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Dear Lana,

Iquae dit ommo ditemquodita dolupic turibus aernatustrum eum sed 
quam quiatendit modi utaquis mo offi c tecabo. 

Nem conecte dolorepe pra sam sae es aut est volorit alictem. Nam ip-
sam, int ommodis dolut int quidis sitatus adignimus eosandit, consequ 
aspella boreicient. 

Am quo ilit qui doluptamusae quam rereptate volor sundiore nimus 
dolo occusan dusdand enimosandit assit, volorem sequi consedia es-
torerrorum et etur, evendebitia custorepudi dolorep erionserit ut harit 
eum demoloribus assum etum hilit.

Nem conecte dolorepe pra sam sae es aut est volorit alictem. Nam ip-
sam, int ommodis dolut int quidis sitatus adignimus eosandit, consequ 
aspella boreicient. Sequate molesseque nonsed quibus acea con reprae 
cum cusci consequid molor aut estius arum ea qui qui as nosto etus. 
Aribusam lacia cumque pro eatus, sundebis eostrum et vende niaecum 
ex earist perio. Sequate molesseque nonsed quibus acea con reprae 
cum cusci consequid molor aut estius arum ea qui qui as nosto etus. 
Aribusam lacia cumque pro eatus, sundebis eostrum et vende niaecum 
ex earist perio. 

Nem conecte dolorepe pra sam sae es aut est volorit alictem. Nam ip-
sam, int ommodis dolut int quidis sitatus adignimus eosandit, consequ 
aspella boreicient. Sequate molesseque nonsed quibus acea con reprae 
cum cusci consequid molor aut estius arum ea qui qui as nosto etus.
Aribusam lacia cumque pro eatus, sundebis eostrum et vende niaecum 
ex earist perio. Sequate molesseque nonsed quibus acea con reprae 
cum cusci consequid molor aut estius arum ea qui qui as nosto etus.
Aribusam lacia cumque pro eatus, sundebis eostrum et vende niaecum 
ex earist perio. 

Sam, utemodit quam ut audion conseca boraeritint acimin rem ex eati-
usam que voluptaspiet doluptia quianis expe net incias rest prem latur, 
aut ab iliqui sent idicimus dis millisquae volupta nis ad maio minti con 
nest et aut plabo. 

Kind regards,
Mark Cabella

0445 328 981

name@email.com.au

LinkedIn URL

Contacts

1 April, 2020

 

To sign off ‘Kind regards’ or 
‘Thank you’ is sufficient. No need 
for ‘Yours sincerely’, too formal. 

Include a complimentary sentence 
early in the letter that mentions a 
service, product, value or quality 
about the company that motivated 
you to apply for the role.

Address your cover letter to a specific 
person. Don’t use ‘To whom it may 
concern’, too generic. If there is no 
name simply use ‘Hello’.

The next few paragraphs should explain 
your most recent roles as they relate to the 
position advertised. What was the focus 
of these roles? What skills did you need 
or develop and how would you apply your  
knowledge to this new position?

Have you introduced new 
processes or changes in prevoius 
roles that could be mentioned 
and quantified with numbers?

If you intend to relocate 
for the role, give the 
prospective employer a 
start date or timeframe.

CREATE A WINNING COVER LETTER

Tips to help you stand out from the crowd

•	Customise each cover letter for every job 
you apply for. Tailor the content to ensure 
the copy responds directly to the skills 
and attributes the employer mentions in 
the job advertisement.

•	If you are having difficulties demonstrating 
your strengths, use the situation, task,  
action, result (STAR) method. A sentence for 
each component that relates to a project 
or job you have worked on in the past will 
show in a practical sense your knowledge 
of a task and ability to generate results.

•	Include major achievements, awards or 
even a testimonial from a manager or  
client.

•	Use success verbs such as accelerat-
ed, increased, decreased, contributed,  
eliminated, negotiated ect

•	Don’t mention any area or skill that you 
are lacking. Focus on your strengths only. 

•	Quantify project results or any statements 
you make about how good you are, with 
numbers or percentages.

•	Don’t repeat copy that’s in your resume 
in your cover letter and vice versa. Your  
cover letter is your opportunity to explain 
your past roles in detail using examples. 

Your cover letter is an important opportunity to showcase your 
best self to a prospective employer. Make a great impression with 
copy that is strong, devoid of mistakes and responds directly to the 
job advertisement. Demonstrate how good you are with practical 
examples and keep the look and feel of your letter professional, with 
a simple yet eye-catching design.    

     Always include:
•	 Your name
•	 Your phone number
•	 Your email address

Specify what role you’re 
applying for, the job 
reference number and if it’s 
full-time, part-time ect...
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•	 Date
•	 The name and address 

of the company to which 
you’re applying to.

Introduce your professional self from a 
big picture perspective. What would you 
classify yourself as? eg sales expert, account 
management leader, design communications 
specialist? Briefly describe your overall career 
path to date and experience or skill set.
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