
Crafting Persuasive
Cover Letters
This playbook guides you through the creation of

persuasive cover letters. It outlines the steps necessary

to highlight your strengths and tailor your cover letter to

the job you are applying for.

Step 1: Research 

Begin by researching the company and the specific job you're

applying for. Understand the company’s culture, mission, and the

role's requirements. This information will help you tailor your cover

letter and show that you're truly interested in the position.

Step 2: Analyze 

Analyze your own skills, experiences, and qualifications. Reflect on

your professional history to find instances where you demonstrated

abilities that align with what the job description seeks.

Step 3: Format 

Choose a professional cover letter format. Use a font that is easy to

read and keep the layout clean and simple. Your cover letter should

ideally not exceed one page.

Step 4: Start Strong 

Begin your cover letter with a compelling opening paragraph. Grab

the employer's attention by stating your interest in the position and

why you believe you would be the right fit.



Step 5: Match Skills 

In the body of your cover letter, match your skills and experiences to

the requirements listed in the job posting. Use specific examples to

demonstrate how you have previously utilized these skills

successfully.

Step 6: Show Passion 

Convey your enthusiasm for the role and the company. Explain why

you are passionate about the job and how your goals and values align

with the company's.

Step 7: Call to Action 

Conclude with a strong closing paragraph that includes a call to

action. Politely request an interview and mention that you are looking

forward to the opportunity to discuss how you can contribute to the

company.

Step 8: Proofread 

Carefully proofread your cover letter for spelling, grammar, and

formatting errors. Consider asking a friend or a professional to

review it as well to catch any mistakes you might have missed.

General Notes

Customization 

Remember to customize your cover letter for every job application.

Generic cover letters are easy to spot and often make a poor

impression.



Professional Tone 

Maintain a professional tone throughout your cover letter. Use polite

language and avoid overly casual or slang terms.

Contact Information 

Ensure your contact information is correct and easily visible. You

want to make it as simple as possible for employers to reach out to

you.
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