
COVER LETTERS: NOT DEAD YET
Learn how to write a cover letter that gets you in the “Yes” pile



“Apply within 48 hours AND write a cover letter?”
“There’s no place to upload one”

“Nobody reads them”
“They are hard to write”

“They are time-consuming”
“I have no idea what to include”

WHAT JOB SEEKERS SAY ABOUT COVER LETTERS
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“We analyzed nearly 1 million job applications, and it shows 
that including a cover letter with your resume makes you

1.9 times more likely to be invited for an interview 
compared to those who left out a cover letter.”

https://www.jobscan.co/blog/should-you-include-cover-letter/ https://www.jobscan.co/blog/interview-rates-study/  

Derived from behavior, 
not surveys, from a 

large data set
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BUT YOU DON’T ALWAYS NEED TO SEND ONE

If a cover letter was requested

Small to medium size firms

Government/nonprofit jobs

You are a close (but not exact) fit

In person job/fewer applicants

Writing skills essential to the job

You have a connection at the company 

No space to upload one

Very large firms

Larger tech firms

You hit all the requirements 100%

Remote job/100s of applicants

Technical skills are most important

No connections
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Strongly Consider Possibly Skip



YOUR COMPETITORS AREN’T SENDING COVER LETTERS
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Most candidates don’t send cover letters. 
In a survey of 200 decision makers: 

• If it says cover letter optional in the job ad, 
➢ 65% said candidates omit a cover letter.

• If it says cover letter required, 
➢ 62% said candidates omit a cover letter.

Surprisingly, no matter what the job ad says:
6 out of 10 respondents said candidates don’t write cover letters.

https://resumelab.com/cover-letter/are-cover-letters-necessary
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“As a former group hiring manager at a Fortune 200 
company, the HR team would present me with the top 

10 qualified candidates. I would always read all the 
information presented by the candidate.”

Increase 
keyword density

Help me decide quickly if 
I’m on the fence

THEY AREN’T JUST FOR RECRUITERS

Choose between a few 
highly qualified candidates

Applicant Tracking System Recruiter Hiring Manager

Remember, even if recruiters don’t read your cover letter, hiring managers may pay close attention 
to differentiate among several highly qualified candidates.
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CREATE YOUR OWN 
COMPELLING AND CUSTOMIZED 

COVER LETTER

Consider the 
requirements and 

your fit

If you are a fit, what 
is your unique 

value?

Write a draft 
(optional – use 

AI to help)

Refine your 
draft



BE STRATEGIC

1. Should you apply at all? 

➢ Do you meet 80% or more of their requirements?

2.   If YES, should you send a cover letter? See previous slide

3. If YES to a cover letter, these are your goals: 

➢ Highlight your fit: Where am I the strongest? 

➢ Address the gaps: how can I address the requirements I don’t meet? 

➢ Amplify your value: What can I say about my value that’s NOT on my resume? 

➢ Add detail: Can I add further detail on specific projects or initiatives I worked on?

➢ Show your love for the company: See the Company Research page of website

➢ Demonstrate your human communication skills: I am not a bot!

© Lake Grove Job Seekers 8
https://www.linkedin.com/pulse/land-more-interviews-leveraging-subtle-art-compelling-matt-glodz/

Pro Tip: Use our “Brutally Honest” Job Fit Prompt

https://lakegrovejobseekers.org/learn/company-research
https://lakegrovejobseekers.org/learn/company-research
https://lakegrovejobseekers.org/assets/uploads/documents/Brutally-Honest-Job-Fit-Prompt.docx


STEPHANIE BUCHART
linkedin.com/in/sbuchart  | Oregon City, OR 97045 | 503.555.6464 | stephanie.buchart@outlook.com 

September 14, 2025

Williams Partners Global Advisory

Re: Operations Principal position REQ# 8745

Dear Hiring Team:
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Other Options
Dear Hiring Manager:

Dear [Company] Team:
Dear Search Committee:

“Dear Sir or Madam” or “To Whom It May Concern” are 
considered very out of date

You don’t need a specific name; instead, spend your 
time making the content strong

https://www.askamanager.org/category/cover-letters

If you have a name, don’t guess gender: Dear Sam Smith:

No street address needed: you aren’t mailing it! 

