	
	
	



House number/ flat number
Street name
City
POSTCODE
Company name
Building number/street name
City
POSTCODE
Day Month Year
Dear *insert salutation* i.e. Ms. Harris/Hiring Manager/Sir or Madam, 
1st PARAGRAPH: Give context as to who you are and why you are writing to the employer i.e. “I am writing to express my interest in the *insert job title* role at *insert company name*. As a current postgraduate student pursuing a Master’s in Business Management with a Professional Placement Year (PPY), I am completing a two-year programme that integrates practical experience in the second year. My academic achievements, combined with hands-on experience in XYZ, have equipped me with the skills and confidence to make a meaningful contribution to your team.” Don’t exceed one A4 page. If you are struggling for space, extend the margins to narrow.
2nd PARAGRAPH: Tell the employer what attracts you to the role and their company. Use the placement advert, job description and/or person specification to help you identify the responsibilities of the role; then write genuine reasons about why you want to do this role. Research the company’s website, social media, job advert and/or job description, to understand the company’s business, culture and values. Write genuine reasons about why you want to work for this company. Don’t copy and paste from the website or job description and don’t be tempted to tell the employer what they already know! It is important to show the employer that you understand the role and their company and can explain your motivations for wanting to work for them.
3rd PARAGRAPH: Using the research that helped you write the second paragraph, tell the employer about the skills, knowledge and experience you have that relate to the role. Don’t duplicate statements direct from your CV. Think of your cover letter as summarising the most relevant parts of your skills, knowledge and experience, and your CV holds the bulk of detail.
4th PARAGRAPH – This is an optional paragraph for international students where you can help the employer understand your right to work in the UK. For example, you could include something like this: “As an international student on a 2-year master’s programme, my Student visa allows me to work full-time in the UK for the duration of the placement year. On completion of the placement year, I am eligible to work in the UK for a two-year period once my studies end if I apply for the Graduate visa, which does not require employer sponsorship. I am also eligible to apply for permission to work under the Skilled Worker visa upon receipt of a qualifying job offer from a sponsoring employer. You can access guidance on these routes here.”

5th PARAGRAPH: This is your closing paragraph. Reaffirm your suitability for the role and your enthusiasm about the prospect of working for the employer. Thank the employer for taking the time to read your application and explain that you look forward to hearing from them and that you are happy to provide any further information if needed. 
*Insert closing* i.e. Yours sincerely (if the name of the addressee is known) or Yours faithfully (if you don’t know the name of the addressee),
Your first name and surname
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