


Hey there!

We’re excited to share our Complete Guide to Cover Letters with you. It’s based on years of
experience helping applicants earn spots at top companies around the world. This document, of
course, is just the tip of the iceberg. At Leland, we're committed to offering quality content and
world-class coaching, and at a price that fits your budget.

When trying to break into a new industry or level up in your career, it can make a world of
difference to have someone in your corner. At Leland, we want to make sure that everyone has
access to that someone at a price that works for them.

So, let's get started. Create a free account on Leland, browse our career resources here, and
schedule a free strategy session so we can match you with the right coach.

Let's get you your dream job!

- The Leland Team

https://www.joinleland.com/signup
https://www.joinleland.com/search/career
https://calendly.com/d/g27-xst-p69/strategy-call


The Complete Guide to Cover Letters

Section 1: Introduction to Cover Letters
A cover letter is an essential component of your job application toolkit. It provides a unique
opportunity to introduce yourself to potential employers beyond the confines of your resume or
CV. In this section, we will explore the fundamental aspects of cover letters, including their
purpose and how they differ from resumes/CVs.

Understanding the Purpose
At its core, a cover letter is a personalized introduction. It’s your chance to establish a
connection with the hiring manager, conveying not only your qualifications but also your
enthusiasm for the position and the company. While a resume presents your professional history
in a concise format, a cover letter allows you to elaborate on the experiences that make you a
standout candidate. Think of it as your initial conversation with the employer, where you're not
just listing facts but also expressing your genuine interest in the role and your potential
contributions to the organization.

A well-crafted cover letter accomplishes several objectives:
1. Introduction and Engagement: It provides an engaging introduction that highlights your

passion and sets the tone for the rest of your application.
2. Showcasing Relevance: The cover letter allows you to connect your skills,

achievements, and experiences directly to the requirements of the job. This
contextualization helps the employer understand how you fit the role.

3. Demonstrating Enthusiasm: Expressing your enthusiasm for the company and the
position shows that you’ve done your research and genuinely want to be a part of the
organization.

4. Addressing Gaps: If you have any employment gaps or career changes that might not
be immediately clear from your resume, the cover letter is a space to offer explanations
or insights.

5. Personalization: Every cover letter should be tailored to the specific company and role.
This demonstrates that you’ve put thought and effort into your application and ensures
that it’s relevant.

Resumes vs. Cover Letters
While both resumes and cover letters play critical roles in the application process, they serve
distinct purposes.

● Resumes: These documents provide a snapshot of your professional history, including
your education, work experience, skills, and achievements. Resumes are typically



concise (one page is optimal, unless you’re well into your career) focusing on brevity and
clarity.

● Cover Letters: Cover letters complement your resume or CV by offering a deeper
understanding of your qualifications and motivations. They allow you to elaborate on
specific experiences, explain gaps or transitions in your career, and demonstrate your
alignment with the company’s values and the role’s requirements. A well-crafted cover
letter is your opportunity to stand out, showcase your personality, and demonstrate your
proactive approach to the application process.

Section 2: Preparation and Research
Before crafting your cover letter, dedicating time to thorough research is essential. This step
lays the foundation for a cover letter that resonates with the employer in addition to showcasing
your genuine interest and qualifications effectively.

Researching the Company and Role
When researching the company, here are some things to look for:

● Mission and Values: Explore the company’s mission statement and core values.
Understand what principles guide their operations and decisions.

● Products and Services: Familiarize yourself with the company’s products, services,
and offerings. Understanding the offerings will allow you to articulate how your skills can
contribute to their success.

● Industry Landscape: Gain insights into the industry in which the company operates.
Research recent trends, challenges, and innovations. Discussing industry developments
in your cover letter shows that you're not just interested in the role but also the larger
context in which it operates.

Next, identify the role’s responsibilities, qualifications, and key skills required; a deep
understanding of the role is pivotal for creating a targeted and effective cover letter.

● Job Description: Carefully analyze the job description. Identify keywords, phrases, and
specific requirements. These clues offer valuable insights into the company’s priorities
and what they’re seeking in the ideal candidate.

● Responsibilities and Tasks: Break down the outlined responsibilities and tasks.
Connect them to your past experiences where relevant. Demonstrating how you’ve
handled similar duties reinforces your suitability for the role.

