How to get the most out of your
Template for Cover Letters

You can quickly and easily change the design through fonts and colours by:

1. Selecting the "Design” tab in the Word menu
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[HEADLINE — WHAT YOU OFFER/CREATE INTEREST]
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Instruction: In the first paragraph, you should get right to the point. E.g.: In order to achieve greater
impact with your social media, you need a digital strategy and a core story about [Company]. If you hire
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4. Or pick your own colours

[HEADLINE — WHAT YOU OFFER/CREATE INTEREST]

[Why we are meant to be] about your motivation for this exact position
Instruction: In the first paragraph, you should get right to the point. E.g.: In order to achieve greater
impact with your social media, you need a digital strategy and a core story about [Company]. If you hire
me as your marketing coordinator you will get an enthusiastic and experienced SoMe-geek who can
solve this and many other tasks for you—and thereby help you [refer to a concrete company goall.

Instruction: Also, mention why you are motivated to work with this exact company, and not just any
company. E.g.: [Company’s] product [or story] is super interesting, and through the research | have done
on your social media | already have some ideas to improve your online presence. | have a passion for

how/why you have the competencies to solve their “problems” and reach their goals. You might use
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achieving goals through strategic communication/stories online — | really get a kick when | see the Red
numbers rise and | can’t help but work towards continuous improvement. Red Violet
. Violet
[How | will help you reach your goals] w ou can make them Violet I
Instruction: In the second paragraph you could give concrete examples about how you will help the Median
company, what they will gain by choosing you, or serve them other arguments on a silver platter as to Paper

Marquee
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bullet points: - ctrearm =
* Bullets as well as subheadings (the light blue ones in this template) make your selling points easy gu;tmnze Colors...
to skim.
* Remember, recruiters often have very few minutes to read your material.
5. Press the “Fonts” button in the Design menu.
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6. Select a pre-set combination of fonts

Calibri
Aa Calibri
[HEADLINE - WHAT YOU OFFER/CREATE o
INTEREST] Adl e
Corbel
. . vabio Fthic exa it Corlel L\’
[Why we are meant to be] about your motivation for this exact position Aa P
Instruction: In the first paragraph, you should get right to the point. E.g.: In order to achieve greater
impact with your social media, you need a digital strategy and a core story about [Company]. If you hire (gnd;ra
andara
me as your marketing coordinator you will get an enthusiastic and experienced SoMe-geek who can Aa Candara
solve this and many other tasks for you — and thereby help you [refer to a concrete company goal].
Franklin Gothic
Instruction: Also, mention why you are motivated to work with this exact company, and not just any A Franklin Gothic M...
company. E.g.: [Company’s] product [or story] is super interesting, and through the research | have done a Franklin Gothic Book
on your social media | already have some ideas to improve your online presence. | have a passion for Century Gothic
achieving goals through strategic communication/stories online —| really get a kick when | see the Century Gothic
numbers rise and | can’t help but work towards continuous improvement. Aa Cantury Gethic

7. Adjust the size of the font to keep your headlines to one line.
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Make your text a bit smaller,

Aarhus C, January 26, 2020

[HEADLINE - WHAT YOU OFFER/CREATE INTEREST]

[Why we are meant to be] about your motivation for this exact position
Instruction: In the first paragraph, you should get right to the point. E.g.: In order to achieve greater

impact with your social media, you need a digital strategy and a core story about [Company]. If you hire
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8. Do a print test to check and make sure that the body text is not too small — and that your
Cover Letter will fit on one page including your name and contact information.

Aarhus C, January 26, 2020 Name Nameson

[HEADLINE - WHAT YOU OFFER/CREATE INTEREST]

[Why we are meant to be] your mot this e
Instruction: In the first paragraph, you should get right to the paint. £.g.: In order to achieve greater
impact with your socisl medis, you need 2 digital strategy 2nd a care story sbout [Campany]. If yau hire
me as your marketing coordinator you will get an enthusiastic and experienced SoMe-gaek wha can
solve this and many other tasks for you—and thereby help you [refer to a concrete company goal)

Instruction: Also, mention why you are motivated to work with this exact company, and not just any
campany. E.g.: [Company's] praduct [or story] is super interesting, and through the research | have done
an your social media | slready have some ideas toimprove your online presence. | have 2 passion for
achieving goals through strategic communication/stories online — | really get a kick when | s=e the
numbers rise and | can't help but work towards continuous improvement.

[How I will help you reach your goals] why/how you can ma
Instruction: In the secand paragraph you cauld give concrete examples sbout how you will help the
company, what they will gain by choosing you, or serve them other srguments on a sitver platter as to
haw/why you have the competancias ta saive their "problems” and reach their goals. You mightuse
bullet points:

®  Bullets as well as subheadings (the light blue ones in this template) make your selling points

easy toskim.
*  Remembes, recruiters often have very few minutes to read your material
* 5o make sure you make yaur selling points are short, clear, front and centra.

[How I will help easeferase your pain] why/howy 1
Instruction: In the third paragraph, you could give another concrete example a3t how you will help the
company, what they will gain by choasing you, what you will bring to the table, where you have done it
before. Do not assume they have the time to figure out for themselves what you can do for them. Be as
concrete as possible i of whatit would be like for them to
have you on their team/in their company.

[How I work alone and in teams] ho 0 ontribute as a perso

Instrution: In the last paragraph, you should mention something abaut your persanal characteristics at
wark. lfyou list adjectives, howyou are e.g or *ambitious®
{this sets you apart fro i it idates you are up against. You
could also mention Aowyou typically goabout salving a task by yourself or with a team —maybe add 2
description of how you often contribute in tesmwork )

Instrution: In the last sentence, you give a call to action (without "hoping™, you have just given them
graat offer. Believe in yourself!) £.g. | look forward to mesting you and telling you more about how | can
help. (Maybe make a reference to your headline at the end )

Best regards,
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