
HOW TO WRITE A COVER LETTER EXAMPLES AUSTRALIA

When it comes to writing a winning cover letter it is often the little things that make a big difference. Here are a few
simple tips of what to include and what not to.

Tie your own skills to the job description. The aim is to paint a picture of success so that he or she cannot
possibly pass your application over without opening your CV. Think of a strong opening to hook the reader in.
State what your motivation is behind your application. If you are applying for an accountant or a legal
position, remember that formality is the norm for many of these organisations. Your cover letter is like a
professional sales proposal to market your skills, knowledge and experience in the best possible light. Refer to
Your Job Advert â€” decide on the top 3 areas of expertise that you need to focus on highlight in your cover
letter. Use a question or leading statement to entice further reading. Proofread and proofread again. Use this
information to tailor your cover letter. However, be careful to not use too much humour in a cover letter.
Support this with specific and relevant examples of your achievements to demonstrate you have what the
employer is looking for. How to write a cover letter 1. In order to get potential employers interested in you,
you first have to show an interest in what they do. This can include relevant experience, education or personal
accomplishments that make you an ideal candidate. Never assume that the recipient will know what position
you are applying for, as companies often have more than one opening at any given time. It should speak to the
reader and tell them exactly why you are the ideal person for the job. If you have any connections within the
company, this would be the place to do your name-dropping. Assume that errors are ignored. Spell check and
ensure the formatting is correct. Take the time to tailor your cover letter, or have a professional cover letter
written for you. Ask for an interview. A cover letter is, after all, a letter, addressed directly to a recruiter or
hiring manager. Optimise the subject line, if you can. You should also check for press releases, news, articles
or anything else that might give you a clearer picture of the organisation and its culture, as this will help you to
adopt the right tone in your cover letter. You cover letter needs to be presented in the same format that your
resume or CV is formatted. If you are applying for marketing position with a company you know is quirky,
feel free to be a little more casual. Describe your abilities in terms of how your experiences will benefit the
organisation. It enables you to briefly summarise why you are the right person for the job, before the reader
goes on to find out more about you in your CV. Confidence can land a job. Proofread your cover letter â€”
make sure there are no spelling mistakes, and not too many repetitions of the same words. What's special
about you? They want to see how your currents skills, knowledge and experience relate to the criteria they
have listed in their job advert. Not all candidates make the effort to write a tailored and personalised cover
letter that communicates why you are genuinely interested in, and suitable for, the job you are applying for.
Just as you would in your CV, use strong verbs to demonstrate action and accomplishments, such as
"organise" or "supervise".


