
2. Demonstrate a deeper understanding of the role and it’s deliverables, and how your strengths are specifically well matched.
3. An easy way to contact you with many options (Email and telephone numbers).  Ensure that these remain accurate.


Example
From: 
ABCD
Email – abcd@efgh.com
Telephone:
000-345 6789

Attention:
Joan Soap
HR manager
To be the best
Address

Dear Ms Soap
Please accept my application for the role of Administrator that is available in your team.  I saw that the role was advertised on a job board and was also referred to you by Ana that is currently in your team.
I have a diploma in administration and I’m incredibly proud of my work experience that I have gained in my preceding two roles.  In my current role I am solely responsible to ensure the smooth running of operations and I report into the branch manager.  I have received awards for good customer services and dedication to my job.

I enjoy working in a high performing team and am keen to take on additional responsibilities and continue to grow my competence in administration. I am aware that your team works under tremendous pressure, and I believe that I would make a positive impact in your team.

Thank you for considering my application.  I have attached my CV for more details about my work experience.  I will follow up with you in a weeks’ time to find out if I can offer you more information about myself.

Yours sincerely 
ABCD
000-345 6789



 



