
Applying for a job: the cover letter
Name: Date:

Sort the paragraphs 

During my time at DEF Consulting, I have had the opportunity to work with a variety of clients 
in di.erent industries, helping them to identify areas for improvement and develop strategies 
to drive growth and eMciencyb zy axility to analyAe compleB proxlems and develop creative 
solutions has xeen key to my success in this roleb

I am particularly impressed xy G'C Consulting -roupjs commitment to delivering tailored soluH
tions to clients and your focus on fostering a collaxorative and supportive work environmentb I 
am eBcited axout the opportunity to contrixute to the continued success of the Jrmb

In addition to my consulting eBperience, I have a strong xackground in data analysis and proSect 
management, which I xelieve would xe valuaxle to G'C Consulting -roupb I am also a strong 
communicator and eBcel at xuilding relationships with clients and colleagues alikeb

Dear Tiring zanager,

qane Doe

I am writing to apply for the Consultant position at G'C Consulting -roupb Gs a highly motivated 
and resultsHdriven individual, I xelieve I have the skills and eBperience necessary to make a 
meaningful contrixution to your teamb

Yincerely,

I am conJdent that my skills and eBperience make me a strong Jt for the Consultant role at G'C 
Consulting -roup, and I am eager to xring my eBpertise to your teamb Whank you for considering 
my applicationb I look forward to the opportunity to discuss how I can contrixute to the success 
of G'C Consulting -roupb

Select the correct answer 

What is the primary purpose of a cover letter?

Wo rePuest an interview Wo list your PualiJcations Wo provide references

Wo eBplain why youjre a good Jt for the position

What should you include in the opening paragraph of a cover letter?

G summary of your work eBperience Gn introduction to yourself and why youjre writing

G rePuest for a Sox o.er Oour name and contact information



How should you address the hiring manager in a cover letter?

'y their full name 'y their Jrst name only 'y their title and last name

Uith a generic greeting like jWo whom it may concernj

What is the appropriate tone to use in a cover letter?

Lrofessional and courteous Gggressive and demanding 5verly formal and sti.

Casual and informal

How long should a cover letter be?

Gt least two pages Gs long as needed to include all information 5ne page or less

qust a few sentences

What should you do if you don't know the name of the hiring manager?

6se a generic greeting like jDear Tiring zanagerj 7eave the salutation xlank

Gddress the letter to the CE5 of the company -uess the name and use it

What is the best way to demonstrate your qualiCcations in a cover letter?

6se speciJc eBamples from your eBperience Copy and paste from your resume

7ist every Sox youjve ever had Include a long list of skills and axilities

How should you conclude a cover letter?

Uith a promise to follow up in a few days 'y stating your eBpected salary

Uith a rePuest for a Sox o.er 'y thanking the employer for their time

Write a cover letter for a Xonsulting position at YZF Xonsulting .irm'


