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Covering Letters are crucial as they are the opportunity you have to express yourself beyond
your CV. The latter has to read like an achievement list and, by definition, looks similar to everyone
else’s achievement list, even if your content is right up there. Whether you have to write or upload a
formal Covering Letter or supply the information in a different format, the requirement, and the
opportunity, is the same. Indeed, this is the moment to differentiate yourself from the crowd; to say
something that intrigues or impresses the recruiter and something that suggests passion and
personality so the recruiter or HR person thinks “This guy (or girl) is probably worth seeing!”

You need to tailor your Covering Letter to the role you want and it should follow a structure or
template:

e Introduction

e  Why you should take a look at me
e Why I'm applying to you

e  Why particularly this job

As to length, somewhere around 500 or 600 words or half to three-quarters of a page of A4 is good
guide.

Introduction
The first paragraph is just to say who you are and why you’re writing the letter:

e “l'am an 3rd year student studying XXXX at XXXX university and | wish to apply for a place on
the 2023 XXXX Summer Internship Programme.

e “I have just graduated with XXXX Honours in XXXX from XXXXX university and | wish to apply
for the position of XXXX as advertised on XXXX".

e “l have just graduated with XXXX Honours in XXXX from XXXX university (use this shortened
version if you are speculatively approaching a company who haven't advertised a role).
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Why you should take a look at me

This is where you need to start selling yourself and use quantifiable examples of what you’ve
achieved rather than phrases that anybody could claim e.g. “I am a determined “ “ | am extremely
motivated”. As a student such achievements should ideally point to (in order of priority):

e Academic success if you have it e.g.”In my second year | was awarded First Class Honours
and awarded the XXXX prize for academic performance.

e Significant and very relevant work experience that has inspired your passion to pursue a
career in XXXX.

e Significant sporting success or achievement.

You don’t need to use all three of these. You know better than anyone else what bullets you have in
your armoury.

Why I’'m applying to you

The third paragraph is all about explaining specifically why you want to work for that particular
organisation in a manner that will help you stand out.

e If you have previous work experience at that firm then this is an obvious thing to reference
and to write two or three sentences on.

¢ If you met some of that organisation’s staff at a graduate recruitment event mention how
impressed you were with the pedigree of the individuals citing specific names.

e Mention a talk that was given by that organisation at that graduate event and how you
agree with the culture and the vision that was presented.

e Mention the names of one or two employees you have read about and what was it that they
said or did which persuaded you that the bank, including its culture and ethos, is a good fit
for you. But don’t copy and paste from the company’s website!

e Reference the bank’s strategy (only the positive elements) and mention any awards it has
won or anything you can quote about it being a good place to work. Note: Euromoney
Awards are industry recognised awards so stating in a cover letter to Morgan Stanley “I see
Morgan Stanley was awarded World’s Best Investment Bank 2022 by Euromoney” is an ideal
cover letter statement!

Again you don’t need all five points; just the one or two items that you can pull together.
Why particularly this job or programme

So you've set yourself up as a great candidate who really wants to work at that organisation. Now
you crucially have to position yourself as closely suited to the job or programme in question. Rather
than focusing like everyone else on why you want the job at that company, you need to focus on
what you can bring to the company in terms of skills, experience and potential. Again reference a
point or two in the past that is directly relevant to what you can achieve with your new employer in
the future.

If you’re leaving university and entering the financial world for the first time you will need to use this

section to explain why you want to work in Sales, Trading or Research as opposed to other business
channels and throw in why you want to work in the financial world in the first place. It is best also to
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incorporate a socially responsible message here. If you had previous sales or client-facing
experience, reference this if it is applicable. You also need to demonstrate good knowledge of the
business area you are applying for and examples again help.

You should finish by politely asking the reader to do something.

“The prospect of joining X is extremely attractive. | am confident that my long history of top
performance will be of value. | look forward to hearing from you at your convenience’.

Your biggest challenge may be to fit all this into approximately 500 words.
Quick Tips:

e Covering Letters are a unique chance to differentiate yourself.

e Follow a trusted format; no rambling.

e Creating a core letter is fine but they all have to be uniquely tailored for each application.
e Your aim is to provide ‘hooks’ of information for the recruiter to want to find out more.

e You can give the full story at interview!

e Be familiar with all Financial Career Insight Series including the ‘Master Resources Guide’.

