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COVER LETTERS: NOT DEAD YET

Learn how to write a cover letter that gets you in the “Yes” pile
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WHAT JOB SEEKERS SAY ABOUT COVER LETTERS

“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”

“l have no idea what to include”
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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.”

Derived from behavior,

not surveys, from a
large data set
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BUT YOU DON’T ALWAYS NEED TO SEND ONE
l‘ Strongly Consider Possibly Skip ’I

If a cover letter was requested ®= No space to upload one

Small to medium size firms == Very large firms
Government/nonprofitjobs = Larger tech firms
You are a close (but not exact) fit *=* You hit all the requirements 100%
In person job/fewer applicants ** Remote job/100s of applicants
Writing skills essential to the job ** Technical skills are most important

You have a connection at the company = No connections

© Lake Grove Job Seekers



Most candidates don’t send cover letters.
In a survey of 200 decision makers:

* |f it says cover letter optional in the job ad,
» 65% said candidates omit a cover letter.
* Ifit 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.

© Lake Grove Job Seekers 5



THEY AREN’T JUST FOR RECRUITERS

“As a former group hiring manager at a Fortune 200

company, the HR team would present me with the top

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

e
Applicant Tracking System Recruiter Hiring Manager
Increase Help me decide quickly if Choose between a few
keyword density I’m on the fence highly qualified candidates



CREATE YOUR OWN
COMPELLING AND CUSTOMIZED
COVERLETTER

Consider the If you are a fit, what Write a draft .
! : : : Refine your
requirements and IS your unique (optional - use draft
your fit value? Al to help)




BE STRATEGIC

1. Should you apply at all?

» Do you meet 80% or more of their requirements? | Zleles CEicrolllaf sTi e INA S [elaleis e [ol ol Sl d S dolnal o)

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

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

» Highlight your fit: Where am | the strongest?

» Address the gaps: how can | address the requirements | don’t meet?

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

» Add detail: Can | add further detail on specific projects or initiatives | worked on?

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

» Demonstrate your human communication skills: | am not a bot! o0
W

© Lake Grove Job Seekers
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START SIMPLY

Same heading as your resume

STEPHANIE BUCHART

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

September 14, 20254+ Change the date if copying an old letter

. . e No street address needed: you aren’t mailing it!
Williams Partners Global Advisory

Re: Operations Principal position REQ# 8745 «— Add the position name and #

“Dear Sir or Madam” or “To Whom It May Concern” are
Dear Hiring Team: Other Options considered very out of date

Dear Hiring Manager:
8 8 You don’t need a specific name; instead, spend your

time making the content strong

Dear [Company] Team:
Dear Search Committee:

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

© Lake Grove Job Seekers https://www.askamanager.org/category/cover-letters 9
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OPEN WITH ENTHUSIASM AND INTEREST

Limit your
opening paragraph

It should be direct, confident, and say more than just “I saw your job ad.”
to 1-2 sentences

Use lively language that conveys energy and interest, not filler or fluff.

l * “l am uniquely qualified” or “I’m the best candidate for the job”
’ * “The definition of leadership is...”
 “lam writing to express interest in your recently posted position.”

“I

’d love to use my digital marketing skills to create the next...”

15

* “Allison Green recommended that | apply to your opening for a...”

© Lake Grove Job Seekers 10

“With deep experience leading teams like yours to meet their sales goals...

b



PICK 2-4 EMPLOYER REQUIREMENTS TO ADDRESS UP FRONT

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

1. Relevant functional experience

" |.e., 7+ years of experience as a relationship-driven technical project manager

2. Relevant industry experience

® j.e., Deep experience in [industry] or broad experience across [industries]

3. Hard skills and certifications/licenses

= |f required, mention them

4. Professional/soft skills and strengths

= j.e., adaptability, agile learner, strong relationship-building, strategic thinker

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

11

© Lake Grove Job Seekers



ADDRESS SPECIAL SITUATIONS

Think about what will boost or hinder your application

= Do you have areferral?
» Mention them by name in the FIRST paragraph.
= Areyou relocating?
» Mention when -- reassure them you are doing it on your own nickel if this is the case.

= |s there arequirement 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.

