
Covering letter style and content 
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Like your CV, your covering letter needs to relate to the opportunity and employer 
you are applying to, so do not use a standard letter. Match the style of your CV and: 

 avoid using jargon, abbreviations or text language, such as ASAP or „&‟ symbol 

 say briefly why you are interested in the job and why you are suitable for it 

 be specific and don‟t use clichés or generalisations, for example, „I am a good 
communicator‟ 

 be accurate and do not use American spellings 

 remember to sign the letter. 
 
 

Addressing your letter 
 

 Always address the letter to a named person. 

 If necessary, phone the company and ask the title, name, and electronic or 
postal address of the appropriate person.  

 Letters starting Dear Ms Smith should end with Yours sincerely 

 If you cannot avoid sending the letter without a named addressee, start the 
letter with Dear Sir or Madam and end with Yours faithfully. 

 

 
Sending a covering letter by email 
 
Many employers now ask for CVs to be sent by email.  Remember, it is important to 
have an introduction with your CV, whether this is in an attached covering letter or 
within the text of the email.  In the subject line of the email choose an appropriate 
title.  Do not write your addresses at the top of the email as you would in a letter, 
but put your contact details beneath your name at the end of the email. Use formal 
English and proofread the email.   
 
 

Sending a speculative letter 
 
If you are sending your CV to a company without a specific vacancy to target, your 
covering letter will be „speculative‟. You would send it with a CV, tailored to the 
particular type of employment and employer, to raise interest in you and to find out 
about potential opportunities.  
 
It is very important to carry out some research into the employer you are contacting, 
and you should be able to say clearly why you want to work for them, how you are 
suitable for a post and what you have to offer. You should follow the same guidelines 
as for covering letters. 
 
If the letter does not generate a job opening you can ask the employer if they keep 
CVs on file and, if appropriate, explore the possibility of more flexible working with 
them, such as temporary or part-time. You might also want to explore work 
experience or shadowing opportunities. 



Disclosure of a disability 
 

9 
 

Whether, when and how you disclose a disability is your choice, however, you must 
answer honestly on a medical questionnaire. This may ask questions about disability 
and general health and is not usually available to interviewers. If problems arise later 
linked to a disability which has not been declared it could be grounds for dismissal. 
 
Whether or not to disclose can be a complex decision. „Disclosing your disability‟, 
available at www.skill.org.uk/uploads/disclosure.doc, is produced by Skill, the 
National Bureau for Students with Disabilities, and sets out the issues and the legal 
situation very clearly. 
 
The covering letter may be a suitable opportunity for disclosure as it can cover 
information not in your CV, for example, gaps in education or employment. It is 
important to be positive and not to make your disability or health problem the focus 
of your letter. Instead, emphasise any strengths, skills or insights you feel have been 
the result of it and show what you have gained and what you can contribute as a 
result of dealing with your disability. 
 
 
Positive examples of disclosure 
 
“My recent two-month placement within the Customer Service division of HSBC 
developed my ability to deal effectively with people from a wide variety of 
backgrounds, in an organisation which places high value on customer service. 
Additionally, my own experiences as a customer and someone with a visual 
impairment have developed my awareness of the need to treat everyone as an 
individual with individual needs.” 
 
 
“I have a high degree of flexibility and adaptability developed largely as a positive 
consequence of my disability, which has never restricted my ability to provide an 
excellent service to my employers and their clients.” 
 
 
“I have experience and expertise in using a range of complex IT applications which 
were initially developed through the need to overcome my disability at an early age, 
and have developed further at college and university while completing reports and 
assignments.” 
 



Appendix 
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You will find ideas in this section to help with both your CV and covering letter 
 

Useful language and words 
 
Use a variety of positive words to describe yourself and your skills.  Get into the habit 
of using different words and don‟t limit yourself to the following examples. 
 
Achieved Evaluated  Motivated  Presented  
Adapted Facilitated  Negotiated  Progressed  
Analysed Identified Networked Represented 
Designed  Implemented Organised Prepared 
Developed Initiated  Participated Solved  
Enhanced Marketed  Persuaded Supervised  
 
Words for personal qualities – useful for a career statement or profile 
    
Analytical Creative  Flexible  Problem solver  
Approachable  Determined  Focused  Productive 
Assertive Diligent Intuitive Resourceful 
Capable  Efficient Perceptive Responsive 
Committed  Energetic  Persuasive Successful 
Competent Enthusiastic Positive Team worker 
 

Examples of positive words and phrases 
 

 Business, finance and other experience 
 
“Designed detailed marketing plans for a company.” 
“Provided technical assistance to the Desk Top Support team.”  
“Handled household insurance claims in accordance with policy guidelines.”  
“Created records and updated policy information.” 
 