If you have the time, we recommend trying to talk to current or former team members to
understand how the role operates within the organization and what qualities they’re looking for.
Those with experience on the team will have a much more intimate understanding of what’s



needed than a job description post, or even a recruiter. If you understand what the job entails,
you’ll have an easier time conveying specifically why you will be a good fit.

Let’s break this down a bit more.

Identifying Key Competencies
Analyze the job description to identify essential qualifications and competencies. The job
description is akin to deciphering the company’s wish list, so thoroughly understanding it is key.

● Keywords and Phrases: Highlight keywords and phrases that frequently appear in the
job description. These are often the skills and qualifications the employer prioritizes.

● Quantitative Requirements: Pay attention to any quantitative requirements mentioned.
These could include specific targets, goals, or performance metrics. Aligning your
experiences with these metrics emphasizes your capability to deliver results.

Example:
As an example, take this job description for a Strategic Operations Associate role at Uber. This
description is very good, which makes your job easier. Highlighted you can see the key terms
and phrases that highlight what the team is looking for in the role. Synthesized, we can see that
they are looking for the following qualities:

● Data-driven: Able to read data to find actionable insights, then convey them impactfully
and factor the findings into a roadmap and future strategies

● Task prioritization and management: Able to prioritize efforts across multiple
initiatives, involve/manage stakeholders across different teams, and set/measure goals

● Adaptive: Able to learn quickly and take initiative, even without a roadmap given to you
● Good communication skills:Will need to communicate across teams and with leaders

and external stakeholders

Once you have the requirements and expectations listed out explicitly, you can make sure you
have coverage for each in your cover letter. Remember: show, don’t tell. You’re data-driven?
Okay, how?What, specifically, have you done in the past to demonstrate this skill? Those are
the anecdotes that will be impactful in a cover letter (or interview).



*Job description taken from an open posting on Uber Careers

Once you’ve identified the requirements, you can begin to map your experiences and abilities to
them. These skills can span the technical, interpersonal, and managerial realms. Highlight any
instances where your professional journey is closely aligned with the job description’s demands.

By investing time in this research, you can transform your cover letter into a personalized pitch
that speaks directly to the company’s needs. Additionally, through a strategic alignment of your
skills, experiences, and achievements, you can demonstrate how you're not just a suitable
candidate, but a valuable asset to the company's growth and success. Remember: companies
aren’t looking for someone to just fill a position; they want a person who will uniquely benefit the
team.

Section 3: Cover Letter Structure
A well-structured cover letter enhances readability, guides the reader through your content, and
presents your qualifications coherently. Here’s how to organize your CL to deliver maximum
impact.

Header and Contact Information
Your cover letter should begin with a clear and concise header containing your contact details:

https://www.uber.com/us/en/careers/


● Name: Place your full name at the top, using a font slightly larger than the body text
● Phone Number: Provide an easily accessible phone number for contact
● Email Address: Include a professional email address that you check regularly
● LinkedIn: Hyperlink in a PDF version for easy navigation
● City, State: They don’t need your full address, but providing the city can be helpful

*Note: Some industries may have specific cover letter expectations. Check with a reputable
source to see if this is the case for you.

Example:

Salutation
A personalized salutation establishes a connection with the recipient:

● Hiring Manager’s Name: If possible, address the hiring manager by their name. This
adds a personal touch to your cover letter.

● General Salutation: If you don't have the hiring manager’s name, use a general
salutation like “Dear Hiring Manager.”

Opening Paragraph
The opening paragraph serves as an introduction to your cover letter. Here’s what to include:

● Role Mention: Clearly state the title of the position you're applying for. This immediately
informs the reader about your intent.

● Source of Job Listing: Indicate where you came across the job listing, whether it was
on the company's website, a job board, or through a referral.

● Expression of Enthusiasm: Express your excitement and genuine interest in the
opportunity. This shows your eagerness to be considered for the role.

Body Paragraphs
Divide the body of your cover letter into well-structured paragraphs. They should include the
following points.

● Showcase Relevant Achievements: Highlight 2-3 key accomplishments from your
career that directly demonstrate your skills, expertise, and achievements. Make sure
they’re relevant to the role you’re applying for.

