
COVER LETTER
CHECKLIST

C l a r i t y   S t r a t e g y   R e s u l t s

Your guide to a compelling cover letter
that connects

A step-by-step checklist to write a personalised cover
letter that highlights your value and gets responses.



CHECKLIST
COVER LETTER

Are you addressing the cover letter by finding the hiring manager’s
name on LinkedIn? Or just write “Dear Hiring Manager”

Is your first paragraph starting with your
passion/inspiration/what you found the most interesting about the role
or achievement?

Are you using specific projects or examples from your current work
experience to explain how you fit in their criteria?

Have you explained the primary reason for applying for this role?
Is it the project/company/ job responsibilities?

Did you use the last paragraph to summarize your skill set in 3-4
sentences as a marketing pitch?

Did you leave your email address as a hyperlink and phone number
in the end?

Did you watch my YouTube video on how to write a great cover
letter?

Click here to
watch the video.

Be discoverable. Be credible 

https://youtu.be/jEmB-9_D_Us?si=rsxE8834nJ6E03aq


Be discoverable. Be credible 

CHECKLIST
COVER LETTER

Example:

Your pitch of your
strengths and
expertise in 1-2
sentences

Explain your skills
via examples

Call to Action!

Your specialisation
and relevant
experience

The hook!
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