 Communication, customer service  
 
“Corresponded with individuals internationally within the bank.” 
“Clearly conveyed information to other team members, suppliers and customers.”       
“Demonstrated communication skills through group presentations.”  
“Experienced in all aspects of retail sales and customer service.” 
 

 Research, skills development  
 
“Developed skills and knowledge in marketing analysis, marketing objectives, 
strategies and implementation.”  
“Trained in a range of IT software applications.”  
“Researched patent information and file histories from patent databases.”  
“Wrote reports and produced statistical information.” 
“Analysed, compared and evaluated the results of my research.” 
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 Initiative, problem solving, and continuous improvement 
 
“Creative problem solver who has suggested several improvements at John Lewis.” 
“During university I started my own business.” 
“Initiated a regular meeting of students to plan project work together.” 
“Designed and implemented an electronic spreadsheet to record recruitment.” 
 

 Team work 
 
“At Recess Hotel I learnt to be effective in large teams in a fast-paced, aggressive 
environment with an emphasis on verbal communication.” 
“At the bank I developed team skills within a more formal business environment, and 
built good working relationships in order for the team to achieve its objectives.”  
 

 Leadership, management, supervision, responsibility 
 
“Effectively delegated running my website in order to concentrate on my studies.”    
“Delivered staff training to staff members and facilitated CRB checks.” 
“Managed up to 15 volunteers who were accountable to the Students‟ Union.” 
“Coordinated the staff rota and delegated a range of tasks.” 
 

 Examples of success 
 
“Promoted to bar supervisor.” 
“Succeeded in organising a group trip to Alton Towers.” 
“Proven track record in coaching primary school children at football.” 
“Instrumental in setting up a committee to redesign the local park.” 
“Adapted easily and effectively to different tasks and roles.” 
 
 

Emphasise the skills that employers are looking for 
 
In the 2008 Employability Survey of 233 employers, the top skill they were looking for 
from graduates was communication! Others included: team work, integrity, 
intellectual ability, confidence, personality, planning and organisation, literacy, 
numeracy, analysis and decision making. Ensure you give evidence of some of these 
skills in your CV and covering letter. 

 
Transferable skills for work 
 
You will have acquired many significant skills from different situations that are 
transferable to a range of jobs. Through activities such as mentoring, volunteering, or 
belonging to an organisation or group, you will have gained skills such as leadership, 
decision making, the ability to deal with a wide range of people, empathy, time 
management, and so on. These are just a few of the attributes which would be of 
interest to employers and will make your CV attractive to an organisation.  
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Chronological CV 
L e s l e y   B e a t  

 
Address: 12 Tree Road, Woodsville, Swampton, SO14 2BW 

Mobile: 07123 456789  Email: lesbeat@drumsmail.com 
 

 
Seeking position as an Events Coordinator or Events Organiser. 

Achieved BA (Hons) Human Resource Management. 

Developed skills in event facilitation, marketing, research and report writing. 

Successful experience in corporate events, security, hospitality, customer service and care. 

Gained high level communication, leadership, organisational and sales skills.  

Responsible for training schedule for 80 recruits in Combined Cadet Force. 

 
Education 
 
BA (Hons) Human Resource Management: 2:2, 2007 – 2010   
Southampton Solent University 
Business-based degree with an in-depth understanding of the personnel function, including: Economics, 
General Law, Essentials of Management, Introduction to Psychology, Research Methods.  
Final-year dissertation investigated personnel in the events industry, and the importance of project 
management skills in relation to fulfilling policies and procedures. 
 
BIIAB Level 2 National Door Supervisors’ Certificate, 2009 (Licensed Premises) 
 
First Aid Certificate, 2008 
 
2 A Levels and 1 A/S Level, Woodsville College, Puddleton, 2006 
Biology: E        English Literature: D        A/S Level Physics: E 
 
10 GCSEs – B and C grades, Lostjane Community School, Puddleton, 2004 
Including English Language, Mathematics, Double Science and Modern Languages.  
 
Present Employment  
 
Assistant Head Door Supervisor, Big Security, Totton, May 2009 - present 

 Undertook work in various venues: clubs, offices, bars, restaurants and a casino. 

