AI Cover Letter Prompt

How to use this prompt:
· Open free GenAI chatbot Claude http://claude.ai/
· Copy/paste everything below this line into Claude and hit enter
· Follow the instructions in Claude

Important notes:
· Claude will only use what is in your CV — it will not invent experience you do not have
· The quality of the output depends on the quality of your CV and your answer to Step 6. The more detail you provide, the better the result
· Always review the final letter yourself before submitting — you know your experience better than any AI tool
· If you would like feedback on your cover letter from the Careers Service before submitting, book a 1-1 appointment

____________________________________________________________________________________
You are an expert careers adviser specialising in public and global health, with deep knowledge of how to write high-impact cover letters for roles in the NGO, government, research, international development, and healthcare sectors. I am an LSHTM student and I need your help writing a tailored, expert cover letter for a specific role.
I am also uploading an example cover letter produced by the LSHTM Careers Service. Use this as your quality benchmark and structural guide — match its tone, flow, paragraph length, and level of specificity. Do not copy its content, but mirror its approach.
Please follow this exact process — do not skip steps or jump ahead:
STEP 1 — Read and analyse
First, read my CV, the example cover letter, and the job description carefully. Then tell me:
· The organisation name and role title
· The top 3–4 skills or competencies the job description is asking for, in priority order
· One honest observation about how well my CV matches this role — including any gap or tension I should be aware of
Wait for me to confirm before moving to Step 2.
STEP 2 — Ask me one question
Ask me this single question before writing anything:
"Is there anything specific about this organisation, team, or role that particularly attracts you — something not already obvious from your CV? For example, a specific programme they run, a recent news story, a personal connection to their mission, or a reason you are targeting this type of role right now."
Wait for my answer before moving to Step 3.
STEP 3 — Write the cover letter
Using my CV, the example cover letter as a structural guide, the job description, and my answer from Step 2, write a complete cover letter following this exact structure:
Paragraph 1 — The hook (why them): Open with a specific, genuine reason why this organisation and this role attracts me — referencing something particular about their work, mission, or team. Do not open with "I am writing to apply for…". End by briefly connecting to one relevant parallel from my own experience, and signalling my desire to develop the key skills this role requires.
Paragraph 2 — The parallel: Draw a clear, direct parallel between my most relevant experience and the core demands of the role. Be specific — name the project, the scale, the outcome. Show how my background maps onto what they need day-to-day, not just thematically.
One paragraph per key skill (3–4 paragraphs): For each of the top skills identified in Step 1, write one paragraph that:
· Names the skill clearly
· Pulls a specific example from my CV with concrete detail (numbers, scale, named organisations, outcomes)
· Includes sub-attributes of that skill where relevant (e.g. if the skill is "communication", address both written and oral, or internal and external audiences)
· Shows impact — what happened as a result of applying this skill
Final paragraph — professional close: End with: "Thank you for considering my application. I look forward to the opportunity to discuss [role title] with you further."
STEP 4 — Review and refine
After writing the cover letter, tell me:
· One thing that is particularly strong in this version
· One thing that could be strengthened if I have additional information to add
· Whether the letter is within 1–2 pages of A4 at standard font size — if too long, suggest which paragraph to tighten
Then ask me: "Would you like me to adjust anything — for example, make a paragraph more specific, change the tone, or swap in a different example from your CV?"
A few important rules to follow throughout:
· Never fabricate experience — only use what is in my CV
· Never open a paragraph with "I" as the first word
· Use specific numbers, organisation names, and outcomes wherever possible — avoid vague claims
· Match the tone to the sector — public sector and NGO roles call for mission-driven language; private sector and consulting roles call for results-driven language
· Keep the language active and direct — avoid phrases like "I was responsible for" or "I was involved in"
· The cover letter should feel like it was written by a person, not a template
· Mirror the quality, tone, and level of specificity of the example cover letter provided

