
The objective is to generate interest and prompt the employer to follow up
with an invitation for an interview. Basically, it conveys to the employer
the reasons why one should be considered based on the qualifications,
skills, interests, values and, ultimately, hired for the position. 

Not always required but highly recommended, a cover letter is meant 
to be an introduction of the job applicant to the reader, including the 
person’s interests, values and reasons for submitting the application, 
which might not have been included in the résumé. We also recommend
highlighting any company events, networking or research you know about
them for.

Unless otherwise specified in the application instructions of the job posting, your cover letter
should not exceed one page.

Cover letters are important because they allow you to tell your story and provide details on
the experiences mentioned in your resume. They also let recruiters differentiate between two
candidates with similar qualifications.

Unlike résumés, it is acceptable to use personal pronouns on a cover letter like “I” and “my”.
Aim to use a professional, yet conversational and storytelling format.

Since a cover letter usually accompanies a résumé, a consistent font style and font size should
be used throughout both documents. Font size should be 11 or 12pt. If too small, it will be
difficult to read and important information can be missed. If your font is too large, it may convey
that you did not have much to fill a page.

 
Font style should be clean and easy to read. Make sure that the font of your cover letter 
matches the one used on your résumé. Lastly, you want to use a regular font that is widely
available, especially if you have to submit an editable document instead of a PDF format. Here
are some recommended fonts: 

Verdana

Times New Roman
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The header should be the same
as the one on your résumé so
that employers can easily identify
all documents belonging to you.

Enter the current date:
“Month DD, YYYY” 

In these paragraphs, the objective is to help the recruiter understand why you are applying to
this role at this company and why you are a good fit for the role. To showcase how you have
developed the required skills, use the STAR method to tell your story. You can elaborate on
the key qualifications mentioned in the opening paragraph, conveying accomplishments and
how you make/have made a contribution in your engagements. 

You can use multiple paragraphs to give different examples of how you have previously used
the required skills successfully, so make sure to include a positive outcome with results. In
addition, mention how the highlighted skills connect with the employer needs, which should be
on the job posting. 

If available, enter the name,
title, department, organization
name and street address 

If possible, address your cover letter to a specific person and use a formal salutation that
includes “Mr.” or “Ms.” followed by the first and last name. In the case that the person’s name is
not listed on the job posting, you may want to research the organization and try to find out who
is the person to address your cover letter.

If you are not able to find the hiring manager’s name, you can address your cover letter to the 
head of the particular department that the position falls under. If the name of the department is 
not on the job posting, you can address your cover letter to “Hiring Manager”.

In your opening paragraph, mention the position name you are applying to. If you have a 
contact who works at the organization and perhaps made you aware of the opportunity, you 
can also mention in this section. Add information on your education, such as the degree, 
major, university name and graduation, along with key qualifications that match the position
requirements. End off the opening paragraph listing the qualifications or skills that you have 
that the employer is looking for. Focus on 3-4 key skills which can be found on the job posting. 

Header Date Recipient’s (Employer) Name
and Contact Information

Middle
Section

Header

Opening
Paragraph

Closing
Paragraph

Heading

Middle Section

Opening Paragraph

Sections Of A Cover Letter



Thank the reader for considering your application and reiterate the reason(s) why you want to
join the organization and hold the position. Convey your desire to have the opportunity of an
interview to further discuss in person how your qualifications, interests and values meet the
requirements of the position and state how you intend to follow up. You can include your
contact information (phone/email) for the purpose of scheduling the job interview.

Customize your cover letter for each position you apply to. Show the employer that you
are interested by emphasizing how your skills or experiences are relevant and will set you
up for success in the position you’re applying for.

Research the organization and analyze the job posting to identify the employer’s specific
needs and convey your knowledge on the cover letter.

Use action verbs to emphasize your enthusiasm and relevant skills when describing your
previous experiences.

Prioritize your qualifications based on the level of importance indicated by the job
description for the position. For example, if customer service is a key qualification, start
your second paragraph with that experience and convey your achievements.

Demonstrate your ability to communicate concisely by ensuring you do not exceed the
maximum length of one page.

Write your cover letter in your own words. This will help showcase both your experiences
and personality authentically in your cover letter. Use a flowing, non- regimented writing
style in the active voice.

If you are not able to locate the Hiring Manager’s name and contact information, address
the cover letter to the “Hiring Manager” as opposed to using Mr./Ms./Mrs. etc.

Be sure to refer to the specific position you are applying for and indicate the Job ID
number (if applicable)

Proofread to ensure there are no spelling, typing or grammatical errors. Ask someone
else to read your letter as spell-checkers do not catch all.

Showcase the value of your contributions by supporting all your skills and claims with
examples and the results of the related experiences.

Closing Paragraph (Call for Action)

Useful Tips



Generalization
When addressing a cover letter, do not use “Dear Sir or Madam” or “To Whom it May
Concern”. Instead, try to find the name of the hiring manager. If not possible, use “Dear
Hiring Manager”  or “Dear Hiring Committee” if the letter is for a unionized position.

Vague Language
A cover letter should stay away from vague sentences like “I can bring my skills and
experience to this role.” Clarify what skills and what experiences.

