
How to write a cover 
letter 

A cover letter is an important part of a job application. In fact, some say that a 

cover letter is even more important than a CV, because it increases the chances 

of an employer actually reading your CV. A good cover letter can seal the deal 

and make an employer want to interview you. It is essentially your first 

introduction to a potential employer, so it needs attention! 

Why is a cover letter important? 

 First impressions count. If your cover letter is filled with spelling 

and grammatical errors, you can pretty much forget about getting an 

interview. 

 A good cover letter can make you stand out from the crowd. If 

yours is engaging, you have a much higher chance of getting your CV 

read and thus getting an interview. 

 A good cover letter increases your chances of the employer 

bothering to read the CV. The employer is likely to have a desk 

filled with applicants, so a good cover letter makes your application 

much more appealing. 

How to tailor a great cover letter: 

 Tailor each cover letter to each job. So don't use the same cover 

letter for an IT job as your friend did for their teaching job. Both 

jobs require completely different skills. 

 Use words and phrases that were listed in the job advertisement. 

For example, if the job is asking for someone with experience of 

Adobe or Dreamweaver, make sure your cover letter states that you 

are experienced at using these programmes. 

 Use language that demonstrates what you can do for the company, 

for example, "My skills as a graphic designer have resulted in several 

awards and an increase in website traffic at the website I worked 

on". 

 Try to demonstrate that you have knowledge of the company you 

want to work for. This shows that you have bothered to research 

them, which demonstrates enthusiasm. Employers love enthusiastic 

employees. 

 Try to address cover letters to the actual hiring manager rather 

than "To whom it concerns". Again, this demonstrates that you have 

bothered to do your research. 
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 Be as specific as possible. Outline the specific reasons why you meet 

all the job specifications listed in the advertisement. 

 Try not to be intimidated by the job descriptions; most candidates 

won't fit all requirements, just some of them. So emphasise what 

you do have to offer and how keen you are on that company. 

 Keep it short and sweet. The cover letter should be brief and to the 

point. You shouldn't ramble on for three pages. 

 If you really want to stand out, you could always make a video cover 

letter. This is definitely unique and attention grabbing. 

 If you are emailing the cover letter, try to send it as a PDF rather 

than as a word document. This is because Word files sometimes can’t 

be opened if the company does not have a compatible version of 

Word. Plus, believe it or not, not every company has Word. 

 Check and re-check. Make sure there are no spelling mistakes. Cover 

letters with spelling and grammatical mistakes will make it look like 

you've a poor attention to detail and so a potential employer may not 

bother to read your CV. And spell check doesn't pick up everything so 

don't count on it to re-read for you! 
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Sample cover 
letter 

 

 

 

 

 

Dear Sir/ Madam 

Re: Guardian job ad 

I am writing to apply for the position of Youth Sports Counsellor as advertised 

in The Irish Times. I feel that this is an ideal job for me given my enthusiasm 

for working with children and my related experience in sports and youth 

positions. 

Working with children has always been important for me, which is why I have 

developed my career through a diverse range of youth leader positions, from 

children's camp to teacher's assistant. I particularly enjoy positions in which I 

have an opportunity to spend time with youth outdoors, getting them involved 

in a diverse range of activities and sports. As you can see from my CV, I have 

taken my degree in Sports Science and concentrated on the study of child 

health and fitness. 

I am currently a part time youth leader with the Craic Club, a non-profit 

organisation that aims to give young people somewhere to study, take part in 

sports and socialise after school hours. 

In my position, I work directly with young people (aged 12-20) encouraging 

them to try new activities and stay fit. I am also responsible for the outreach to 

youth organisations and getting more youth involved in Craic Club. 

I am keen to take this opportunity to develop my career within the youth sector 

whilst continuing to use my experience and knowledge of Sports and Fitness. 

Please find my CV attached. I look forward to hearing from you. 

