Structure
As with most documents there is a standard structure to a cover letter. Quite simply this is an effective opening, a middle and a powerful closing. Although this appears obvious, many students often do not include an effective opening paragraph or an appropriate closing paragraph.
Content
If possible/where known, you should address the cover letter to the known recipient. This is not always possible but with a little bit of digging/an email to the graduate recruitment team, it can be possible to determine. If the recipient is not known, the appropriate salutation is either “To Whom It May Concern” or “Dear Sir/Madam”.

The subject matter of the letter should be stated with “Application for [work experience]/[a training contract] at [the firm name]” in bold.
Opening paragraph
This is one of the most important parts of the covering letter. It must engage the reader and make an impact at the same time. Remember, it is likely that the reader has reviewed hundreds of cover letters that day/week therefore one of your objectives is to make yours stand out.  Whatever you do, don’t start off saying “I am writing this cover letter because I want to secure a training contract/vacation placement with [the firm].” The recruiter/reader already knows this, hence your cover letter. By writing this you may have just lost the ability to capture the recruiters’/readers’ attention. Please don’t make this mistake. If you are told to include the position you are applying for in the cover letter you can reference this in a more compelling manner than the example provided above.
Middle paragraphs
The body of the cover letter should convey at least three or four key messages e.g. the key reasons why you are applying to the firm, what your key qualities are and how these qualities can benefit the firm. Again, try to ensure these statements are supported by evidence and are expressed using captivating language. Stating “I am applying to [firm] because I am a team player, have good communication skills and work well under pressure” is nowhere near as powerful/captivating if you were to link the same characteristics to the firms’ trainee requirements on their website/as expressed by a trainee at a law fair which is evidenced throughout a specific role you have held during work experience. Providing this type of response doesn’t just tell the recruiter/reader why you are applying, it tells them (a) why you are applying (b) you have done your homework on the firm following a review of their website/speaking to a trainee at a law fair and (c) provides evidence to support this statement.
Closing paragraph
So you have captured the attention of the recruiter/reader with a powerful and energetic opening paragraph. You have also highlighted some of your key attributes/identified how this fits with what the firm is looking for and you have described why you want to secure a position with the firm with appropriate justification. Now, for the grand finale. Don’t let the rest of your cover letter down with a poor ending. You need to make one last push to convince the recruiter that they should meet you for an interview. Therefore, carefully consider how you do this. Again, persuasive language is key
