CV Cover Letter and PS Handout

Freebie Guide: Crafting an Impactful Cover Letter and Personal Statement

Are you ready to stand out with a compelling cover letter and personal statement? These documents
are key to showcasing your motivation, skills, and experiences to potential employers or universities.
Here's a structured approach to help you write a captivating introduction, highlight your proficiency,
and demonstrate transferable skills effectively.

Introduction Paragraph: Personal Motivations

Begin your cover letter or personal statement by expressing your genuine motivations for the role or
program. Highlight why you are passionate about this opportunity and how it aligns with your career
goals. This sets a strong foundation for the rest of your document, showcasing your enthusiasm and
commitment.

Second Paragraph: Proving Proficiency

In the second paragraph, emphasize your proficiency and capabilities through examples of group
work or projects completed during your university studies. Highlight specific achievements that
demonstrate your teamwork, leadership, problem-solving, and communication skills. This provides
concrete evidence of your ability to excel in the desired role or program.

Third Paragraph: Relevant Work Experience

The third paragraph should focus on a relevant work experience that has equipped you with
transferable skills applicable to the job or program you're applying for. Discuss how this experience
has contributed to your professional development and prepared you for the challenges and
responsibilities ahead.

Closing Outro Sentence

Conclude your cover letter or personal statement with a strong closing sentence that reinforces your
enthusiasm and readiness for the opportunity. Express your eagerness to further discuss how your
background and skills align with the needs of the organization or institution.

[Your Name]

[Contact Information]

Crafting a compelling cover letter and personal statement is crucial for making a positive impression.
For personalized guidance on refining your documents and maximizing their impact, sign up for
exclusive content and coaching sessions.