“While I’ve enjoyed my time in academia, my work has always felt less meaningful without some

practical application. | want to use my expertise to make a meaningful impact, and I’m excited to
support people using TTL products in awesome ways.”

© Lake Grove Job Seekers 12



HIGHLIGHT YOUR UNIQUE VALUE:
WHAT’S MISSING FROM YOUR RESUME?

Every applicant has unique skills and strengths

= 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’tuse 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...”; “l am the go-to person for...”

“When | oversaw our last office move, my color-coded spreadsheets covering every minute detail of the

logistics were legendary; my manager said | 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.

CLOSE CONFIDENTLY WITH A CALL TO ACTION

&

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 | might be a fit for this position.

My energy, desire to innovate, and experience as a sales

l ‘ 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.

’ ' | will call your office in a week to schedule an interview.

Sincerely,

[your first & last name]

© Lake Grove Job Seekers 14




PERSONALITY IS A PLUS - IN SMALL DOSES
1

Recruiters love candidates who come across as genuine, likable, and

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

But don’t do this (actual example):

| 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. | would like to come by and show
you my work in hopes of making something of my life so | can move out of my parents
basement.

© Lake Grove Job Seekers
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Short intro proving value immediately

© Lake Grove Job Seekers

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, | 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. | look forward to
discussing the opportunity with you soon.

16
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Another example... Ellie Whitney

Y —— ellie.whitney@gmail.com | Portland, OR 97239 | 951-242-9799 | linkedin.com/in/ewhitney

Detailed header with some color Director of Finance | Corporate Controller
Healthcare Tax Accounting * Strategic/Financial Planning * HR Administration * Business Management
(same as resume)

January 15, 2024

United Capital Healthcare
S a lut at i on Re: Director of Finance req# 87654

Dear United Capital Healthcare Recruiting Team:

S h I As a senior accounting and finance executive, my priority is to ensure the most accurate
ort intro financial information while leading efforts to constantly improve operations and maximize
efficiency.

For instance, during my most recent role at Agape Medical Management, | led a 45-person

Brief summa ry Of related prior ro le team and controlled a $15M budget. | was honored to be selected to direct efforts of centralizing
the accounts payable department after our merger with Pierce Healthcare Systems.

Under my direction, we were able to make a seamless transition that produced substantial wins:

. # Saved more than $2.5M in operational costs.
ACh levement bu lletS s Cut AP processing time from 7 days to 3 days.

s Successfully integrated new systems with no negative impact to our clients.

This tremendous success stemmed from not only my analytical thought process, but the

S h ort pa ra gra p h S capability to motivate employees to produce the accurate reporting practices necessary to
ensure sound financial operations.

Your current opening for a Director of Finance is exciting and seems an excellent fit for my
Ca ll to action financial expertise. | look forward to having the opportunity to further discuss how | can
contribute to United Capital Healthcare's continued financial stability and longevity.

Sincerely,

© Lake Grove Job Seekers Source: Modernize Your Job Search Letters by Wendy Enelow & Louise Kursmark
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One more...
|
Detailed header with some color
(same as resume) September 14, 2025

STEPHANIE BUCHART

linkedin.com/in/sbuchart | Oregon City, OR 57045 | 503.555.6464 | stephanie.buchart@outlook.com

Williams Partners Global Advisory
Re: Operations Principal position REQ# 8745

Salutatlon Dear Hiring Team:
. With deep experience in financial services operations and administration managing departments to
S h o rt I nt ro ensure compliance with FINRA/SEC regulations, I'm confident | would hit the ground running at Williams
Partners.

= | am a process improvement fanatic, always looking for potential roadblocks and identifying
operational processes that could be improved.

¥ An example is the new employee onboarding process | created that reduced the training

DeSC I‘i ptiO ns t h at gO beyO n d aresume time for new employees from 2 weeks to under 3 days, which was appreciated by
+ Ac h ieve me nt b u llets employees and supervisors alike and increased the value new employees could deliver.

= My colleagues describe me as the invisible hand that keeps things running smoothly. | pride
myself on developing strong relationships with both internal and external clients which allows
me to fully understand day-to-day operations and troubleshoot in real time.

# | currently hold Series 7 and 24 licenses

I am excited about the possibility of being part of your team and utilizing my experience to benefit

Call to action

Williams Partners Global Advisory. | look forward to the opportunity to discuss my skills and experience
in more detail.

