
How To Write A Business Cover
Letter:  Importance,  Template
and more
Expressing clarity is key in any business letter. Using clear
language,  persuasive  persuasion,  and  a  strategic  approach
helps establish the impression of strength, credibility and
capability you desire. When applying for a job, you need a
resume and a cover letter highlighting your qualifications for
the position or role you are seeking for.

A cover letter is one of the first impressions an employer has
of you, so it is important to create the best one.

An effective cover letter can help you accurately represent
who  you  are  as  a  business  professional  and  how  you  can
contribute to a new position in the business.

From start to finish your cover letter should be professional,
concise,  articulate  and  heartfelt.  It  should  accurately
outline why you’re interested in the position and incorporate
key elements that demonstrate your competency.

Start with a salutation tailored to the particular opportunity
or organization like “hello” or “greetings”. In your opening
sentence, focus on the most important points, such as your
professional  field,  experience,  or  qualifications  that  are
relevant to the job.

Lay out supporting details in concise paragraphs; these could
include successes in previous roles, values that align with
company mission or culture and knowledge about current trends.

Be sure to provide concrete evidence for each statement you
make too. Illustrating real-world results goes further than
just listing generic skills which everyone has.
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End on an upbeat tone with a call-to-action such as asking if
they’d like to connect one-on-one for further discussion or
requesting an invitation for an interview so that both parties
can benefit from a personal dialogue. If feasible take it one
step further by emphasizing how your contributions can add
value their business would derive from having you join their
team.

This  article  explains  the  importance  of  a  business  cover
letter, explains why one is needed, provides a template and
example, and lists tips to consider when writing one.

Importance  Of  A  Business  Cover
Letter
When you apply for a job, you may send a good cover letter. A
business cover letter with your resume allows you to elaborate
on the various experiences and skills listed in your resume.

If your business cover letter and resume are compelling, a
hiring  manager  will  likely  contact  you  and  schedule  an
interview.

1) It tells your story
The  business  cover  letter  gives  you  the  opportunity  to
elaborate on your story before getting the chance to interview
the hiring manager.

 At the same time, you had the opportunity to exhibit your
qualifications for the job role and explain what makes you a
good fit for that role.

2)  It  builds  a  relationship  with  the
employer
Building relationships is important to get a job that aligns



with your career goals. The same applies to writing a business
cover letter.

The  main  difference  between  sending  a  resume  and  a  cover
letter is that a resume covers the facts about what you’ve
done in your career, whereas a cover letter displays your
personality to an employer.

3)  Reflect  on  your  voice  and  written
communication skills
You’ll  give  the  employer  an  idea  of  your  personality  and
writing style through your business cover letter.

How  To  Create  A  Business  Cover
Letter With Examples?
Consider the following steps when creating a business cover
letter:

1. Review the job description
Before writing a cover letter, it is important to refer to the
job description of the position you are applying for. Note any
skills, experience or educational background the employer has
specified. A cover letter should meet these requirements and
also articulate them in your cover letter.

2. Create a list of skills and keywords
It is essential to consider any keywords mentioned in the job
description column. Shortlist the ones you intend to use in
your cover letter. For example, if the job posting says data
analysis skills, you may highlight your experience in your
business cover letter.



3. Add all contact details
Add  your  contact  information  in  your  cover  letter  so  the
hiring employer can communicate with you. It is not mandatory
to include your home address but to have a professional email
address and your working phone number.

Include  this  information  at  the  start  of  a  printed  cover
letter and just below your signature in an email cover letter.

Add Include the business name, title, contact details, or just
their company’s name. If you do not have this information, you
can contact the company to find out to whom your cover letter
is going to address.

4. Mention a greeting
You can directly address the hiring person in this section of
your business cover letter. An excellent way to address them
is with dear followed by their name. For example, Dear Mr Yash
or Dear Ms Raksha. When writing a greeting, avoid the phrase
to whom it may concern.