Additional Resources relating to this topic:

Full financial market careers advice is provided via Opening City Doors

The Cover Letter Examples on the following pages show the required Cover Letter format of:

e Short Introduction

e Whyyou?

e Why them?

e Why that programme?
e Short conclusion

Generally the “Why You?” stays the same for each Cover Letter. Clearly the “Why them?” and “Why
that programme?” needs unique content and attention for each letter.
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XX Heol St Denys

Cardiff CF140RU

Telephone: 07962222281

21st October 2022 Email: XXXXX@gmail.com

Dear Sir / Madam,

| am a second-year student at Lancaster University studying Economics and Finance and | wish to
apply for the 2023 UBS Global Research Summer Internship programme.

In my first year of university | achieved first class honours as well as winning my trading group as
part of my macroeconomics module, all on a base of a strong A-Level performance. | have always
pro-actively sought to secure real business experience on top of academic success and so secured
multiple work experiences and internships at the Waterfront Accountancy Group. This has taken the
form of business projects within three distinct sectors; corporate finance, mainstream account
analysis and reconciliation and a research internship. In addition to my studies, | am still continuing
with the latter in a ‘remote capacity’ assisting with research for a company targeting a new fast food
venture looking at various ‘what if’ assumptions using different funding options and models. As well
as being commercially focussed, | very much believe in ‘giving something back’ and worked at the
George Thomas Hospice Charity Store, dealing with customers and growing the business accordingly.

UBS as a firm particularly interests me after a university ‘Insight’ visit to the firm in October. | was
particularly impressed with the holistic, unique approach to risk that Ed Popham-Holloway, UBS
Executive Director of Fixed Income, presented. | believe the pro-active, pro-risk culture, supported
by significant reforms within the firm, will give UBS a great strategic advantage over its competitors
in the future, many of whom are, perhaps, still struggling to come to terms with the new regulatory
and structural challenges facing investment banking today. UBS has already shown evidence of being
well aligned to the ‘new financial world’ in its ability to handle the summer financial market crisis,
with global equities falling approximately 10%, which has had a significant impact on most other
banks’ third quarter profits but not UBS. It is this modernised approach to banking, coupled with the
friendly and open culture | experienced via the Insight that is a key driver in my application to the
firm.

| have applied to Global Research particularly since, from my three informal Internship exposures so
far, it was the research and analysis projects that truly inspired me. | liked the credit analysis,
bringing it all together in a written document to distribute and justify, with conviction and integrity,
to colleagues. | liked ‘getting into the weeds’ of the company | was allocated to. This is why | have
clear research ambitions.

The prospect of joining UBS via the Global Research Internship program is extremely appealing. | am
confident that my history of strong academic performance coupled with real relevant work
experience will provide a skill set that will be of value to the firm.

| look forward to hearing from you at your convenience.
Yours sincerely

XXXXXXXXXX
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Flat 84,

1 Beith Street,
West Village,
Glasgow G11 6QD

Email: xxxxxxerma91l@hotmail.com
Tel: 0OXXXX 823222

12th June 2022

Dear Sir/Madam,

I am an Investment Banking & Finance Masters student at the University of Glasgow having
previously completed the London School of Economics International Program and wish to apply for
the 2023 Financial Product Analytics and Sales role (Requisition N0.49952) as advertised on the
Bloomberg website.

I have supplemented the financial markets focus of my degree with various entry level online
financial courses including Financial Risk Management (FRM) Part 1.1 am fascinated by financial
markets and the technology involved and have a good understanding of the different asset classes and
the Buy Side / Sell Side institutions. Above all else, | believe my interpersonal skills are my strongest
and | relish the prospect of delighting clients with outstanding Bloomberg product and service and |
welcome owning a sales target, in time, to achieve this. | am used to taking on, and reaching, goals
just as | decided to become a very good squash player and was ranked “World Number 4’ accordingly.

Bloomberg interests me as a company as the undisputed market leader in its sector. Its international
outlook would allow me to fully utilise my four languages. With technology rapidly changing many
industries it would appear to me that Bloomberg has the discipline, focus and innovation skills to keep
developing the Bloomberg Terminal so that it remains a crucial requirement for a financial client to
succeed in his / her role. | believe | can add to this success story.

The Financial Product Analytics and Sales role particularly interest me because it would allow me to
learn the Bloomberg terminal ‘inside out’ whilst being able to deal directly with Bloomberg clients.
Supplemented by formal training, I believe this would be the ideal preparation for me to start my
Bloomberg sales career ‘hitting the ground running’.

I am confident my long history of academic performance and interest in financial markets and
technology combined with a sales focus would add value to Bloomberg. I look forward to hearing
from you at your convenience.

Yours sincerely,

Vishal XXXXXX
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