Graduate (first job) cover letter template
Use the black font and select from the options in red text to customise a letter to your own personal circumstances
[Your Address]

[Date]

[Companies Address]


Dear [title and surname of hiring manager],
I am writing to express my keen interest in the role of [job title or job reference number] as advertised on Totaljobs. As you can see from my CV, I am a graduate with the required qualifications for this role and with additional, successful experience in the workplace.
EITHER A

Recently I undertook work experience at [company/organisation] where I was praised for [specific attribute or achievement]. During my time there I was involved in [key duties, such as taking customer queries, filing legal paperwork etc] and particularly enjoyed [managing the working lunch arrangements for senior client meetings when I gained valuable insight into the industry/implementing a new filing system that saved time/shadowing a senior member of staff/ whatever it was].
OR B
During the summer vacations, I have worked in a variety of roles for different companies and this work experience has taught me valuable workplace skills. These include: [List transferable skills learnt on the job, such as excellent customer service, meeting deadlines, managing different priorities and working as a team. If you were given additional responsibilities or achieved something specific, then say so]

I am attracted to this vacancy because I am very interested in working for a [large/small retailer/non-for-profit organisation/whichever kind of company it is] because [it is a fast-moving environment/positively changes our society/ I admire your technology product/name the reason].  
I hope I have convinced you that my up-to-the-minute qualifications, proven skills in the workplace and enthusiasm to learn would make me an asset. I am confident that I possess the attributes you’re looking for and am available for an immediate start. Please don’t hesitate to get in touch if you’d like to discuss my application further.
Yours sincerely, 

Your name
Your phone number
JOE BLOGGS

1 Abertawe Road, Swansea, SA1 1AS. 01234 567898, 07123456789, joe.bloggs@hotmail.com
PERSONAL STATEMENT

This section should include a brief history of your academic and employment career to date, it should include details of the sectors that you are keen on working in and it should also include some of the skills you have used in your career to date.  This section should never be in bullet point format and should be no more than 8 to 10 sentences long. This is your opportunity to present your unique skill set and the value you can bring to a new organisation.  Example: Graduate with excellent academic qualifications including first class BSc honours in xxxx.  Excellent communication, organisation and project skills. 

EDUCATION

BEng Motorsport Engineering
University of Wales Trinity St David     2011-Present

Explain modules you have studied. Describe your final project / group projects and skills being used. Current/Predicted 
A Levels



Swansea College



2009-2011

Achieved grades in subjects (A Level and AS Level)
GCSE




Swansea High School


2004-2009

Obtained 10 GCSE’s including Maths and Science

EMPLOYEMENT

Design Engineer


Swansea Engineering


2013

Don’t explain what a design engineer does; explain what you achieved in the role. What you accomplished, were responsible for and skills used/developed. 

Sales Assistant


Tesco





2009-2011

Again don’t explain what a sales assistant does, just highlight what you achieved or particular responsibility given to you.

Work Experience


Swansea Motorsport


2008

This is often just a week shadowing people in a company but you can still but what you observed or undertook during the placement

ACHEIVEMENTS

· Chief Mechanic of the Formula Student at the University of Wales, Trinity St David in 2012. Was responsible for…..

· Organised a charity football event to raise funds for local charity and raise awareness. Two local stars attended the event and £??? was raised.

· Awarded the Student of the Year in 2010 and 2011 from Swansea College for….

SKILLS

· Competent user of Microsoft Word, Excel, PowerPoint, Solid Works etc

· Have fair understanding of French

· Full clean driving licence

· Lifeguard Certificate Grade 3
· Piano Grade 4

FURTHER INFORMATION

· Played in the University 3rd X1 football team
· Volunteer with local charity
· Active member of the University debating society
REFERENCES

Mr A Non

Lecturer

University of Wales Trinity St David

Mount Pleasant

Swansea

Mr N.E One

Employer

Swansea Engineering

Llansamlet

Swansea

Classic Chronological CV Template 

NAME
Write your contact details across the page (saving space)

Include your landline, mobile and email

______________________________________________________________________

OBJECTIVE 
Briefly state exactly what it is you want – what job are you applying for. Don’t waffle. 

PERSONAL STATEMENT 
This is the key element of your CV. The rest of your CV content will be based on this section. You can write this information using either bullet points or sentences. Use words which reflect skills and experiences which match the opportunity you are applying for but keep it short as you will have the opportunity to expand on these basic themes later in your CV. 

EDUCATION 
Write in reverse chronological order. Don’t forget to include your degree(s) including the institution where you studied, your degree title(s) and the passes you achieved. If you are applying for your first post after graduating, then this section can do more than just list your educational achievements: you can highlight units, modules and projects from your degree course which are relevant to the post you are applying for. For instance, final year projects area useful to promote as they provide evidence of project management skills. You may want to add information about your secondary education especially if it shows skills such as languages. Stating your ‘A’ levels is a good idea but avoid lists of your GCSE’s. You could say which school you attended. 

EMPLOYMENT 
This is the section which raises more questions at interview. Again, write in reverse chronological order including your job title, the organisation you worked for and dates (just the year is sufficient). You could add relevant jobs you did as a student. Only add those which add to your experience and skill base relevant to the job you are applying for. Be careful that you do not write a job description but write about what you achieved in that job starting each statement with an action/power word. This is where you can link your work experience to the skills you highlighted in your Personal Statement. 

ACHIEVEMENTS 
Did you win any prizes or awards, have a position of responsibility, captained a team, organised an event or were recognised for anything else you have done? What about any other extra-curricular activities. You should include those which support your application/CV. If you have limited achievements to offer then leave this heading out and replace it with another heading more relevant to your experience. 

SKILLS/QUALIFICATIONS 
If you speak any languages, play an instrument, have achieved recognised IT or any other non-academic qualifications, have a driving licence, or any qualification related to your extra-curricular activities, include them here. Both this section and the achievement section of your CV are where you can demonstrate your broader skills and activities, which make you a better employee/team player. Classic Chronological CV Template 

FURTHER INFORMATION 
Perhaps you play/played a sport, have volunteering experience, were an active member of a university club or have an interesting hobby? 

REFEREES 
If you need the space just write ‘References available on request’. If the individual reading your CV is interested in, you will be contacted for references anyway. If you have space, give all contact details including title if appropriate.