Yours faithfully, 

Joe Sheeran 

 

 



Teen Summer Jobs 

 

Have you a teenager hoping to work this summer – make sure they, 

and you, know their employment rights 

Children and young people have specific rights under the following 

employment 

 Protection of Young Persons (Employment) Act 1996 

 Safety, Health and Welfare at Work (Children and Young Persons) 

Regulations 1998 SI 504/1998 

 Protection of Young Persons (Employment) Act 1996 (employment in 

Licensed Premises) Regulations 2001 SI 350 /2001 - Includes a 

Code of Practice for guidance of employers and employees in 

connection with the employment of young people on licensed 

premises 

 Education (Welfare) Act 2000 

 

It is important to be clear about what is meant by children and young 

people as the regulations governing both groups are different. The 

Protection of Young Persons (Employment) Act 1996 defines 

 children as being aged under 16 

 young persons refers to those aged 16 or 17 years of age. 

Regulations Applicable Children, ie. to those under 16 yrs 
 

The Protection of Young Persons (Employment) Act 1996 generally prohibits the 

employment of children (i.e. those under 16) however there are some exceptions to this 

general rule: 

 Employment authorised by the Minister for Jobs, Enterprise and Innovation in 

advertising, cultural, artistic and sporting activities. 

 Over 14 yrs - A child who is over 14 may do light work outside school term where 

the hours do not exceed 7 in any day or 35 in any week. Slightly longer hours are 

allowed in work experience programmes, for example, as part of a transition 

year programme. Such children must, however, have a complete break of at least 

21 days during the summer holidays. 

 Over 15, but under 16, may work up to 8 hours a week doing light work in school 

term time. 

 Children may be employed by a close relative in, for example, a family business 

doing non-industrial work.  

Even allowing for these exceptions to the general rule, a child under 16 may not 

work between 8pm and 8am. The Act also lays down minimum rest periods and 

breaks, including at least a 30-minute break in a 4-hour work period 

 

 



Regulations Applicable Young People , ie. to those age 16 yrs or 
17 yrs 

Employment of young persons is less restricted than that of a child. 

However, there are still important points to note. For example, 
· there is a maximum working day of 8 hours 

· there is a maximum working week of 40 hours. 

· Generally, a young person may not be employed between the hours of 

10pm and 6am.  

· Rest periods and breaks must include at least a 30-minute break in a 

four and a half hour working period. 

Where a young person (that is, a 16 or 17 year old) is employed on 

licensed premises, he/she may be required to work up to 11pm on any day 

which is not immediately followed by a school day for that young person. 

However, work on the following day cannot start before 7am. The work 

involved on the licensed premises must be general duties only not involving 

the sale of alcoholic drink at the bar or in an off-licence. 

Obligations of an employer of a child or young person 

Before employing a child or a young person, an employer should 

request a copy of the employee's birth certificate to verify 

the age and, in the case of a child, a letter of consent from 

his/her parent or guardian. While employing a child or young 

person, the employer is obliged to keep records of the 

employee's details, date of birth and so on, and of the hours 

worked by the employee. Employers should retain these 

records for at least 3 years as the onus is on the employer to 

show that the law has been complied with. In addition, the 

employer should display a summary of the legal provisions at 

the place of work and give the child or young person a copy of 

the summary within one month of starting.  

 

 

 

 

 

 

 

 

 

 

 



 

Minimum Wage in Ireland in 2017 

 

Age As of January 1st 2017 

Experience Adult Worker €9.25 

Under 18 €6.48 

Over 18 in first year of 

employment 

€7.40 

over 18 in second year of 

employment 

since they turned 18 

€8.33 

 

Enforcing rights 
 

Where a child or young person considers that he/she has been victimised for 

seeking to have the legislation applied (for example, by refusing to work 

prohibited hours), then a complaint may be referred to a Rights Commissioner. 

An employer who employs a young person or child contrary to the Act is liable to 

prosecution. Inspectors from the Department of Enterprise, Trade, and 

Employment have responsibility for enforcing the legislation.  

 

 

 

 

 

 

 

 

 