● Demonstrate Fit with the Role: Connect your experiences to the specific requirements
outlined in the job description. Explain how your skills and qualifications align with the



role’s demands. Weave in the specific language from the description, or from
conversations you’ve had with the team. Use tangible examples from past experiences
for a more compelling argument.

● Address Gaps or Concerns:
○ If your resume has employment gaps or career changes, address them briefly.

Focus on how these experiences have contributed to your growth and prepared
you for the current role. Unless it’s a serious concern, you may not need to
address them. We recommend talking to a coach about this – they can help you
determine if it’s worth adding in or keeping out.

○ Shift the emphasis from the gaps to the value and skills you bring to the table.
This shows your proactive approach to addressing potential concerns.

● Closing Paragraph: The closing paragraph allows you to summarize your interests and
intentions.

○ Reiterate your enthusiasm for the position and your strong desire to contribute to
the company’s success.

○ Express your eagerness to further discuss how your skills and experiences align
with the company’s goals and needs.

● Complimentary Close and Signature: End your cover letter professionally and
succinctly.

○ Use a polite and appropriate complimentary close such as “Sincerely” or “Best
regards”

○ Type your full name after the closing. Where applicable, you may also include a
signature.

Section 4: Content Strategies
Crafting compelling content in your cover letter is essential to capturing the reader’s attention
and showcasing your qualifications effectively. Here are some strategic approaches to make
your cover letter engaging and persuasive.

Personalization and Customization
Tailor each cover letter to the specific role and company. If there is one message you
should get out of this guide, it’s this. Do NOT copy and paste the same cover letter and send it
out to all the roles you’re applying for. Avoid using a generic template for all your applications –
this will make a bigger difference than you think. Use the company, team, and role-specific
information that you gathered in your research to stand out and show that you did your due
diligence. Companies want to hire people who actually want to work there. Show that you care.

https://www.joinleland.com/search/career


Quantifying Achievements
Use metrics and numbers to quantify your achievements wherever possible – while most
important for your resume, this can also be an impactful tactic for cover letters. Numbers provide
a tangible understanding of your impact and contribute to the credibility of your claims. Hiring
managers don’t want to see what your company accomplished; they want to see the specific
impact that you had on your company.

● Highlight achievements that you were directly responsible for. They may be in terms of
percentages, dollars saved, revenue generated, time saved, etc.

● Discuss how your contributions positively influenced previous employers, teams, or
projects.

Highlight how your contributions led to measurable results. Link your achievements to the larger
goals of the company or team. This will show that you are a team player and aware that your
work is part of a larger initiative.

● Explain how your actions contributed to achieving company objectives. This shows that
you didn’t operate independently, but as part of a larger team and were cognizant of that
team’s goals.

● Show the cause-and-effect relationship between your actions and the positive outcomes
they produced.

Utilizing Keywords
Incorporate relevant keywords from the job description to pass through applicant tracking
systems (ATS). Many companies use ATS to scan resumes and cover letters for specific
keywords. Tailoring your cover letter increases your chances of passing through these systems.

● Keyword Identification: Identify keywords from the job description that reflect the
essential skills and qualifications sought by the company.

● Strategic Placement: Incorporate these keywords naturally throughout your cover letter.
They should fit seamlessly within your content, you don’t want it to be overly obvious.

Balance keyword usage with natural-sounding language. While incorporating keywords is
important, ensure that your cover letter remains well-written and doesn't sound forced.

Storytelling and Examples
You can also narrate brief anecdotes that demonstrate a specific skill or accomplishment.
Stories add a personal touch to your cover letter and help engage the reader. Make it relevant to
the job description. Provide context for the situation, your actions, and the positive impact that
resulted.



One helpful framework for discussing anecdotes is the STAR (Situation, Task, Action, Result)
method:

● Situation: Describe the context and background of the scenario you're discussing.
● Task: Explain the task or challenge you faced within that situation.
● Action: Detail the specific actions you took to address the challenge.
● Result: Share the positive outcomes and measurable results that followed from your

actions.

By implementing these content strategies, your cover letter becomes a persuasive narrative that
effectively communicates your qualifications, enthusiasm, and alignment with the company’s
needs. The combination of personalization, quantification, keyword integration, and storytelling
enhances the impact of your cover letter and makes it a compelling piece of your job
application. In a cover letter, you don’t have much space to wax on about your
achievements–make sure every word is serving a purpose.

