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Some employers may ask you to send a covering letter with your CV or they might ask you to fill 
in a job application. It’s essential that covering letters create a good first impression. Always 
carefully check the spelling and punctuation. 

 

A covering letter should tell the employer: 

• what job you are applying for and where you found the job advert 
• what job you are currently doing, or your last job if you are out of work 
• why you are interested in the job 
• the main skills and qualities you would bring to the job (keep this brief as the application or 

CV will contain more detail)  
• who to ask for references 

 
 

Skills (what you can do):  
 

• DIY 
• maintenance 
• machine operation 
• literacy 
• numeracy 
• IT competence 
•  

Qualities (aspects of your 
character): 

• hard-working 
• attention to detail 
• reliable 
• able to work on own  

 initiative 
• good team-worker 
• patient 
• creative 

 


