
Before you get started, try the Pre-Writing Strategies found in this Cover Letter Guide.

Cover Letters
A guide to writing cover letters!

What is a cover letter + what is it for?

Resources

A cover letter is commonly requested when applying for jobs to show your interest 
and qualifications.
The document is 1 page.
The letter provides more details for what you’ve included on your resume.
It is a tailored document you use to highlight transferable skills and experiences 
needed for a specific position.
A chance to explain to an employer what excites you about this position and 
working for their company.

What is a Cover Letter?
Cover Letter Vs Resume
This is Why You Need a Good Cover Letter

https://www.uwp.edu/live/offices/advisingcareer/cover-letter-guide.cfm
https://owl.purdue.edu/owl/job_search_writing/job_search_letters/cover_letters_1_quick_tips/index.html
https://www.forbes.com/sites/carolinecenizalevine/2023/09/25/cover-letter-vs-resume-here-are-the-key-differences/
https://www.askamanager.org/2021/08/this-is-why-you-need-a-good-cover-letter.html


General Structure 

Heading: Name and contact information - this should look like your resume.

Paragraph 1: Express your interest for a specific role. This is where you convince the 
reader to keep reading!

Paragraph 2: Describe your primary relevant experience.

Paragraph 3: Discuss any additional experience.

Paragraph 4: Explain why you are applying for a role with a specific company.

Paragraph 5: Brief summary and ask for an opportunity to meet to provide further 
information.

*See below for an example format!

Resources

How to Structure a Cover Letter
How to Start a Cover Letter
You Quick Guide to Cover Letter Headings
Cover Letter Writing - 3 Easy Paragraphs

How do you write about your experiences?

Resources 

1.  Think about 1-3 experiences that are most relevant to your desired position.
2.  Try the STARR method as you describe your experiences (Situation + Task + Action + 

Result + Relevance).
a.  Always relate your experiences back to the desired job.

3.  Provide evidence for your skills.

The STAR method
Cover Letter Examples
4 Cover Letter Examples 

These examples are compared to a job description!

https://www.thebalancemoney.com/parts-of-a-cover-letter-2060308
https://www.themuse.com/advice/how-to-start-a-cover-letter-opening-lines-examples
https://www.themuse.com/advice/cover-letter-heading-template-examples
https://www.colorado.edu/business/sites/default/files/attached-files/Cover%20Letter%20Writing%202014.pdf
https://nationalcareers.service.gov.uk/careers-advice/interview-advice/the-star-method#when-to-use-star
https://academicsuccess.ucf.edu/explearning/wp-content/uploads/sites/12/2021/09/Cover-Letter-Samples.pdf
https://www.themuse.com/advice/cover-letter-examples-every-type-job-seeker


Additional Tips

Resources

1.  It is usually an expectation unless otherwise stated.
2.  Make a different cover letter for each job application.
3.  Focus on key skills from the job description.
4.  Ask someone to read it to see what might be unclear.
5.  Double check spelling and grammar.

Proofreading
Six Steps to a Great Cover Letter
Building a Resume and Cover Letter
Review Your Cover Letter With a Career Coach!

Summary of Resources Found in This Document

What is a Cover Letter?
Cover Letter Vs Resume
This is Why You Need a Good Cover Letter
Cover Letter Guide
How to Structure a Cover Letter
How to Start a Cover Letter
You Quick Guide to Cover Letter Headings
Cover Letter Writing - 3 Easy Paragraphs
The STAR method
Cover Letter Examples
4 Cover Letter Examples 
Proofreading
Six Steps to a Great Cover Letter
Building a Resume and Cover Letter
Review Your Cover Letter With a Career Coach!

https://www.linkedin.com/advice/0/how-do-you-format-your-resume-cover-letter-readability
https://www.washington.edu/doit/six-steps-great-cover-letter
https://www.workbc.ca/media/171
https://lowentropy.org/career-coaches/
https://owl.purdue.edu/owl/job_search_writing/job_search_letters/cover_letters_1_quick_tips/index.html
https://www.forbes.com/sites/carolinecenizalevine/2023/09/25/cover-letter-vs-resume-here-are-the-key-differences/
https://www.askamanager.org/2021/08/this-is-why-you-need-a-good-cover-letter.html
https://www.uwp.edu/live/offices/advisingcareer/cover-letter-guide.cfm
https://www.thebalancemoney.com/parts-of-a-cover-letter-2060308
https://www.themuse.com/advice/how-to-start-a-cover-letter-opening-lines-examples
https://www.themuse.com/advice/cover-letter-heading-template-examples
https://www.colorado.edu/business/sites/default/files/attached-files/Cover%20Letter%20Writing%202014.pdf
https://nationalcareers.service.gov.uk/careers-advice/interview-advice/the-star-method#when-to-use-star
https://academicsuccess.ucf.edu/explearning/wp-content/uploads/sites/12/2021/09/Cover-Letter-Samples.pdf
https://www.themuse.com/advice/cover-letter-examples-every-type-job-seeker
https://www.linkedin.com/advice/0/how-do-you-format-your-resume-cover-letter-readability
https://www.washington.edu/doit/six-steps-great-cover-letter
https://www.workbc.ca/media/171
https://lowentropy.org/career-coaches/


First Last_Name (Pronouns)
City, BC

Phone | Email | LinkedIn

Day Month, Year

Dear [Hiring Manager/First Last_Name]

Paragraph 1: State your interest in the position / Key skills

Paragraph 2: Most relevant experience

Paragraph 3: Additional experience

Paragraph 4: State your interest in the company

Paragraph 5: Summary / Request an opportunity to meet

Sincerely,

Signature
First Last_Name

This is an example and NOT the only way to design a cover letter.

Name of Hiring Manager
Job Title
Company Name
Street Address
City, BC
Postal Code

RE: Job Name