Section 5: Formatting
The visual presentation of your cover letter plays a significant role in creating a professional
impression. Proper formatting enhances readability and conveys your attention to detail. Here
are key aspects to consider:

Professional Appearance
Use a clean, professional font (e.g. Arial, Calibri, Times New Roman) in 10-12pt size. Choose a
font that is easy to read and commonly used in professional documents. Maintain consistent
formatting for headings, body text, and contact information. Also, left-align the content (or justify)
for easy reading.

Concise and Relevant Content
Keep your cover letter concise, aiming for one page of content. While you want to provide
relevant information, a cover letter should be succinct. Focus on the essential, highlighting key
qualifications, skills, and experiences that align with the role. Avoid duplicating information from
your resume. Brevity is key; aim to communicate your value and interest efficiently.

In all, an organized presentation enhances the overall impression you make on potential
employers, allowing them to focus on your qualifications and enthusiasm for the role.



Section 6: Tone and Language
The tone and language you use in your cover letter play a crucial role in creating a favorable
impression on potential employers. A professional and formal tone reflects your respect for the
hiring process and showcases your communication skills. Here’s how to maintain an effective
tone and language in your cover letter:

1. Use a professional, respectful tone throughout the letter. Adopting a professional
tone demonstrates your understanding of the seriousness of the application process.

2. Avoid casual language and slang. You don’t have to sound like a robot–in fact, you do
want to be personable–but still show respect. Don’t overly use contractions and use real
words.

3. Write in active voice. It makes your writing more clear and engaging, and prevents
ambiguity around the subject and action. Here’s an example:

● Active Voice: “I led a project that increased customer engagement by 20%.”
● Passive Voice: “The project was led by me and a team of two others, resulting in

a 20% increase in customer engagement.”
4. Use strong verbs to convey your achievements and skills. They give your

statements more energy and impact.
● Example Verbs: Choose verbs like “achieved,” “initiated,” “led,” “implemented,”

and “optimized” to describe your accomplishments.
● Avoid Weak Verbs: Steer clear of weak verbs like “did,” “made,” or “got.” Strong

verbs provide a clearer picture of your contributions.

5. Don’t overuse jargon and avoid clichés. Some industry-specific language can
demonstrate familiarity with the field but too much can alienate readers. Also, try not to
use clichés and generic phrases that don’t add any value. Originality, authenticity, and
thoughtfulness are essential.

● Instead of generic phrases like "hardworking team player," provide specific
examples that illustrate your teamwork skills.

● Rather than stating that you're a "results-oriented problem solver," share a story
that actually exemplifies those problem-solving abilities.

Section 7: Proofreading and Editing
The process of proofreading and editing is crucial to ensure that your cover letter is free from
errors, conveys your message clearly, and leaves a positive impression on the reader. Here’s
how to effectively proofread and edit your cover letter.



Grammar and Spelling
This is straightforward: make sure you read and re-read your cover letter to ensure there are no
spelling or grammatical errors. Some screeners will discard cover letters (and resumes) with
mistakes. It sends a signal that the person is not detail-oriented enough or doesn’t care enough
to make sure the document is perfect before submitting it.

● Review sentence structure, subject-verb agreement, and proper tense usage.
● Use spelling and grammar tools to identify errors, but also manually review the content.

Automated tools might miss context-related errors.

Clarity and Coherence
Ensure your cover letter is clear and coherent. A well-organized cover letter enhances
readability and comprehension.

● Logical Flow: Review the logical flow of your cover letter. Each paragraph should
smoothly transition to the next, creating a seamless reading experience.

● Clear Sentences: Read each sentence carefully to ensure it conveys your intended
message clearly. Eliminate any vague or ambiguous language. For every sentence, ask
yourself, “Does this contribute to the overall message? Is it necessary? Is it saying what I
want it to?”

● Effective Paragraph Structure: Check that your paragraphs have a clear topic
sentence and contain supporting details that relate to that topic.

One trick is to read your cover letter out loud. This will help you hear it like someone who is
reading it for the first time.

