
Employment support session
Cover and speculative letters



Cover letters / Speculative letters

01 02 Speculative letters

Cover letters can be used to make an 
application for an advertised position or to 

hand in alongside your CV

Cover letter

Speculative letters can be sent to an employer 
in letter or email form, when there is no 

formal job being advertised. This is to spark 
interest in you and your skills

In order to gain those all important interviews and future employment in your chosen 
sector, it is important to be able to sell yourself on paper, as well as, in interview.



Cover letter – example 

This is a clear example of what a 
cover letter should look like and can 
be sent to you as a template to 
work from. 

You may already have a cover 
letter, this is great. You may just 
wish to use this time to update your 
skills and experience on the letter in 
order to sell yourself to potential 
employers in your chosen sector. 



Format and structure

You should use only one page for a cover letter – this is enough to sell you 
into any potential employer. 

Your details – omit your address as this is on your CV

Add the hiring managers details – or address it to the hiring manager. You 
should make an effort to find the individuals name as this shows initiative. 

3 paragraphs is more than enough – no one reads a cover letter for more 
than a minute



Hints and tips

Make sure you check your letter 
for spelling, punctuation and 
grammar before sending.

Ensure that you have a named person to send a cover letter to; include your name and contact 
details (Email and telephone number – depending on how you wish them to contact you).
Make sure you tell the employer what role it is you are applying for – use a reference if there 
is one on the job advert. 
Explain to the employer the skills and experience you have gained in the role you are applying 
for – as well as the skills you have that you feel will benefit the company i.e. exceptional customer 
service. (We can again send you a list of skills)
Advise the employer of your availability – in this case you are immediately available due to 
redundancy. Also, advise when you can attend interviews.
Thank the employer for their consideration of your application and sign the letter/email in your 
name.

Have a go at producing a cover letter, send it 
over to me when you have finished and we can 
ensure this is perfected prior to you using it!



Speculative letter – example 

This is a clear example of what a speculative 
letter should look like and can be sent to you 
as a template to work from. 

This can be used to sell yourself to a new 
employer, without them having a live vacancy 
advertised. You will need to sell yourself to the 
employer and advise them of the current 
apprenticeship you are on – as your training 
will follow you into this new employment. 

You and Aspiration Training come as a 
great package to any employer!



Format and structure – spectacular help!

Ultimately you are telling the company what you can do for them. 
Ask them about the potential of opening a job just for you – for them to 
do this you need to sell your benefits/experience. (You can use your 
reference here – this has great potential)
Tell the employer why you like their company and the industry 
Tell them about your current training and your availability
Give them Aspiration Trainings details to help sell you. 

Speculative letters take a similar format of a cover letter – however, you are 
applying to an employer not for a specific role, so the structure has to 

change slightly. 



Personal profile – sell yourself well

Whilst your BDM will be working on local employers to source potential employment for you, we 
would ask that you also take ownership of this yourself. 

You need to ensure that you are applying to the right industry i.e. dental if you are 
currently on a level 3 Dental Nursing apprenticeship.
Advise the employer of your skills and experience and really sell what you are good at –
this will go a long way to secure you new employment.
Ensure that you are advising the employer of your current training provider and the 
qualification you are studying as this will be important.
Advise them of your BDMs details as they can help to sell you into potential employers OR 
answer any questions the employer may have before considering you.

It is important to follow this letter up with a phone call –
so please make a note of any employers you send 
speculative/cover letters or CVs to and advise your BDM 
of these bi-weekly!

Check your spelling, punctuation and grammar before sending.

Have a go at a speculative letter and send it 
to me when completed. We can ensure we 
have you sold perfectly to employers in no 

time at all!
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