5. Add an introduction
Mention the position you are applying for at the beginning of
your introduction. For example, you may write, I am applying
for the business analyst role at Shri telecom Consultancy. In
the following sentences, emphasise your qualifications for the
position you are applying for and describe your skills and
what you can do for them.

6. Draft the body of your business cover
letter
In this section of your business cover letter, go into more
detail about your work history. It can be beneficial to share
a detail from your last job to illustrate further your skills



are important at work. This can help the hiring person know
your personality and how you act at work. In the body of your
business cover letter, you may highlight why you are the most
qualified candidate for the role or job profile.

7. Write a closing or last paragraph
Use the closing or last paragraph to convey your interest in
the job role to the hiring employer. Write the closing or last
statement  in  a  professional  and  enthusiastic  tone.  For
instance, you may state, I think my qualifications and skills
make me a good fit for this role. I am excited to learn more
about this job role and the business.

8. Sign off your cover letter
Maintain a professional and respectful tone as you sign off
your business cover letter. It is important to use a formal
closing when addressing someone you do not know and who will
read your cover letter. If you are writing to a colleague or
another individual you know, you can sign off in a casual
tone.

Some examples of how to close a cover letter include the
following:

Yours truly

Regards

Sincerely

Cordially

Yours respectfully

Is  it  necessary  to  send  a  cover



letter?
The answer is “yes”, even if the recruiter or employer didn’t
specifically ask for it. It can be tempting to skip writing a
cover  letter  because  of  the  presence  of  the  resume  but
including a cover letter can increase the chances of getting
hired by the company.

The cover letter can catch the hiring employer’s attention,
helping the applicant take a step forward in the application
process.

Is it important to send an email
cover letter?

In today’s age of information is super important and
electronic correspondence, it isn’t wrong to ditch the
traditional paper and brown envelope for the electronic
one which is good for the environment.

Most  job  candidates  today  send  their  cover  letters
through emails or through social apps such as Twitter
and LinkedIn. It is important that the business cover
letter retains its formal yet personable tone and offers
the same basic elements or parts.

It tells the employer who you are and why they want you.
It’s a kind of Professional Summary on your resume that
also does this, but only in so many words.

A business cover letter showcases your writing ability.
Resumes  have  strict  formulas  with  bullet  points  and
short statements.

An email cover letter lets you write more fluently.
Since employers like to see that you can communicate
well in writing, a proper business cover letter puts the



right foot forward.

Cover Letter Template
Though a cover letter may differ depending on the particular
job profile you are applying for, some elements are typical to
all cover letters. The following is a template to help you
ensure  your  next   business  cover  letter  contains  all  the
essential details:

[First  name]  [Last  name],  [Degree  or  certification  if
applicable]

[Phone number] | [Email address] | [City], [State] [Pin code]

[Date]

[Company name]

Hello [Hiring manager’s first name] [Hiring manager’s last
name],

[ Describe the job role in an exciting way, including the role
title and the company name. 

[ Explain why you are applying for this position, how the role
matches your career goal, and what draws you to this company].

[Don’t repeat things that are in your resume. Describe your
relevant  experience  and  qualifications].  If  possible,
highlight one or two relevant achievements that set you apart
from other candidates. [Explain what you can do to make the
company a better place to work]. [Optional –  your address
employment gap or career transition].

[Express  gratitude  to  the  hiring  manager].  [Summarise
qualifications]. [Restate interest in the job role]. [Call to
action + availability and preferred contact method].



[Complimentary close],

[Signature]

Summary
A  business  cover  letter  is  an  official  letter  expressing
interest in a job position at a company when applying for a
job. It is an integral part of the job application process
though it usually accompanies the resume or curriculum vitae,
it is not always needed.  A business cover letter is the best
way to give your job applications an extra boost.

The  cover  letter  introduces  the  candidate  and  tells  the
employer why he or she is the best fit for the job. Often, the
business cover letter is only a page long, and it is written
in a formal form but with a pleasant tone.
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