Seeking Feedback
An important last step is to ask a trusted individual(s) to review your cover letter. A fresh,
unbiased set of eyes will be able to catch errors or identify areas of improvement that you might
have missed; bonus points if that individual is an experienced writer or in the industry that you’re
applying for – another area where getting a coach can be incredibly beneficial.

Section 8: Addressing Specific Scenarios

Entry-Level Candidates
● Emphasize Transferable Skills: Even if you lack direct experience, highlight

transferable skills gained from internships, volunteer work, or projects that are relevant to
the role.

https://www.joinleland.com/search/career


● Focus on Enthusiasm and Potential: Showcase your eagerness to learn, grow, and
contribute to the company's success. Highlight any projects or initiatives that
demonstrate your initiative and potential.

● Highlight Relevant Education: Detail any coursework, projects, or research that
directly relates to the position you're applying for. This should come after the first two,
though. In most cases, you want to rely on work experience (even unpaid or volunteer)
over education as it will make you more unique. Anyone can take a class.

Career Changers
● Transferable Skills: Draw attention to skills and qualities that are applicable across your

industries and emphasize your ability to adapt and learn quickly. If there are skills in the
new industry that weren’t present in your current/past industries, identify the steps you’ve
taken to learn them so as to alleviate any doubt that you have the right qualifications.

● Include Relevant Experiences: Discuss any experiences that relate to the skills
required for the new role. Focus on accomplishments that demonstrate your ability to
excel in the new field.

● Address Motivation: Clearly explain why you're transitioning careers and what has
motivated this change. Showcase your passion for the new industry and your
commitment to succeed.

● Highlight Unique Qualifications: Career switchers need to be able to make a case for
why the company should choose them over someone else who’s been in that industry for
a longer period of time. What do you bring to the table that those people can’t?

Employment Gaps
● Address the Gap Positively: If applicable, briefly explain any gaps in your employment

history without dwelling on them. Shift the focus to what you've done during that time to
develop skills or stay current.

● Emphasize Growth: Highlight any activities during the gap period that demonstrate
personal or professional growth, such as volunteering, freelancing, or further education.

● Relevance to the Role: Showcase how your experiences during the employment gap
have equipped you with skills that are valuable for the position.

Section 9: Common Mistakes to Avoid
Avoiding these common mistakes will help you create a cover letter that stands out for all the
right reasons.



1. Regurgitating Your Resume
Avoid duplicating information from your resume. Your cover letter should complement your
resume, not duplicate it. Instead of restating your entire work history, focus on elaborating on
specific achievements and experiences that align with the job requirements. Use the cover letter
to provide additional context and insights that aren’t covered in your resume.

2. Using Generic Templates
Don’t use generic cover letter templates verbatim. A one-size-fits-all approach can undermine
your application. Instead:

● Customize for each application: Tailor each cover letter to the specific company and
role. Generic templates lack the personal touch that makes a cover letter compelling.

● Show genuine interest: Demonstrating that you've done your research and understand
the company's values and needs sets you apart from candidates who use generic
templates.

3. Overemphasizing Soft Skills
Avoid overemphasizing soft skills without evidence. Anyone can make grandiose statements
about their many supposed talents. While soft skills are important, providing concrete examples
takes them from a weak supposition to an impactful declaration. Instead of just stating that
you're a "great communicator" or a "team player," illustrate instances where you've effectively
demonstrated these skills.

Section 10: Examples & Templates
Here are some templates and examples where we’ll demonstrate what a good cover letter looks
like. As we’ve stated several times, it is very important to customize cover letters to each
specific role you’re applying for. However, these can serve as a good starting point and provide
some inspiration.

General Career Cover Letter Template

Dear [Employer’s Name],

I am writing to express my sincere interest in the [Job Title] position at [Company Name]. With a
[brief description of your relevant experience or qualifications], I am excited about the
opportunity to bring my skills, passion, and dedication to your team.



In my [X years/months] of experience as a [Your Current or Previous Role], I have consistently
demonstrated [mention a key achievement or skill that showcases your expertise]. My ability to
[highlight a relevant skill, e.g., analyze data, lead cross-functional teams, manage projects] has
resulted in [mention a positive impact, e.g., increased efficiency, enhanced customer
satisfaction, revenue growth].

