COVERING LETTER TEMPLATE (With Prompts)
[Today’s Date]
To: YnNi Teg
Email: info@ynniteg.cymru
Dear Hiring Team,
RE: Application for Project Officer Role
Paragraph 1 - Start by saying why you’re writing:
Example: I am writing to apply for the part-time Project Officer role with YnNi Teg. I saw the opportunity on your website and I would love to be part of your project to support families in my local area.
Paragraph 2: - Tell us why this role interests you:
· What excites you about helping people with energy advice or home visits?
· Do you enjoy talking to people?
· Do you care about clean, affordable energy?
Example: I care about helping people live in warm, affordable homes. I know that energy costs are high, and I want to help others learn ways to save money. I enjoy speaking to people and feel confident visiting homes and answering questions.
Paragraph 3 - Share your skills or experience that relate to the job description and person specification:
· Have you done community work before?
· Have you helped friends/family understand bills or use less energy?
· Have you volunteered or supported events?
Example: In my previous role as a community volunteer, I helped organise events and spoke to families from different backgrounds. I enjoy making people feel welcome, especially those who might not normally come to events. I also speak [Language], which helps when talking to older people in my community.
Paragraph 4 - Show your interest in learning:
I’m excited that training will be provided and I’m ready to learn more about giving energy advice. I’m hardworking, respectful, and always ready to help.
End politely:
Thank you for considering my application. I hope to be part of your team and would love the chance to speak with you in an interview.
Kind regards,
[Your Full Name]
Phone: [Your Number]
Email: [Your Email]

