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1. Overview: What and Why?

A cover letter, sent with your c.v. or resume, is a
persuasive document that provides potential employers
with a brief explanation of your interest in employment
and of your skills and experience.
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1. Overview: What and Why?

An opportunity to communicate…

- enthusiasm for the job

- your knowledge and interest in the institution to
which you are applying

- your uniqueness / personality / voice

- your intellectual ability

- detailed examples of your experience and skills

- that you are “job ready”
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1. Overview: What and Why?

Do people in your country of origin use cover letters in your field?

What do cover letters in your country look like?

What do they contain?
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2. Nuts and Bolts: How to Write a Cover Letter

• Bridge between your resume the specific job
• KEY:  No “one size fits all”
• Content

• 1st Paragraph (Who I am/What I want)

• Who are You?

• Why are you writing?

• 2nd Paragraph (What I bring)

• What are your qualifications?

• Highlight relevant experiences

• 3rd Paragraph (What’s next)

• What are you seeking/asking?

• Reference enclosures

• Next steps in process
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3. Tips for International Students

• Avoid internet templates



Dear Mr Jeffers

Your advertisement for a ............. caught my eye, and as I appear to be a perfect
match for this position I am eagerly applying for the vacancy.  As an accomplished
............... with over ....... years experience in the field of .............., I am well
positioned to join your company and make an immediate positive impression. My
key areas of expertise include, but are not limited to the following;

A solid background in............., and ................
Possessing a convincing track record of .........................
Having a well deserved reputation for.............. and ....................

I believe that my skills, experience, and reputation for excellence can greatly
enhance your company’s already impressive performance. I have a proven track
record of responsibility, integrity and commitment to company objectives. I am
comfortable working independently or as part of a team, and I firmly believe that
your needs and my skills are an excellent match. In addition to all of this I possess
impeccable personal and work references which I can present to you when we meet.
Thank you for taking the time to consider my application. I look forward to calling
you in a few days time to arrange an interview at a mutually convenient time. Yours
sincerely
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3. Tips for International Students

• Avoid internet templates

• Use formal language
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3. Tips for International Students

• Avoid internet templates

• Use formal language

“I had been working as an intern at a bank.”

(vs.)

“I worked as an intern at a bank.”
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3. Tips for International Students

• Avoid internet templates

• Use formal language

• Tone:
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3. Tips for International Students

• Avoid internet templates

• Use formal language

• Tone:

- Honest about but not prideful/boastful
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3. Tips for International Students

“I am the best graduate teacher in my
department.  I continually succeed where my
peers struggle.”

(vs.)

“My department honored me with a teaching
award for my excellence as a graduate teacher.”
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3. Tips for International Students

• Avoid internet templates

• Use formal language

• Tone:

- Honest about but not prideful/boastful

- Confident but not arrogant
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3. Tips for International Students

“Your company will immediately benefit from
my impressive leadership skills.”

(vs.)

“I am confident that my leadership experience
will be an asset to your company.”



Cover Letters for International Students
3. Tips for International Students

• Avoid internet templates

• Use formal language

• Tone:

- Honest about but not prideful/boastful

- Confident but not arrogant

- Interested but not desperate
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3. Tips for International Students

“Please consider me; I must absolutely have this
dream job.”

(vs.)

“I am very enthusiastic about the possibility of
working for your company.”



Cover Letters for International Students
3. Tips for International Students

• Avoid internet templates

• Use formal language

• Tone:

- Honest about but not prideful/boastful

- Confident but not arrogant

- Interested but not desperate

- Never sound demanding
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3. Tips for International Students

“Call me with any further questions.”

(vs.)

“If you have any further questions, please feel
free to contact me.”
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More Resources:
Graduate School Notre Dame: Cover Letters

http://graduateschool.nd.edu/professional_development/career/cover-
letter/

Cal Berkeley: Cover Letters for International students

https://career.berkeley.edu/IntnlStudents/IS-coverletter.stm

Purdue: Job Search for International Students
sadasdfasdf(Cover Letters)

https://owl.english.purdue.edu/owl/resource/640/01/


