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Writing application letter 
 

What is a Cover Letter? 

A cover letter is a formal job application document that introduces you to 

potential employers and showcases your relevant skills and qualifications. 

Your cover letter complements your resume by providing context and 

showcasing your motivation and suitability for the role. Your cover letter should 

accomplish the following: 

 Introduce yourself to the hiring managers. 

 Provide details about your qualifications. 

 Tell employers why you want to work for them. 

 Illustrate why you’re the best match for the job. 

 Explain circumstances like job hopping or gaps in employment. 

 

What to include in a Cover Letter? 

The standard cover letter format is the same as the business letter format and 

should include the following sections: 

 Your contact information: Your full name, address, phone number, and email 

address. Include the date you're writing the letter. 

 Potential employer's contact information: If you have it, include the name, 

title, company name, and address of the hiring manager or employer. 

 Salutation: Address the letter to a specific person if possible (e.g., "Dear Mr. 

Smith," "Dear Hiring Manager," "Dear XYZ Company Team"). 

 Introduction: State the position you are applying for and where you found the 

job listing. Express your enthusiasm for the role and briefly introduce yourself. 

 Body paragraphs: In the body paragraphs of your cover letter, highlight two to 

three key qualifications that align with the job description, provide specific 

https://www.myperfectresume.com/cover-letter/formats


examples of your impact in past roles and summarize your interest in the role 

and company. 

 Sign-off: Close your cover letter with a professional and polite closing, such as 

“Best regards” or “Sincerely,” followed by your full name. 

 

What are the three styles of letters? 

a. Formal Letters 

 Used for official or professional communication. 

 Examples: Job applications, business inquiries, complaint letters, official 

invitations. 

 Characteristics: Polite tone, specific format, clear purpose. 

b. Informal Letters 

  Used for personal or casual communication. 

 Examples: Letters to friends, family,invitations and congratulatory letters  

or acquaintances. 

 Characteristics: Friendly tone, less structured, may include personal 

anecdotes 

c. Semi-Formal Letters 

 A blend of formal and informal. 

 Examples: Letters to colleagues, neighbors,teachers mentor or 

acquaintances about moderately formal topics. 

 Characteristics: Polite but not overly formal language. 
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