
Crafting a Cover Letter
This playbook describes the procedure for

understanding the significance of a cover letter in a job

application. It outlines steps to grasp how a cover letter

can enhance a resume and improve a candidate's

chances of securing an interview.

Step 1: Research Purpose 

Begin by researching the core purpose of a cover letter. Gather

information from credible career advice websites, professional

mentors, or educational resources to understand why a cover letter is

an important aspect of a job application.

Step 2: Identify Components 

Identify the key components that make up an effective cover letter.

This usually includes an introduction, a body that aligns your skills

with the job requirements, and a conclusion with a call to action.

Step 3: Analyze Examples 

Look at various examples of successful cover letters in your desired

industry. Pay attention to the tone, language, and structure. Notice

how they convey the applicant’s personality and complement their

resume.

Step 4: Complement Resume 

Understand how a cover letter complements a resume by highlighting

specific experiences or skills, providing context for your resume, and

showing your writing ability and professionalism.



Step 5: Understand Impact 

Recognize the potential impact of a well-crafted cover letter on your

job application. It can often make the difference between getting an

interview and being overlooked.

General Notes

Tailoring 

Every cover letter should be tailored to the specific job you are

applying for, addressing the job description and how your particular

skills match the requirements.

Proofreading 

Always proofread your cover letter for grammar, spelling, and

punctuation errors to present yourself as a polished and attentive

candidate.

Professional Help 

If you're uncertain about your cover letter, consider seeking

professional help from a career coach or a resume writing service.
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