
 How do I write a cover letter? 

 

 

 

 

 

 

 

 The cover letter must always be addressed to a specific person 
(the managing director, the HR manager, the contact person 
named in the job advertisement, etc.). 
 

 The cover letter must be concise, written in simple sentences and 
should not be longer than one page. 
 

 Applicants with no work experience should highlight personal 
qualities that can make up for their lack of experience. 
 

 The person submitting the cover letter must date and sign it. 
 

 The letter ends with a reference to the attached CV file. 
 

 If a printout is required, a high-quality white A4 sheet should be 
used. 



It is also possible to look for support for writing a cover letter online, for 
example using the search queries: "Guide cover letter EU" und " CV builder EU". 
 

   


