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PURPOSE OF A COVER LETTER 

Use a cover letter to introduce yourself – offer a glimpse into your personality. The purpose of a cover 

letter is to highlight your accomplishments, skills, and qualifications the position requires. A cover letter 

will let the employer know what type of position you are seeking, along with your experience and 

qualifications in relation to that position. 

Ultimately, the purpose is to pique the employer’s interest and make them want to know more about the 

type of person you are and how you could benefit the company. 

 

THINGS TO KEEP IN MIND 

Potential employers only have seconds to review your resume – your cover letter can be that opportunity 

to highlight yourself and explain any discrepancies in your resume, such as gaps in work history or career 

change (a good cover letter will explain these circumstances in a positive way).  

Carefully review the job advertisement and job description (if available) and research the company, as this 

will help you customize your letter. Remember to use language that matches the job posting in your letter.  

As well, the skills and qualifications that you highlight should match the job requirements.  

Proofread your cover letter from bottom to top, this will help you identify errors more easily. It is 

important to also have someone else read it over.  

Do not copy and paste your cover letter in the body of your email – send as an attachment. If the employer 

wants to print your application and your cover letter is in email format, it will not look as professional.  

 

PRACTICAL TIPS 

 

✓ Tailor your cover letter to the job you are applying for. 

✓ Keep it simple and to the point (no longer than one page). 

✓ Try to limit the use of the word “I”. 

✓ Mention some of your accomplishments – give an example or two. 

✓ Sign your cover letter (when giving a paper copy). 

✓ Use positive and affirmative language. 

✓ Match the style of your resume (e.g., same font and size). 

✓ Avoid repeating word for word what is on your resume – try rewording things or use new 

information. 
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COVER LETTER BASIC FORMAT 

 

Here is the basic format for a cover letter: 

Applicant's Address 

City, Province 

Postal Code 

Date 

Employer's Name and Title 

Company Name 

Company Address 

City, Province 

Postal Code 

Dear (Employer's Name): 

Opening (Introduction) - grab the employer's attention! Create interest by using a motivating opening 

line. State the exact position being sought and add the competition number if applicable.  Relate when 

and how you learned about the position and why you are interested in the company (here you can 

demonstrate your knowledge of the company obtained by doing research or from personal experience).  

Body (Development) - In one or two short paragraphs, tell the employer how your skills, qualities, and 

qualifications match the requirements of the job. This information should be linked specifically to the job 

being applied for. You may highlight a particularly relevant accomplishment here. While you don't want to 

repeat what you've written in the résumé, you can highlight or re-word experiences you have had. 

Expand on the most relevant information according to the job advertisement. This is a chance to tell your 

story – use it as an opportunity to explain a gap in your work history, a career change, to mention 

achievements, etc. You can use concrete examples of your accomplishments and mention any education, 

training, and/or skills that are pertinent to the job responsibilities.  

Closing (Wrap Up) – Thank the reader for taking the time to consider your application. Indicate that you 

are available to meet for an interview and give the employer your specific contact information and 

availability.  Inform the reader that you will be checking back during a defined period of time to set up an 

appointment. 

Sincerely, 

(Signature) 
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SAMPLE NAME 
Address 

City, NB Postal Code 
Home: (506) ***-**** ▪ Cell: (506) ***-**** 

 

 
Date 

 

Mr. / Ms. Contact, Title 

Company Name 

Street Address 

City, Province Postal Code 

 

Re: Name of the position 

 

Dear Mr. / Ms. Contact: 

 

I wish to express my strong interest in working with (name of the company) as an (name of the position). I 

have attached my resume for your review. 

 

As you will see, I have eight years of warehouse experience in order picking, receiving as well as in 

management. I have read and filled work orders, assembled and packed items for shipping, inspected and 

verified incoming goods, and performed inventory counts. Though I have not worked in warehouses in 

recent years, I wish to return to the industry having enjoyed my experience as well as the work environment 

and the challenges of daily tasks. 

 

Known for being a cooperative and friendly team player, as well as a dedicated and reliable professional, I 

help create great work environments and quality work within tight deadlines. I always give my 100 percent 

and go above and beyond for an employer. Also know that I am available to work flexible hours and I have 

reliable transportation. 

 

I would enjoy being part of your organization and am available for an interview at your convenience. I can be 

contacted at (506) ***-**** or at (506) ***-****. I look forward to hearing from you. 

 

Sincerely, 

 

 

Sample Name 

 