Sincerely,

Stephanie Buchart

© Lake Grove Job Seekers Source: Modernize Your Job Search Letters by Wendy Enelow & Louise Kursmark



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

= Consider using Claude.ai - generally the best writing partner

= Useour Al Prompt For Cover Letters which incorporates your motivation

= |t’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 h ) _e -
ttps: inkedin.co
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= Al tools can’tread your mind to discover
motivation and unique value

= Most cover letter generators will write a ‘

generic cover letter - a big no-no

= Al 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:

® Grammarly

m TJeal

© Lake Grove Job Seekers

Struggling to hire? Discover great talent on autopilot.
Book an appointment

-®
Stop Using Al to Write Your CVs and Cover Letters

I Richard Hamilton - 2rd+ Follow

This morning we received 5 identical cover letters, they were |

J/ From 5 different candidates.
[/ All easy to spot.
[/ All rejected.

It's OK to use Al in the job search process, but copying straight from GPT, come
on people.

This approach will hold you back.

It's crucial to remember that your CV and cover letter are your personal
introduction to a potential employer.

Instead of relying on Al to do the heavy lifting, take a moment to reflect on these
key points:

17 What unique skills and experiences do you bring?

2° How does your background align with the company's needs?

3" What genuine enthusiasm do you have for the role?

4° How can you showcase your personality and fit with the company culture?

Then...
" Write a cover letter that stands out.

Investing a bit of effort to personalise your application will make a significant
difference.
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ANOTHER WAY TO STREAMLINE: A DATABASE

Where did | put that?

= Create a database ratherthantryto
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 m %

© Lake Grove Job Seekers 21



. @ grammarly
= Grammar and spelling —
= Date — check those copy/paste details! M message when s reay for her eview
®= Company Name (!)
» Job seekers copy/paste and forget to change this Zf;’:ZZQfS‘;ZZTI;:5:?:11‘:2‘&2’:‘1::1?:?

belongs to it, you, or they.

= Al Errors/Hallucinations it

www.grammarly.com

Another real example:

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

© Lake Grove Job Seekers https://killianbranding.com/cover-letters-from-hell/ 22



http://www.grammarly.com/

When no
jobis

A COVER LETTER WHEN THERE IS NO JOB POSTED PesteE

What Should You Include
in a Letter of Interest? :

® Astrong introduction

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.

® Recently acquired skills
® Abrief overview of your experience

® Explanation of what you can offer
to the organization

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.

‘indeed

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

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/
© Lake Grove Job Seekers . & v &
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SAME IDEA: APROBLEM/SOLUTION OR PAIN LETTER

When no

jobis
posted

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.

Dear Hiring Manager,

I've been following TechSolutions Inc. and noticed your efforts to
improve healthcare software. Specifically, the challenge of making
patient data more accessible while keeping it secure caught my
attention. I've tackled a similar issue before, developing a solution
that made data easier to use without compromising privacy.

At my last job, | worked on a project that simplified data access
for healthcare staff, reducing the time needed to retrieve patient

information by 20%. I'm excited about the possibility of bringing

my experience and ideas to TechSolutions Inc. to help solve this
important prablem.

Locking forward to discussing how | can contribute to your team.

Best regards,

© Lake Grove Job Seekers https://www.askamanager.org/category/cover-letters https://blog.theinterviewguys.com/cover-letters-are-making-a-comeback/
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When no option

touploadis
available

YOUR RESUME SUMMARY IS A MINI COVER LETTER

Industries/sectors

Your overall role SUMMARY
Strategic communications and brand leader v ith 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:

“Known for” or
“Recognized for” are
powerful phrases

» Rebranded a nonprofit client to clarify mission and elevate visibility, resulting in continued
Optional: add your funding and White House blog coverage.

3 most relevant » Directed strategic communications and brand storytelling for 18 nonprofit clients over 5 years,

achievements, with
context and metrics

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.

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

25
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THE FOLLOW-UP COVER LETTER

Get your cover letter in front of the HIRING MANAGER

Apply online, then
email the hiring manager
and attach your resume

When sending by email, the cover letter is the body copy

of your email, not an attachment. Attach your resume
instead.

