
How to write an expert Cover Letter -
with help from GenAI



Agenda

• Why cover letters matter

• The theory: what to include and why

• The practice: create an expert cover letter - with help from GenAI



Quick Introduction

Josh Phillips

• Careers Consultant at LSHTM (Wed-Fri) 
supporting people in public and global health to 
build fulfilling, sustainable careers

• Background across consulting, research, NGOs, 
startups, charities. 

• PhD (QMUL), Cambridge alum, qualified coach



Poll (At Start)

How clear and confident do you feel about 
your Cover Letter writing?

Please complete Question 1 and click Submit

https://forms.cloud.microsoft/e/
Ye2txWnCHJ

https://forms.cloud.microsoft/e/Ye2txWnCHJ
https://forms.cloud.microsoft/e/Ye2txWnCHJ


Cover Letters matter to recruiters

• 89% expect a cover letter

• 87% consider them essential for interview invites

• 83% read the cover letter

• 66% spend less than 30 second reading

• 90% rejected due to lack of customisation

• 41% consider the introduction most important

• Primary focus?

• An applicant’s ability to connect their work experience with the 
demands of the role (27%)

(Sources: ResumeGo, ResumeLab, Zety, ResumeGenius, StandOutCV)

https://www.resumego.net/research/cover-letters/
https://resumelab.com/cover-letter/are-cover-letters-necessary
https://zety.com/blog/cover-letter-expectations
https://resumegenius.com/blog/cover-letter-help/cover-letter-statistics
https://standout-cv.com/stats/how-long-recruiters-spend-looking-at-cv


Here is a job we are applying for



Here’s an expert cover letter for this role



The theory: what to include and why



1. The Hook

• The Hook – why them

• Name something specific about the organisation — a programme, initiative, 
or mission priority. Signal your desire to develop the skills the role requires.

• Specificity = credibility. Generic openings are invisible; precise detail earns 
attention and signals genuine motivation.



2. Parallel to you

• Parallel - your value in their context

• Draw a direct line between your experience and their work. Name the 
project, the scale, the outcome.

• Reduces hiring risk. Recruiters hire people they can picture doing the job — 
the parallel answers that question before the interview.



3. Why you

• Why you — skill, sub-attributes, impact

• One paragraph per key skill in the Job Description essential/desirable 
criteria. Specific example, real numbers, named organisations, clear 
outcome. Address the components within each skill, not just the headline.

• Evidence beats assertion. Sub-attributes show you understand what the 
role actually involves day-to-day.



4. Professional closing

• Professional closing

• Thank the recruiter. Express forward momentum — "I look forward to 
discussing further" — not passive hope.

• Assumes progression rather than waiting for it. Leaves the recruiter in an 
action-oriented frame.



The practice: write an expert cover 
letter - with help from GenAI



What you’ll need 

1. Your CV saved as a Word or PDF file

2. The example cover letter (download it here)

3. The job description for the role you are applying to — either the full text 
copied from the listing, or the URL of the job advert 

4. The AI cover letter prompt (download it here)

https://ble.lshtm.ac.uk/pluginfile.php/736858/mod_resource/content/2/LSHTM_Cover%20Letter%20Template.docx
https://ble.lshtm.ac.uk/mod/resource/view.php?id=449012


How it works, step by step

Step 1 — Go to Claude

• Open your browser and go to claude.ai. Create a 
free account if you do not already have one — no 
paid subscription is needed.

• Click New Chat to open a fresh conversation.

Step 2 — Upload your files

• Using the attachment/upload button in the chat (the 
paperclip icon), upload both of the following files:

• Your CV

• The example cover letter downloaded from Moodle

• Upload both files before typing or sending anything



How it works

Step 3 — Add the job description

Either paste the full text of the job description 
directly into the chat box, or include the URL 
of the job listing. If pasting, do this after your 
files are uploaded.

Step 4 — Paste the prompt

Open the AI cover letter prompt downloaded 
from Moodle. Select all the text, copy it, and 
paste it into the Claude chat box below your 
job description. Then press Send.



How it works

Step 5 — Follow Claude's lead

• Claude will work through the process step by step. 

• It will first analyse your CV and the job description 
and share its findings. Read these carefully — if it 
identifies a gap between your profile and the role, 
this is useful to know before you apply. 

• Then it will ask you one question about why this 
organisation attracts you. Answer this as 
specifically as you can — the more concrete your 
answer, the better the cover letter will be. 

• Claude will then write your full cover letter and 
offer suggestions for improvement.



How it works

Step 6 — Refine and finalise

• Once Claude has written the letter, you can 
ask it to adjust anything — for example to 
make a paragraph more specific, change 
the tone, or swap in a different example 
from your CV. Keep refining until you are 
happy with it.



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 5. 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

• Note: you don’t have to use GenAI at all!



Additional resources



Cover Letter template 

• Click here to download 
our Cover Letter 
template (Word, 
Editable)

• Note: this template was 
created with GenAI 
(Claude), following the 
instructions given in 
this masterclass

https://ble.lshtm.ac.uk/pluginfile.php/736858/mod_resource/content/2/LSHTM_Cover%20Letter%20Template.docx


Skills Dictionary

• Gives you sub-
attributes of specific 
skills

• Use this to evidence 
skills effectively in your 
Cover Letter

• Click here to view (PDF)

https://hms.harvard.edu/sites/default/files/assets/Sites/HR/files/Harvard%20University%20Competency%20Dictionary%20FY14%20-%20final.pdf


CareerSet

• Click here to improve 
and tailor your Cover 
Letter using 
CareerSet 

https://careerset.com/lshtm


Recap

• Cover letters matter

• Include a hook, parallel, why you, and closing

• You can use GenAI to help write an expert cover letter

• Always check before submitting!



Your next step

• After this session what is one specific action you 
will take in the next 48 hours?

Write your answer in the chat



Poll (At End)

How clear and confident do you feel about 
your Cover Letter writing now?

Please complete Question 2 and click Submit

https://forms.cloud.microsoft/e/
Ye2txWnCHJ

https://forms.cloud.microsoft/e/Ye2txWnCHJ
https://forms.cloud.microsoft/e/Ye2txWnCHJ


Q&A



Thank you
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