
Letter – Writing that great introductory letter to a boss 

Your cover letter is the very first piece of writing a future employer will read from you. So it is very important 

you follow some simple but crucial steps. An employer will only take seconds to read this letter and if you 

have their attention, they will then look more closely at your resume. If they have a vacancy you may then 

score an interview. 
 

Tips: 

 Keep to the format you see below as it will guide you line by line. Letter writing is like a recipe. 

There is a correct order to follow.  

 Make sure you have someone who is very good at spelling, punctuation and grammar to double 

check your work once you have double checked it.  

 Use Google Chrome as your browser when you open a Word Document. You will then have 

automatic spell check.  
 

Login to JobJump and select My Job. Click on Find My Job Ads. You will see a tab in the middle of the 

screen to open titled Writing your letter and resume.  

You will see the cover letter as below.  

Use this as a guide to follow line by line. Advice will be in brackets with handy suggestions on what to write. 

Note: Where it refers to Proven Passion in your career, this refers to a hobby project. Every career on 

JobJump has a fun, hobby project you can easily do. Employers highly regard this. Find your fun project by 

selecting the menu item My Career. Select your career and one of the 10 options will be your project. 

 



 

 

 


