
Common mistakes in writing cover letters

A cover letter needs to be strong, succinct, and make a great first
impression. It allows you to highlight skills and experiences that you would
want your employer to focus on. In short, the purpose of a cover letter is to
tell your employer why you would be a great fit for the position. It is
therefore important to avoid common mistakes in your cover letter.

You should avoid the following mistakes:

1. Typos and grammatical errors

It sounds simple but when you're applying to many jobs, mistakes can cost

you an interview opportunity. Your communication skills are reflected in the

way you write the cover letter. Do not rely on computer spell-check only.

Make sure that you check your letter a few times and the grammar is correct.

2. Focusing too much on yourself

Your cover letter is not your autobiography. The company wants to know

what it is that you can do for it. The focus should be on how you meet an

employer's needs, not on your life story. Avoid the overuse of the word "I,"

especially at the beginning of your sentences.

3. Sharing all the details of every single job you’ve ever had

Instead of providing every detail on the positions you've held, tailor your

cover letter to match the skills and experiences the employer

is looking for. It’s important to highlight your educational qualifications and

accomplishments that are of relevance to the duties and responsibilities of

the position.



4. Writing too much

Recruiters and hiring managers do not have the resources or time to read

each candidate's cover letter and resume in full. A good cover letter is

concise, to-the-point, and compelling. Be more specific and provide

examples to support what you say.

5. Repeating your resume word for word

Your cover letter shouldn't duplicate what's on your resume. The hiring

manager may have already read your resume in order to shortlist you as a

candidate. Consider using the letter to tell a brief story that gives supporting

evidence to some aspects of your work experience or skills.

6. Forgetting to customize the letter to the position

Many candidates, particularly fresh graduates, will apply to a number of

similar positions. It is fine to use a similar cover letter as long as you

customize each one, for example, update the company’s name, job title, and

so on. The hiring manager will know if you're using a generic, 'one size fits

all' letter.

7. Addressing the letter to the wrong person

Do not address your letter to the wrong person. If you can’t trace the

responsible person, omit it completely and focus on the targeted position.

8. Lying

This is obvious - never give false information. The employers will find out

sooner or later.



9. Writing about something uncomfortable
Do not include details about the problems you’ve faced and why you were

laid off or fired. You need to focus on your skills, experiences, and

achievements that are relevant to the job and the company you are applying

to.

10. Flatter too much
Do not tell your employer how much you like the company in an overly

flattering way. Use your cover letter to tell the company how you’ll add

value to the company.

11. Don’t be too humble or too confident

Do not feel shy to talk about what you have accomplished. Take credit for

your achievements. On the other hand, you don’t want to boast too much

about how smart and competent you are. You should focus on your

achievements and give examples to support what you say.

12. Ending on a passive note

Be proactive. Instead of asking the employer to contact you, state that you

will follow up with them to answer any preliminary questions they may have.

Leave your contact details.

13. Including references

Do not list your references in your cover letter. You should include them in

your resume or provide your employers with names when they ask.
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