Same heading as your resumeSTART SIMPLY

Add the position name and #

Change the date if copying an old letter

mailto:linkedin.com/in/sbuchart
mailto:linkedin.com/in/sbuchart
mailto:stephanie.buchart@outlook.com


OPEN WITH ENTHUSIASM AND INTEREST
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• “I am uniquely qualified” or “I’m the best candidate for the job”
• “The definition of leadership is…”
• “I am writing to express interest in your recently posted position.”

• “I’d love to use my digital marketing skills to create the next…”
• “With deep experience leading teams like yours to meet their sales goals…”
• “Allison Green recommended that I apply to your opening for a…”

https://www.askamanager.org/2018/01/these-are-bad-ways-to-start-your-cover-letter.html 

It should be direct, confident, and say more than just “I saw your job ad.” 
Use lively language that conveys energy and interest, not filler or fluff.

Limit your 
opening paragraph 

to 1-2 sentences
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PICK 2-4 EMPLOYER REQUIREMENTS TO ADDRESS UP FRONT

1. Relevant functional experience
 i.e., 7+ years of experience as a relationship-driven technical project manager

2. Relevant industry experience 
 i.e., Deep experience in [industry] or broad experience across [industries]

3. Hard skills and certifications/licenses
 If required, mention them

4. Professional/soft skills and strengths
 i.e., adaptability, agile learner, strong relationship-building, strategic thinker

Education is usually not important to highlight in a cover letter unless it differentiates you.

Don’t spend much time restating what’s on your resume; a quick summary is a lead-in



ADDRESS SPECIAL SITUATIONS

 Do you have a referral? 
➢ Mention them by name in the FIRST paragraph. 

 Are you relocating? 
➢ Mention when -- reassure them you are doing it on your own nickel if this is the case.

 Is there a requirement gap? 
➢ Add information bridging the gap 

 Do you need to explain a career pivot or a non-linear career history? 
➢ Connect the dots for them so that your resume makes more sense.
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Think about what will boost or hinder your application

“While I’ve enjoyed my time in academia, my work has always felt less meaningful without some 
practical application. I want to use my expertise to make a meaningful impact, and I’m excited to 

support people using TTL products in awesome ways.”

https://www.askamanager.org/2023/02/heres-an-example-of-a-great-cover-letter-with-before-and-after-versions.html
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HIGHLIGHT YOUR UNIQUE VALUE:  
WHAT’S MISSING FROM YOUR RESUME?

 What key accomplishments can you highlight that demonstrate potential value? 

 Expand on one or two great stories that are in your resume

 What motivations do you have that make you a great fit?

 Don’t use the word “passion” as it is overused but do convey it! More here.

 What have you seen about the company in the news that excites you? 

 What values do you share with the company that enhance your cultural fit? 

 How do others describe you? “My staff has always appreciated my…”; “My customers rely on 
me for…”; “I am the go-to person for…”

Every applicant has unique skills and strengths

“When I oversaw our last office move, my color-coded spreadsheets covering every minute detail of the 
logistics were legendary; my manager said I was so organized, she’d trust me to plan an expedition to Mars.”

https://www.tealhq.com/resume-synonyms/passionate#:~:text=Instead%20of%20using%20%22Passionate%2C%22,and%20beyond%20in%20their%20work.


© Lake Grove Job Seekers 14

CLOSE CONFIDENTLY WITH A CALL TO ACTION

https://www.themuse.com

My successes in the diagnostics sector can be 
attributed to my strong work ethic, strategic planning 
skills, and high-energy leadership style. I’m eager to 
discuss how I might be a fit for this position. 

My energy, desire to innovate, and experience as a sales 
leader make me a strong fit to help boost your expansion 
efforts. I look forward to discussing how I might add value 
as your next West Coast Sales Director.

I will call your office in a week to schedule an interview.

Sincerely, 

[your first & last name]
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Recruiters love candidates who come across as genuine, likable, and 

well-rounded, so don't be afraid to infuse some personal flair 
into your writing.

Jan Tegze, Talent Acquisition Leader, Sourcer/Recruiter

But don’t do this (actual example): 

I am eager to put my MacGyver-like design ability to use in the workplace. I’m sure you 
receive hundreds of these letters a week, but how many of those people have built an 
entire campaign with nothing more than old barbed wire and used Popsicle sticks? None? 
I’ve never done that, either but it would be a neat trick. I would like to come by and show 
you my work in hopes of making something of my life so I can move out of my parents 
basement.