In my previous role at [Previous Company], I was responsible for [mention a key responsibility or
accomplishment]. This experience not only sharpened my [mention a relevant skill, e.g.,
negotiation skills, time management], but it also solidified my commitment to delivering
excellence and continuously striving for improvement.

Throughout my career, I have developed a deep understanding of [mention industry-specific
knowledge or trends]. This knowledge, combined with my strong analytical and problem-solving
skills, equips me to tackle complex challenges and drive meaningful results. I am drawn to
[Company Name] because of its reputation for [mention a notable achievement, value, or
innovative project], and I am eager to contribute to your ongoing success.

I am impressed by [Company Name]’s commitment to [mention a company value or mission]
and its dedication to fostering a collaborative and innovative work environment. The [specific
project or initiative] aligns seamlessly with my background and aspirations; specifically, I am
interested in [state the alignments between the role and your experience/goals]. I am excited
about the prospect of contributing my expertise to [initiative’s] success and am confident that I
possess the necessary skills and attributes to make a significant impact.

Thank you for considering my application. I am excited about the opportunity to further discuss
how my skills align with [Company Name]’s objectives.

Sincerely,

[Your Full Name]
[LinkedIn Profile (optional)]
[Portfolio (optional)]

Industry-Specific Cover Letter Template

Dear [Employer's Name],

As a dedicated marketing professional with a proven track record of driving brand growth and
engagement, I am enthusiastic about the opportunity to contribute to [Company Name]'s



marketing team as a [Job Title]. Your reputation for innovative campaigns and commitment to
strategic marketing align seamlessly with my expertise and passion.

In my current role as a Marketing Manager at [Current Company], I have consistently exceeded
targets by crafting and executing data-driven strategies that result in remarkable outcomes. For
instance, I led a campaign that increased social media engagement by 40%, contributing to a
15% boost in website traffic. My proficiency in harnessing consumer insights, combined with my
skill in optimizing digital campaigns, has enabled me to consistently deliver exceptional results.

Throughout my career, I have developed a deep understanding of the consumer journey,
utilizing both traditional and emerging channels to craft integrated campaigns that resonate with
target audiences. My comprehensive knowledge of SEO, PPC, content marketing, and social
media management positions me to excel in enhancing [Company Name]'s [desired position
outcomes].

I am also impressed by [Company Name]’s recent [mention a specific campaign, project, or
achievement], which showcases your commitment to pushing the boundaries of marketing
innovation. Your data-driven approach resonates with my own methodology, and I am excited to
leverage my expertise to contribute to similar successes.

Thank you for considering my application. I am thrilled about the opportunity to discuss how my
strategic marketing skills, analytical mindset, and collaborative approach can contribute to
[Company Name]'s continued growth. Please find my resume attached for your review.

Sincerely,
[Your Full Name]
[LinkedIn Profile (optional)]
[Portfolio (optional)]

Example: Product Management

Dear Hiring Team at [Company A],

I am excited to apply for the Associate Product Manager position at [Company A]. The prospect
of working in a fast-paced, innovative tech startup environment with a diverse and inclusive
team is exactly what I have been seeking to further my career in product management.

My journey toward product management is underpinned by a deep interest in science and
healthcare as well as a preliminary inclination toward medical school after college. Throughout
my academic years, I was captivated by the complexities of human biology and neuroscience.



This passion drove me to pursue a B.A. in Neuroscience, Biology, and Psychology from
[University A], where I honed my analytical and research skills. I engaged in behavioral
neuroscience research on fear learning and emotional regulation during my postbaccalaureate
research fellowship at the [Organization], which further enriched my scientific acumen.

I dedicated myself to refining my data analysis, technical writing, and presentation skills to
effectively communicate complex research findings. These efforts not only earned me
recognition in the form of a published article in a high-impact journal, [Journal Name], and two
additional published articles, but also garnered the [Name of Award] for exceptional
communication skills. The pursuit of excellence in communication allowed me to convey intricate
concepts to diverse audiences with clarity and precision.

While my path ultimately shifted away from medical school, I discovered that my passion for
scientific research and problem-solving could be channeled effectively into the field of product
management. The role of an Associate Product Manager, with its emphasis on understanding
users, executing data-driven decisions, and solving novel challenges, immediately resonated
with my strengths and aspirations.

