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Cover Letter Activity Answers
Cover Letter Example 1: Joseph Q. Applicant
1. What is the position he is applying for?
A scientific Research Summer Internship.

2. What is his reason for applying for the position?
He believes his ‘research’ and ‘conservation experience’ make him the ideal candidate.

3. Why is he suitable for the position?
He has experience in chemistry, biology and geology (both in lab and field).

He also has experience in environmental field studies.

He has relevant work experience.

Discuss the word ‘lab’ and ‘field’ in this context.
Meaning: Laboratory (lab); a room or building specifically equipped for conducting scientific research.
Field; describes a place away from the laboratory where practical work is done.
4. Does he describe any achievements?
Yes.

He worked as a Conservation Assistant at The National Trusts Clumber Park.

He received a commendation for his work.

Discuss the word ‘commendation’
Meaning: Formal or official praise. An award presented for very good performance.
5. How does the letter end?
‘I hope to schedule an interview at a mutually convenient time’

‘I look forward to speaking with you’

‘Thank you for your consideration’

‘Sincerely’

6. Any other comments?
He uses some strong, positive sentences to explain why he should be offered the internship.

He also acknowledges a specific component of the internship position in paragraph two and links this to his experience.

He also says that ‘I would believe that I would be an asset to your program’ and that this ‘internship would provide me with the ideal opportunity to assist your organization and to expand my research skills.’

Note: different spellings for program / programme and organization / organisation (USA / UK)
7. What did you think about the layout of the cover letter?
There should be spaces in between the paragraphs. The text looks very consolidated and difficult to read.

8. Write down any words or phrases you did not understand. Find out what they mean.
Cover Letter Example 2: Peyton Java
1. What is the position she is applying for?
A software engineering internship.

2. What is her reason for applying for the position?
She is excited by the opportunity to develop test cases, open bug reports and triage test case failures.

She feels she is well prepared for the position due to her coursework, employment and campus involvement.

3. Why is she suitable for the position?
She is studying Computer Science at University College.

She is an IT Help Desk employee.

She is a member of The Association for Women in Computing.

She attends Tech Talks and conferences.

She has experience in Java, Python, JavaScript and SQL.

4. Does she describe any achievements?
Yes.

The courses she has completed and her campus involvement.

5. How does the letter end?
‘Thank you for your time and consideration.’

‘I look forward to hearing from you soon.’

She ends the letter with ‘Sincerely’

6. Any other comments?
There is no ‘Dear Ms Thompson’ at the start of the letter.

She includes a strong, positive sentence in paragraph 5 – ‘I would be thrilled to learn more alongside your cross-functional team of engineers and developers.’ This suggests she has read the job advert and used this information in her cover letter.

In paragraph 6 she expresses her wishes. ‘As I prepare for a career in computer science, I am dedicated to gaining practical experience to complement my coursework.’

7. What did you think about the layout of the cover letter?
She has used the terms ‘coursework’, ‘employment’ and ‘campus involvement’ like headings to support why she is suitable for the position. She has then gone on to provide her own unique experiences in these areas.

8. Write down any words or phrases you did not understand. Find out what they mean.
Cover Letter Example 3: Amanda McDonald
1. What is the position she is applying for?
A Mathematician position.

2. What is her reason for applying for the position?
She has a genuine interest in helping to solve real problems such as economics.

She wants to find a secure position.

3. Why is she suitable for the position?
She has a Masters degree in Applied Maths, theory, algorithms and computing methods.

She has studied statistics and the relationship between scientific principles.

She understands the fundamentals of differential equations and calculus.

She describes her skills – ‘exceptional at problem solving’, ‘abstract thinking abilities’ and ‘strong analytical skills’

She describes her personal skills as being able to be ‘positive and friendly at all times’

She says she is ‘self-motivated, can meet tight deadlines when working alone, understands the need for confidentiality and adheres to the highest ethical standards’

4. Does she describe any achievements?
She explains that she has a goal to ‘acquire a doctoral degree.’

5. How does the letter end?
She is ‘very excited about meeting Ms Rosier in person and wishes to discuss the job with her in more detail.

She provides Ms Rosier with her phone number.

She ends the letter with ‘Respectfully.’

6. Any other comments?
She explains in detail her skills both professionally and personally all of which are relevant to the position she is applying for.

7. What did you think about the layout of the cover letter?
Excellent. 

Easy to read.

8. Write down any words or phrases you did not understand. Find out what they mean.
Cover letter Example 4: Fernando Ruiz
1. What is the position he is applying for?
A Junior Design Assistant.

2. What is his reason for applying for the position?
He wants to work in the UK.

3. Why is he suitable for the position?
He has a degree in Graphic Design.

He has a Masters in Graphic Design and Infographics.

He has his own website.

He has the ability to work alone or to collaborate.

He has experience of working with clients at all stages of the design process.

He is fluent in English.

4. Does he describe any achievements?
Yes.

He has completed projects at diploma and masters levels.

He has attended design workshops and a master class in visual design.

He has listed the work he has done for companies (annual reports for an NGO, DVD’s and online training packages for a financial house and posters for a bus company).

Discuss using abbreviations in cover letters (NGO’s, DVD’s).
5. How does the letter end?
He explains how he can be contacted – by Skype or telephone.

He uses the phrases ‘I look forward to hearing from you’ and ‘Yours Sincerely’

6. Any other comments?
He explains his work experience.

He demonstrates evidence he has read about the company ‘I can see from your website….’

7. What did you think about the layout of the cover letter?
It was easy to read.

Good use of bullet points to skills clearly his skills and experiences.

8. Write down any words or phrases you did not understand. Find out what they mean.
Continuous Assessment / Activity Purpose
This activity is to help students who want to apply for internship positions and jobs. The students will aim to achieve the following:

To learn how to write a cover letter in English.

To broaden their English vocabulary in relation to job applications.

To advance their reading skills.

To advance their listening skills by contributing to group discussions and speaking in class.  
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