A cover letter should complement, not duplicate your resume. Its purpose is to interpret the data-oriented, factual resume and add a personal touch.  Your cover letter will be your first written contact with a potential employer, creating a critical first impression.

Effective cover letters explain the reasons for your interest in the position and identify your most relevant qualifications, skills, experiences and the qualities you can bring to the position.  It should express a high level of interest and knowledge, specifically mentioning how your skills and experience match the job you are applying for. 
Try to support each statement you make with a piece of evidence. 

Please save and send your cover letter as a word .doc not a PDF.

Example - 
To Whom It May Concern:

I have a Dip Civil Engineering and 12 years in CAD drafting. My experience is with site development, reading, drainage, water mains and utilities.  I have worked on diverse projects ranging from large design and build roads, harbour pile restoration, large residential and industrial sites, including traffic and transport design.  I have successfully handled projects from planning to implementation as per specifications, in time and quality.  
You will find me to be well-spoken, energetic, confident, and personable.  I take pride in the quality of my work, and a willingness to personally perform even the most menial tasks to remove project obstacles and get the job done.  I enjoy working within a team to achieve outcomes that meet and hopefully exceed the expectations of customers and my employers.  I am a very ethical person and believe that my strongest traits are my organization, motivation and honesty.

Yours truly,

Sean Brown

Example - 

To Whom It May Concern:

I have 25 years experience in the construction industry.  I am a fully Qualified Carpenter and have more than 10 years in construction supervision, which includes accurate estimating, budgeting, contracting, purchasing and invoicing.  I am also experienced in full on site construction management from start to customer hand over.  I have managed 40plus tradesmen, labourers and sub-contractors on site. I have developed excellent skills in guiding, motivating, training and mentoring other carpenters.

 I hold Irish tickets for hoists, backhoe, tele-porters, and mini diggers and has experience in pre-cast and formed concrete work.  I have wide experience managing both residential and building commercial projects, refurbishments and building additions.   I am computer literate with a full knowledge of CAD programs.  
I continually strive to improve myself and see every day as another opportunity to learn something new. I manage my time well, and like to plan and organise my work so that I can deliver expected outcomes in a timely manner and on budget. My Attention to detail is second to none and I thrive on the pressure involved in completing projects.  While my resume illustrates my experience and training, what it cannot communicate is my dedication to my craft.

Yours truly,

Tom Jones