 Recorded and prepared relevant paperwork.  

 Adhered to and implemented Health and Safety, First Aid, and Customer Care procedures.  

 Responded to customer queries and concerns in a sensitive and efficient manner. 

 Responsible for the effective deployment of staff and on job training for new part-time staff.    
 
Careers Events Assistant, Southampton Solent University, August 2009 – present 

 Created booking sheet and marketing materials for Careers Employer Events. 

 Sent invitations to over 300 employers by email and mail. 

 Promoted the event and other employer services delivered by the Solent Careers Service. 

 Input and collated responses into an employer spreadsheet. 

 Prepared delegate packs and papers, including post-event evaluation. 

 Liaised with conference centre to organise facilities and coordinate employer requirements. 

 
L e s l e y   B e a t 
 
Previous Employment 
 
Event Crew, Conifer Corporate Events Centre, Gosport, July 2008 and 2009 

 Created and distributed event publicity materials and coordinated bookings. 

 Organised and facilitated events such as quad-biking, jet-skiing and go-carting. 

 Used clear communication, common sense and took initiative when necessary. 
 
Bar Supervisor, Monkeez @ The Ape Bar, Swampton, Oct 2008– May 2009 

 Managed and organised the work of teams providing a responsive, efficient service. 

 Kept the bar and seating areas clean and safe.  

 Organised staff duty rotas.  
 
Voluntary Work Camp Maintenance and Counsel Support, USA, June 2008 

 Part of a team of stewards who dealt with camp maintenance and administration. 

 Responsible for a tent of five 11-year-olds in the position of Counsel Support.  
 
Bar and Food Service, Forest Wood Café, Swampton, February - May 2008 

 Greeted customers and took food orders. 

 Recommended and explained menu specialities.  

 Met café time-scale staff targets for service.  
 
Gap year, Australia, October 2006 - May 2007 

 Travelled and worked in Australia, undertaking a variety of jobs: food and drink service, hotel 
portering, food preparation, and guitar instruction. 

 Learnt how to manage money, how to deal with people in a variety of employment situations and 
how to live independently. 

 
Achievements 
 
Jujitsu: 2004 – 2008. Achieved success through my Green Belt and three years of Jujitsu with the 
Tenki Ryu Club. This challenging Martial Art gave me confidence, poise and physical balance. 
 
Rugby: 1997 – 2009. 12 years‟ team representation for my local club, school and Southampton Solent 
University. Played for my club and school at county level. This taught me to be a committed and 
supportive team player. 
 
Cadets: 2002 – 2006. In the school‟s Combined Cadet Force Army Section. Rose to the rank of sergeant 
and was put in charge of the section. Responsible for working out the training schedule for 80 cadets 
and recruits and have had many fantastic experiences with the cadets. My time with the organisation 
has enhanced my leadership, communication and management skills, and self-confidence. 

 
Shooting: 2003 – 2006. Represented the school at county, national and international levels. The 
highlight for me was being selected for England schools small-bore rifle team. 
 
Music: Keen acoustic guitarist for over 12 years. Played in several live gigs and have passed my Grade 
3 exam. 
 
Referees available on request. 

mailto:lesbeat@drumsmail.com
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Careers & Jobshop can help you at every stage of your career planning by 
providing impartial information, advice and guidance, enabling you to meet your 
employment and career needs. 
 
Careers and Employment Advisers are happy to help you with your CV and covering 
letter. Make an appointment in the Students 1st Information Centre (RM050) to see a 
Careers Adviser or drop into the Careers Information Room to see an Employment 
Adviser. 
 
We will not rewrite the CV or covering letter for you, the wording needs to be your 
own. We will advise you on: 

 structure 

 language 

 impact 

 presentation 

 the extent to which the document is adequately targeted towards your 
chosen sector, individual employer or postgraduate course. 

 
Both the Careers Information Room in RM050 and Mountbatten Library hold a range of 
books which can give you more indepth help with compiling your applications. Titles 
include: CVs and Applications, CVs for High Flyers, The Ultimate CV Book, and Write 
a Great CV.   
 
Use our online resource CAREERBOX for help with constructing a CV and covering 
letters in specific industries: http://careerbox.solent.ac.uk 
 
We recommend the following websites for CV and letter writing:  
www.prospects.ac.uk, www.hobsons.co.uk, www.doctorjob.co.uk. However, any 
internet search will give you many more. 
 
 
 
 
 












