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Key Elements of a Cover Letter

▪ Information about you
▪ Date
▪ Contact Person's Name, Title, Employer, and Address.
▪ Salutation (Addressing the recipient)
▪ Opening Paragraph
▪ Middle Paragraph
▪ Second Middle Paragraph
▪ Contact Information and Closing
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Key Elements of a Cover Letter

▪ Information about you

Begin your cover letter with your contact information. It should be in block 
style, on the left margin of your paper, towards the top.

▪ Name
▪ Current home address
▪ Telephone number
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Key Elements of a Cover Letter

▪ Date

Include a date as you would do with any business letter.
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Key Elements of a Cover Letter

▪ Contact Person's Name, Title, Employer, and Address.

Including a specific name can get your letter and resume to the hiring 
manager more quickly and can be an effective personal touch. 

If you are applying for an advertised position that does not give a name to 
contact, call the company and ask for the department manager's name.
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Key Elements of a Cover Letter

▪ Salutation (Addressing the recipient)

Choose the appropriate way to address the contact person.
For example:

▪ Dear Mr. Johns (if a man's name is the contact)
▪ Dear Ms. Smith (if a woman's name is the contact)
▪ Dear Prospective Employer (if there is no contact name)
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Key Elements of a Cover Letter

▪ Opening Paragraph

In the opening paragraph tell how you learned about the position. You may, 
for example, know of a job through:

▪ A classified advertisement
▪ An unsolicited mailing
▪ Advertisement on the Internet
▪ Personal referrals
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Key Elements of a Cover Letter

▪ Middle Paragraph

This paragraph gives a summary of your background and critical skills (hard 
skills) that make you qualified for the position.
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Key Elements of a Cover Letter

▪ Second Middle Paragraph

This paragraph can be used to demonstrate your persuasive skills (soft 
skills).
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Key Elements of a Cover Letter

▪ Contact Information and Closing

At the end of the letter talk about your availability for the job, where you can 
be contacted, and when you are going to contact the hiring person for an 
appointment to discuss your application. 

If you have no contact name you may simply want to indicate your 
anticipation for a response in this part of the letter. Thank the person to 
whom you are writing for his/her time and consideration of your application.
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Cover Letter Example

Critical Review
Cover / Speculative Letters

Contact’s name, details, address

Date

Salutation

Your contact info & closing

Opening paragraph

Middle paragraph

Second middle paragraph

Info about you



Speculative Letter
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Key Elements of a Speculative Letter

A speculative cover letter is sent to apply for or enquire about a job that is 
not currently being advertised.

You should consider making a speculative job application if you are:

▪ Actively looking for a new job role

▪ Trying to find a work experience placement

▪ Thinking about making a career move
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https://www.wikijob.co.uk/internships/advice/placement-or-internship


Speculative Letter Example
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EXERCISE

▪ Construct the first draft of your Cover / Speculative letter (Choose ONE)

▪ This can be reviewed and developed throughout the term – Melanie Hall 
can offer feedback and guidance on this after submission
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QUESTIONS?
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SAVE YOUR WORK

AND SAVE IT OFTEN!

Remember:
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Cover / Speculative Letters
Bibliography
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Key Elements of a Cover Letter
https://www.washington.edu/doit/key-elements-cover-letter

How To Write A Speculative Cover Letter
https://www.wikijob.co.uk/application-advice/job-applications/how-write-
speculative-cover-letter
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Cover Letter Example
https://www.thebalancemoney.com/thmb/QJsaPycmnYG139g91PNZUXEv-
Kw=/1500x0/filters:no_upscale():max_bytes(150000):strip_icc()/JosephQ1a
-f81fd2a8b3764c58ae9a38e17865ee60.jpg

Speculative Letter Example
https://i0.wp.com/www.icover.org.uk/wp-
content/uploads/2012/11/Speculative-Cover-Letter-
Example.png?w=900&ssl=1
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