© Lake Grove Job Seekers Source: Modernize Your Job Search Letters by Wendy Enelow & Louise Kursmark

From: Greta Reynolds, gretareynolds@gmail.com
Subject: Project Manager application follow-up

Date: June 6, 2024

To: Cameron Tucker, cameron@tuckerenterprises.com

Send by
email after

you apply

Dear Mr. Tucker:

As a follow-up to my recent application, | wanted to reach out to reinforce the ways in which |
can provide the multidisciplinary strength and agility to excel as a Project Manager at Tucker
Enterprises.

| have successfully implemented and monitored key projects that span event planning and
technical troubleshooting, with an eye on cutting costs. | look forward to unleashing that
experience in a role that calls for someone who can easily pivot from one challenge to the next.

The following is a snapshot of what | offer:

# Troubleshooting: A common thread in all of my roles is identifying opportunities to cut
costs and improve workflow. Collectively, | have saved my employers nearly S90K
through software improvements, hardware replacements, and vendor renegotiations.

+ Event Management: | have spearheaded large-scale meetings and events including
vendor negotiations, $40K budget oversight, and technical set-up-for more than 500
attendees.

* Technology Upgrades: | have a track record of jumping in to help orchestrate
enterprise-wide |T projects, including a network installation and a SAP system migration.

+ Financial Analysis: | have 15+ years' experience conducting budget and financial
analyses that supported C-level decision-making and influenced business strategy.

| have positioned myself as a respected project leader by collaborating with team members and
vendors to exceed the expectations of my internal and external customers. By fostering
cohesive relationships through trust and reliability, | have won the support of not only upper
management, but my peers as well.

If you are looking for someone who will deliver all projects on time and under budget while
juggling multiple moving parts, | would welcome an opportunity to discuss the results Tucker
Enterprises could expect from me.

Sincerely,
Greta Reynolds

415.555.0024
gretareynolds@gmail.com



MORE EXAMPLES Joy 26,2024

Dear Oregon State University Hiring Team,

u M ore sam p l.eS fro m Th e I'm excited to apply for the Director of Marketing Innovations position. It's an opportunity to combine
my expertise in building world-class marketing teams and engagement strategies with my passion for
Ba l_a nce h ere education. I've spent the past 15 years helping organizations evolve their marketing practices to

reach audiences in new and impactful ways. After having a fantastic experience as a master's student
at 05U, I'm eager to use my expertise to help elevate the university's brand globally.

= Good overview and samples
Innovation and award-winning content creation have been at the core of my marketing leadership. At

fro m H u ntr h ere Drganic-Ual-le'f I led the r.:harg.e to grow ul:lr online audit?nch by cre-ating engaging digl'lt1a| content,

— deepening influencer & media partnerships, and establishing a national brand advertising program.
These efforts increased brand awareness in key markets and delivered engagement rates significantly
higher than industry averages. Accomplishments during this time include:

o Creating award-winning campaigns that gained tens of millions of earned impressions through
PR and shareable videos.
Example from former job seeker: o Leading cross-functional committees for strategic initiatives around marketing excellence and

Matches tone to employer di‘u"EfSi't',l', E[]Uit‘,ll & inclusion.
. = Establishing an in-house video team to create brand/product and educational content.
(academic)

Addresses relocation As a mission-driven organization Organic Valley not only sold consumer products; it served as an
Connects prior non-academic industry leader and advocate. This gave me the opportunity to develop content around sustainability
. initiatives, government affairs, and university research. | learned how to tell complex stories in
experience . . .
engaging ways to a variety of audiences.
While | am currently based in Partland, | loved living in Corvallis part time while completing my MBA
and am open to relocating depending on the needs of the position. | would love the opportunity to
tell O5U’s stories in innovative ways and hope to speak with you about this role soon!
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https://www.thebalancemoney.com/free-cover-letter-examples-and-writing-tips-2060208
https://huntr.co/blog/how-to-write-a-cover-letter

I .
1. Whoyou are
2. Whythisjob
https://www.youtube.com/watch?v=5q4E5wP8608 3. Why this company

and can make your cover letter
® Lake Grave lob & , as short as three sentences. 28



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

Thank You!

Questions?
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