I discovered the transformative potential of technology in enhancing healthcare experiences,
which inspired me to pursue a Master’s in Human-Computer Interaction from [University B]. This
interdisciplinary program equipped me with a unique blend of user-centric design principles and
technical expertise, fostering a deep understanding of how technology can be harnessed to
positively impact the lives of both healthcare professionals and patients.

My background as an Associate Product Manager at [Company B], where I lead the
development of a gamified learning product for [X], has allowed me to cultivate strong product
management skills and a deep understanding of user needs. I collaborate closely with an
engineer, using my technical knowledge to optimize product implementation timelines and
ensure a seamless user experience. Moreover, my experience as [Position Name], managing
individualized learning for over 150 students, has honed my ability to comprehend and address
diverse customer requirements.

[Company A’s] emphasis on intellectual challenges and data-driven decision-making perfectly
aligns with my analytical nature and passion for problem-solving. I am excited by the opportunity
to delve into the complexities of the healthcare industry, utilizing my technical writing and
presentation skills to propose innovative solutions that enhance the lives of healthcare
professionals and patients.

I am confident that my diverse background, combined with my passion for innovative
problem-solving and refined technical communication skills, make me an ideal fit for the
Associate Product Manager position at [Company A]. I am eager to contribute my skills,



creativity, and dedication to furthering the company's mission of uplifting healthcare
professionals and facilities to create a positive impact on patients' lives.

Thank you for considering my application. I look forward to the opportunity to discuss my
qualifications further and how my contributions will benefit [Company A]. Please find my resume
attached for your reference.

Sincerely,

[Full Name]

Example: Consulting

To the Hiring Manager at Bain & Co.,

My name is [Name] and I’m currently a senior at [University A], pursuing a double major in
Political Science and Business Strategy at the [College]. It is with sincere interest that I am
applying for a full-time Associate position at Bain’s New York City office. I believe that my
analytical abilities, combined with my hardworking and team-oriented nature, make me an ideal
candidate for this role. My extensive experience across a variety of industries from strategy
consulting to nonprofits, fiscal policy, and climate change reform highlights these characteristics.

At [Company A], a boutique strategy consulting firm, I served as the [Position A], working
directly at the intersection of client management and partner relations, quantifying theoretical
problems and making viable recommendations. I managed all internal finances for an 80-person
organization and coordinated contracts with different teams each year. My leadership
philosophy is guided by a commitment to social responsibility, mutual benefits, and a diversity of
thought and backgrounds. In my previous role as [Position B] for [Company B] (a New
York-based nonprofit working to offset climate change by investing in innovative tech), I led a
team of five others in developing a 50-page research project on the long-term effects of VC
attention on companies founded for social causes, a donor campaign (valued at $3M), and a
Northeastern climate analysis. Through these experiences, I have cultivated real-world client
interactions and the chance to pursue opportunities that allow me to continually learn.

In my research role at [Institution C], I have published two peer-reviewed journal articles on
climate issues in United States fiscal policy. From conducting the research to analyzing
thousands of data points, this role gave me the opportunity to flourish independently and
develop a foundation of effective communication and detailed, data-driven problem-solving in
several different industries.



Lastly, my time as a [Position D] with [Company D] has afforded me the opportunity to develop
relationships that led to the financial support of government entities, nonprofit foundations,
individual donors, and several Fortune 500 companies. I worked closely with internal
stakeholders, including internal ones like the Chief Development Officer and external ones like
Citi Bank C-suite Members, to draft grant proposals and identify major grant opportunities,
leading to [X Dollars] over a six-month period. During this time, I grew a strong foundation in
CRM analytics and learned how to prioritize and balance the competing needs of many different
teams within the organization.

Given the opportunity to work with the Bain team, I know that my experiences and skills will
allow me to be a major contributor. My sincere passion for data-driven problem-solving
combined with my interdisciplinary background is ingrained in how I work and serves as a
guarantee of my commitment to my team, the client, and the firm at large. Simply put, I want to
invest my time working on projects that matter and believe doing good is worth doing well. I
would be honored to work with a group that has maintained a decades-long reputation for
unconventional thought processes that produce innovative solutions for the business world and
beyond. Thank you for taking the time and effort in considering my application; I look forward to
hearing from you soon.

Sincerely,

[Name]


