
What is a Cover Letter?

A cover letter is a text that accompanies your CV when you 
apply for a job. It is often your first point of contact with 
a potential employer. A cover letter personalises your 
application and highlights relevant areas of your CV. 
It usually appears in the body of an email or online 
application form with your CV attached. 

Do:
• Include your name and all your relevant contact details.
• Address the hiring manager or the person who you’re 

sending the application to by name, where possible.
• Reference the specific role which you are applying for.
• Keep it concise, no more than 1 page.
• Do your research, show that you know their company, 

brand, organisation or business.
• Give solid, concrete reasons and examples of why you 

would be a great fit and should be considered for the role.
• Make sure every sentence is a clear, concise statement.

Remember to:
• Use a professional and formal tone and check for errors.
• Highlight the skills you have that are mentioned in the 

job description.
• Use industry terminology and keywords.
• Thank the employer and indicate your wish for an interview.
• Be clear and direct: put yourself in the shoes of the  

employer and think about what they really need to know.

Top Tips

If you’re applying via email 
Put your cover letter in the body of the text of your email.

Send speculative applications with a cover letter
State what you are looking for i.e. part-time, full-time, work 
experience, paid/unpaid and why?

Show enthusiasm 
Back it up with facts, skills, experience and industry 
acumen.

Make sure you have the employer’s details right 
When you are writing lots of applications it is very important 
to check this.

Be distinctive 
Don’t use a generic cover letter for multiple applications.

No cutting and pasting 
Use keywords, but don’t repeat verbatim from your CV 
or the job description.

Be honest about your legal working situation 
If you need sponsorship or a work permit let the recruiter 
know, as this will save you both time.

All information is correct at time of publication Nov 2018

Jobs advice from UAL
arts.ac.uk/student-jobs-and-careers/get-jobs-advice

For more resources
Prospects
prospects.ac.uk/careers-advice/cvs-and-cover-letters

Video guides
theguardian.com/careers/covering-letter-examples

Lynda.com
Log in via your Moodle page 
Search: Crafting-cover-letter

National Careers Service
nationalcareersservice.direct.gov.uk/get-a-job/covering-letter

Academic cover letters
jobs.ac.uk/careers-advice/cv-templates/1629/academic-cover-letters/

Researcher cover letters
jobs.ac.uk/media/pdf/careers/resources/how-to-write-a-cover-letter-
for-research-jobs.pdf

Creative Attributes Framework
This learning guide supports Proactivity.
Search Creative Attributes to find out more. 
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Email cover letter example:

To: firstname.surname@company.co.uk

Subject: Communications Intern, Power to Change, Ref 1234, Creative Opportunities
(Write the role, company, job reference and where you saw the opportunity in the subject field)

Attachment: Yourfullname_CommunicationsInternCV_2018
(Clearly label attachments and make sure they are a readable format such as PDF)

Your name
Postcode
Email
Telephone

For cover letters by post add:

and omit ‘to’ and ‘subject lines’

Dear First Name or Ms/Mrs/Miss/Mx/Mr + Surname or Sir/Madam, 
(Address to a specific person where you can)

Paragraph one: Briefly introduce yourself and explain why you are contacting them. 
I am contacting you with regards to the  _ _ _ _ _  position as advertised on  _ _ _ _ _.
(State where you saw/heard about the post i.e. jobs board, LinkedIn, social media)

Paragraph two: Explain your current situation and briefly flag any specific and unique experience 
you have that is relevant and you want them to know. 
I am currently studying  _ _ _ _ _  at UAL, specialising in  _ _ _ _ _ . I have a broad knowledge of  _ _ _ _. 
(Reference the industry, market, technical skills, product area - be specific. Flag any expertise you have that is asked for in 
the job description, giving short, concrete examples)

During my course I have gained X, Y and Z experience in the field of  _ _ _ _ _  and  _ _ _ _ _.  

I would bring _ _ _ _ _  and _ _ _ _ _  to your organisation and welcome the opportunity to extend my current 
practice/knowledge/development in an innovative/challenging/socially-led context.

Paragraph three: Explain why you would like the position at this company specifically.
I am very enthusiastic about joining your team because  _ _ _ _ _   _ _ _ _ _  _ _ _ _ _.
(Reference their work such as campaigns, projects, reports, collections and services and show you admire their work)  
_ _ _ _ _ studio/company name has a fantastic reputation for  _ _ _ _ _  and as I have gained experience in  _ _ 
_ _ _, I believe I am an excellent fit for the company. 
Link this to examples where you have practiced/researched/gained relevant experience. Show you know them, their 
brand, and ethos.

Paragraph four: Inform the employer of the best way to reach you. 
My CV/ portfolio is attached with further details of my how my skills meet your requirements. I would welcome 
the opportunity to be meet with you in person to discuss this position further.  

Yours sincerely (if you know the name)/Yours faithfully (if you don’t know their name),

Name Surname

Phone
Email 
Website/online portfolio
LinkedIn/other professional social media accounts