PERSONALITY IS A PLUS – IN SMALL DOSES
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FORMAT FOR A SKIM, NOT A READ

Short intro proving value immediately

Bold text

Bullet points (optional) 

Short paragraphs

White space

Close with confidence

https://huntr.co/blog/how-to-write-a-cover-letter 

Dear Shocor Hiring Team,

With 10+ years leading cross-functional teams in 
supply chain and operations, I’ve learned that 
scaling systems is as much about people as it 
is about processes. 

• At Westbridge, I oversaw a 3-year logistics 
transformation that reduced delivery times by 
40% and improved NPS scores across two 
regions.

I’m now looking to bring that experience and my 
passion for operational excellence to an 
organization focused on sustainable growth. 

Your commitment to ethical sourcing and tech-
forward logistics is what drew me to this 
position, and I’d welcome the opportunity to 
help drive that mission forward. I look forward to 
discussing the opportunity with you soon.
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Detailed header with some color 
(same as resume)

Source: Modernize Your Job Search Letters by Wendy Enelow & Louise Kursmark

Call to action

Achievement bullets

Short paragraphs

Brief summary of related prior role

Short Intro

Salutation

Another example…
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Detailed header with some color 
(same as resume)

Source: Modernize Your Job Search Letters by Wendy Enelow & Louise Kursmark

Call to action

Descriptions that go beyond a resume
 + Achievement bullets

Short intro

Salutation

One more…



PARALYZED BY THE BLANK PAGE?
GENERATE A FIRST DRAFT USING AI

▪ Consider using Claude.ai – generally the best writing partner

▪ Use our AI Prompt For Cover Letters which incorporates your motivation

▪ It’s a conversation, keep asking for what you want.
➢ If using Claude, keep in mind token limits. Fewer follow-up questions works best.

➢ It’s best to provide a detailed prompt to Claude upfront.

© Lake Grove Job Seekers 19Adapted from: 
https://www.linkedin.com/feed/update/urn:li:activity:7095725288080220160/?updateEntityUrn=urn%3Ali%3Afs_feedUpdate%3A%28V2%2Curn%3Ali%3Aactivity%3A7095725288080220160%29
See also: https://www.youtube.com/watch?v=-kgAFH7nZYs https://enhancv.com/blog/chat-gpt-cover-letter/ 

Review the output for accuracy!!! Then take the bits you like to create your best cover letter.  
You may also take a previously written cover letter and ask Claude to adapt it to a new job description.

https://lakegrovejobseekers.org/assets/uploads/documents/AI-Prompt-for-Cover-Letters.docx
https://www.linkedin.com/feed/update/urn:li:activity:7095725288080220160/?updateEntityUrn=urn%3Ali%3Afs_feedUpdate%3A%28V2%2Curn%3Ali%3Aactivity%3A7095725288080220160%29
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OTHER AI CONSIDERATIONS 

 Grammarly

 Teal
© Lake Grove Job Seekers 20

▪ AI tools can’t read your mind to discover 
motivation and unique value 

▪ Most cover letter generators will write a 
generic cover letter – a big no-no 

▪ AI tools can make things up:               
ALWAYS check the results

The options below offer a suite of tools beyond just 
cover letters and may be worth exploring:

https://www.youtube.com/watch?v=hWMGRs5WvzQ
https://www.youtube.com/watch?v=hWMGRs5WvzQ
https://www.tealhq.com/tool/cover-letter-generator
https://www.tealhq.com/tool/cover-letter-generator


ANOTHER WAY TO STREAMLINE:  A DATABASE

Where did I put that? 

▪ Create a database rather than try to 
remember which prior cover letter had that 
great bullet point

➢ This document or spreadsheet can keep all 
your keyword-rich bullet points in one place.

▪ Keep all your other short paragraphs 
related to other topics like relocating, 
referrals,  a corporate value you share, etc. 
in the same document. 

▪ Mix and match to save time
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 Grammar and spelling

 Date – check those copy/paste details! 

 Company Name (!)  