Length (Too long or short)
A cover letter that is too short or too long may not convey important points or over do it
and lose the interest of the reader.

Reuse of the Same Letter
Not customizing the cover letter to each and every position, including just changing the
name of the employer and position name with copy and paste, will convey to the reader
that the job seeker is not really interested in the opportunity.

Copy and Paste from Resume
Do not copy and paste examples from your resume. Instead, tell a short story that
conveys how a challenge was dealt with before, including the relevant skills and
accomplishments (STAR method).

Me, Myself and I
Do not make the cover letter just about you, the writer, but convey how the experiences/
qualifications can benefit the employer and how your interests and values fit well into
those of the organization.

Grammar/Spelling Errors 
Do not rely solely on the spell checker. In addition to checking for spelling mistakes, have 
another set of eyes review the letter and provide you feedback.

Common Mistakes

REMEMBER 
You can bring your cover letter to the Business Career Hub for feedback!

 
Click Here to Schedule a 1-on-1 or email trsmcareers@ryerson.ca to book

a drop in appointment 

https://trsmportal.force.com/s/onlinescheduler?processId=a3n4p000005nbKhAAI&whereid=a3j4p000003RZH9AAO


Cover Letter Builder

NAME
Toronto, ON, Postal Code | 416-580-1604 | your.name@ryerson.ca | LinkedIn Profile 

Date 

Hiring Manager 
Organization 
Address 

RE: Job Title 

Dear Hiring Manager,  

INTRO: Find a way to connect. Tell a story that links you to the company or the role in some way. If
you can’t do  that, tap into your research. What did you learn about the company that you like? Is it
their overall mission,  their vision, their socially conscious approach to business? Maybe it’s
something that you found out from a news  article? Explain why you want this particular job, not just
why you want to work at the company. 

BODY: Tell your stories. Once you’ve decided on your skills or experiences that you want to share
with the  reader, you need to tell them how you’ve got those experiences (and more importantly,
how you were successful in those experiences). Follow the  STAR Model. STAR is a storytelling
model, it stands for Situation, Task, Action, Result. Don’t forget the Result part - that’s the success
you’re demonstrating.  

Don’t use overly large, dense paragraphs. They are hard to read, and the harder it is to read, the
less likely I am  to read it. Keep your paragraphs short and sweet, focused on one skill or
experience and demonstrating the success you want to share, then move on. Remember, the focus
here is to get them excited to see/read more. You don’t need every detail, just enough information
to get them intrigued, but with a little bit of a pay off to reading this paragraph.  

Depending on how much space you have, you can use 2 or 3 paragraphs, focusing on 2 or 3
skills/experiences.  Say enough to keep the reader interested. If you don’t have space for 3 that’s
fine, make sure your 2 paragraphs  are strong.  

CONCLUSION: Close your letter out. If you have space, you can do a very brief recap of the main
focus areas of  the letter, if not, it’s fine. Reiterate interest if you’d like. Thank them for taking the
time to review your  application, ask for an interview, call to action – include your phone number
(123)456-7890 and email.  

Sincerely,  
Name



Cover Letter Template

NAME
Toronto, ON, Postal Code | 416-580-1604 | your.name@ryerson.ca | LinkedIn Profile 

Date:

Hiring Manager
XYZ Company
Address
Toronto, ON, Postal Code 

RE: Job Title

Dear XYZ Company hiring team,

Please accept this letter to express my interest in the Job Title position. My relevant qualifications
include my Bachelor of Commerce, Business Management majoring in Law and Business. I am a
highly motivated and progress-focused Sales associate with a long-standing background in this
field. With a track record of initiative and dependability, I have devised strategic initiatives which I
believe will make me an asset to the organization. 

I am a proficient and consistent problem-solver skilled at prioritizing and managing projects with
excellent technique. Most recently, I was a delegate for DECA Ryerson. I was responsible for
problem-solving and leadership in this role, competing in the Emerge Conference and Nationals.
contributed critical thinking, customer service, and case management toward team efforts and
business improvements in my previous role. Additionally, I had the opportunity to partake in the
Law and Business Conference; this opportunity allowed me to demonstrate how progressive-
minded and in tune with new developments in my field. 

Furthermore, my position as the General Board member in Ryerson women in law will let me
depict effective collaboration with solid teamwork talents. I enjoy joint brainstorming sessions,
which allow me to coordinate activities to achieve a common goal.  My previous experience
working as a Sales associate for Suzy Shier gave me customer service experience, time
management, and working under pressure. My expertise in customer service and problem-solving
will make me an excellent addition to the team. 

Please take a moment to review my attached resume and credentials. I would greatly appreciate
the opportunity to speak with you regarding my candidacy. You can contact me at 555-555-55545
or through email your.name@ryerson.ca 

Thank you for your consideration.

Sincerely,
Name



Career Consultant Contributor
Alethia Davis-Hecker
Alethia is a Career Consultant and UWindsor Alumni with 6+ years of experience
in the career services industry, and is founder of SMILE (non-profit). She is
passionate about encouraging individuals to live fruitful lives and aspire to
greatness!
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