➢ Job seekers copy/paste and forget to change this 

 AI Errors/Hallucinations 
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FINAL STEP: CAREFULLY REVIEW YOUR COVER LETTER! 

www.grammarly.com 

Another real example: 

I also have a degree English which serves me well in editing text for poor grammer or typos.

https://killianbranding.com/cover-letters-from-hell/

http://www.grammarly.com/
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A COVER LETTER WHEN THERE IS NO JOB POSTED

How to Write a Letter of Interest
Formatting Your Letter
Samples and Templates

This strategy is called a Letter of Interest

A letter of interest is written by a job seeker when they are 
VERY interested in working for a company that does not 
appear to have any relevant job opportunities listed.

By writing a letter of interest to a key decision-maker 
(typically a department head or higher), also known as an 
interest letter or a prospecting letter, you bring attention to 
your motivation and qualifications, hoping that the person 
you send it to will be interested in learning more about you. 

Include a resume? 
Yes, if it makes a clear case for your fit. 
Or you may just include your LinkedIn URL.

https://careersherpa.net/letter-of-interest/
https://www.indeed.com/career-advice/career-development/letter-of-interest

https://www.grammarly.com/blog/letter-of-interest/ 

When no 
job is 

posted
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SAME IDEA: A PROBLEM/SOLUTION OR PAIN LETTER
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Show that you are the solution to an employer’s problem

A “Pain Letter” directly addresses a 
“pain point” or challenge the 
company is facing and how you can 
solve it. 

This unconventional approach shows 
that you’ve done your homework and 
are ready to contribute from day one, 
setting you apart from other 
candidates.

Sources: jobscan.co; https://www.askamanager.org/category/cover-letters https://blog.theinterviewguys.com/cover-letters-are-making-a-comeback/  

When no 
job is 

posted
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YOUR RESUME SUMMARY IS A MINI COVER LETTER

25© Lake Grove Job Seekers© Lake Grove Job Seekers

Find more examples here: www.jobscan.co/blog/resume-summary-examples/  |  20 Best Resume Summary Examples | The Muse

SUMMARY
Strategic communications and brand leader with deep experience guiding voice, visuals, and 
engagement across corporate, nonprofit, and philanthropic settings. Skilled in managing rebrand 
initiatives, leading event experiences, and aligning stakeholders around shared values. 
Recognized for delivering thoughtful, accessible communications that strengthen culture, trust, 
and community impact:

➢ Rebranded a nonprofit client to clarify mission and elevate visibility, resulting in continued 
funding and White House blog coverage.

➢ Directed strategic communications and brand storytelling for 18 nonprofit clients over 5 years, 
helping them engage community partners and secure grant renewals.

➢ Produced and managed 2-3 executive-level events annually, achieving consistent sell-outs 
through compelling storytelling and curated brand experiences.

Your overall role

Industries/sectors

“Known for” or 
“Recognized for” are 

powerful phrases

Optional: add your 
3 most relevant 

achievements, with 
context and metrics

When no option 
to upload is 

available

Another option: make a cover letter the last page of your resume document

http://www.jobscan.co/blog/resume-summary-examples/
http://www.jobscan.co/blog/resume-summary-examples/
http://www.jobscan.co/blog/resume-summary-examples/
http://www.jobscan.co/blog/resume-summary-examples/
http://www.jobscan.co/blog/resume-summary-examples/
https://www.themuse.com/advice/3-resume-summary-examples-thatll-make-writing-your-own-easier
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Apply online, then
email the hiring manager 

and attach your resume  

Source: Modernize Your Job Search Letters by Wendy Enelow & Louise Kursmark

THE FOLLOW-UP COVER LETTER 

When sending by email, the cover letter is the body copy 
of your email, not an attachment.  Attach your resume 

instead.

When no job 
is posted

Get your cover letter in front of the HIRING MANAGER

Send by 
email after 

you apply



 More samples from The 
Balance here

 Good overview and samples 
from Huntr here
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MORE EXAMPLES

Example from former job seeker:
• Matches tone to employer 

(academic)
• Addresses relocation
• Connects prior non-academic 

experience 

https://www.thebalancemoney.com/free-cover-letter-examples-and-writing-tips-2060208
https://huntr.co/blog/how-to-write-a-cover-letter


3-STEP LETTER FORMULA FROM RECRUITER:
https://www.youtube.com/watch?v=5q4E5wP86o8 
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1. Who you are
2. Why this job
3. Why this company

https://www.youtube.com/watch?v=5q4E5wP86o8


Thank You!
 

Questions? 
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