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Around 70-75% of jobs are never advertised. It is
therefore important to target the hidden job market.
This means that speculative approaches to employers
should be an important part of your job search.

To help you to do this, you need to produce an effective CV and accompanying letter. In your letter,
highlight skills that you have gained from work experience, subjects taken in school, if you have positions
of responsibility such as being a prefect or mentor or if you play sports/athletics for the school etc. Also
add skills from activities outside of school such as baby sitting, army/air/police cadets and so on. The
following points are worth remembering when writing your covering letter.

Make the most of your speculative approaches by targeting suitable organisations. Those which are
currently recruiting (not necessarily in your chosen field) expanding or moving into your area especially
those which can use your skills and experience.

Use all your information sources e.g. newspapers; trade journals; business and personal contacts, to
identify a list of initial targets. You can obtain lists of organisations by checking in the Yellow Pages,
Thomson’s or Business directories which you can obtain from public libraries or online information on
national companies is contained in Kompass directories. Always try to write to a suitably named person you can find out who to contact by telephoning

the company. Do not write to the Personnel Officer assuming that they are a man as this will
not endear you to them if they are a lady! It may also be more appropriate in some cases to
contact department heads or site managers as you want your letter to land on the right desk.

Your letter should ideally be word-processed. If this is not possible, write clearly in black ink
on good, quality, plain, A4 paper. 

Put your address and telephone number at the top right of the letter. The date, name and
address of the organisation should be on the left hand side. Keep paragraphs short and
try to avoid the use of the word “I” too much (please see the sample given.)

Letters should be clear, concise and easy to read. Your opening paragraph should explain
why you are writing and mention that your CV is enclosed.
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Your opening paragraph should be followed with one or two short
paragraphs drawing attention to particular skills and experiences
relevant to the employer's needs. 
You should also indicate the area of work you are interested in. The concluding paragraph should indicate
that you are available for interview or further discussion at any time. It is good practice to follow up your
letter by telephoning after a week or so.
When writing to a named contact, end your letter "Yours sincerely". If you have been unable to find a
named contact, then begin "Dear Sir/Madam" and end "Yours faithfully". Ensure that under "Yours
sincerely/faithfully" leave a space for your signature and print your name underneath.
Before sending your letter, check it (and any accompanying CV) for spelling or grammatical errors and
ask someone to double check it. If you find mistakes, rewrite it – do not use correction fluid. Ensure
that at the foot of the letter you indicate "CV enc".
Keep copies of everything you send and note the date sent and any follow up action to be
taken. The examples of speculative letters on the next page assume that you are applying
for the areas indicated at the top. However, you can change the format relating to skills
etc. to suit yourself. 
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voluntary work
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such as prefect...

Please see example overleaf...
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...indicate the area
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Im
a 
A
pp
lic
an
t

1 
U
ni
ve
rs
ity
 S
tre

et
S
to
ck
to
n-
on
-T
ee
s

TS
1 
1A

B
Te
l: 
01
64
2 
33
33
33

D
at
e:
 

S
m
ith
 P
rin
t C

o.
 L
td
   

A
lm
a 
S
tre

et
M
id
dl
es
br
ou
gh

TS
5 
5D

S

D
ea
r M

r. 
S
m
ith
,

Yo
u 
m
ay
 b
e 
in
te
re
st
ed
 to
 k
no
w
 th
at
 I 
am

 c
ur
re
nt
ly
 w
or
ki
ng
 to
w
ar
ds
 (i
nd
ic
at
e

su
bj
ec
ts
 a
nd
 p
re
di
ct
ed
 g
ra
de
s)
 o
r I
 h
av
e 
re
ce
nt
ly
 c
om

pl
et
ed
 m
y 
G
C
S
E
s/
 N
V
Q

le
ve
l 2
/3
/A
V
C
E
/A
/A
S
 in
...
...
...
w
ith
...
...
...
w
hi
ch
 y
ou
 m
ay
 b
e 
aw

ar
e 
is
 th
e 
eq
ui
va
le
nt

of
 5
 G
C
S
E
s/
2 
/3
A 
le
ve
ls
. 

M
ay
 I 
dr
aw

 to
 y
ou
r a

tte
nt
io
n 
th
at
 I 
ha
ve
 g
ai
ne
d 
a 
gr
ea
t a
m
ou
nt
 o
f e
xp
er
ie
nc
e 
in

m
y 
pl
ac
em

en
t /
du
rin
g 
m
y 
co
ur
se
 w
ith
 B
lo
gg
s 
P
rin
t C

o.
 in
 th
ei
r a

dm
in
is
tra

tio
n

se
ct
io
n 
w
he
re
 I 
w
as
 in
vo
lv
ed
 in
 th
e 
in
pu
t a
nd
 re

tri
ev
al
 o
f i
nf
or
m
at
io
n 
us
in
g.
...
...
..?
 

I h
av
e 
al
so
 d
on
e 
IT
 w
he
re
 I 
ha
ve
 u
se
d 
da
ta
 b
as
es
, s
pr
ea
d 
sh
ee
ts
 (a

nd
 s
o-
on
).

I w
as
 a
ls
o 
in
vo
lv
ed
 in
 ta
ki
ng
 a
nd
 p
ro
ce
ss
in
g 
or
de
rs
 fr
om

 c
lie
nt
s 
an
d 
re
so
lv
in
g

pr
ob
le
m
s.
 O
r u

se
 s
ub
je
ct
s 
lik
e 
E
ng
lis
h,
 M
at
hs
, B

us
in
es
s 
S
tu
di
es
 a
nd
 IC

T 
an
d

re
la
te
 w
ha
t y
ou
 h
av
e 
do
ne
 in
 th
es
e 
to
 th
e 
jo
b 
as
 a
bo
ve
.

I a
m
 n
ow

 in
te
re
st
ed
 in
 d
ev
el
op
in
g 
th
es
e 
sk
ill
s 
an
d 
am

 s
ee
ki
ng
 a
 p
os
iti
on
 in
 a

si
m
ila
r o

rg
an
is
at
io
n 
an
d 
w
ou
ld
 b
e 
ve
ry
 g
ra
te
fu
l i
f y
ou
 c
ou
ld
 a
dv
is
e 
m
e 
if 
yo
u 
ha
ve

an
y 
op
po
rtu

ni
tie
s 
fo
r a

pp
re
nt
ic
es
hi
ps
/d
at
a 
pr
oc
es
so
rs
/a
dm

in
is
tra

tio
n 
st
af
f w

ith
in

yo
ur
 o
rg
an
is
at
io
n,
 n
ow

 o
r i
n 
th
e 
ne
ar
 fu
tu
re
 

Yo
u 
w
ill
 n
ot
 m
in
d,
 I 
ho
pe
, m

y 
en
cl
os
in
g 
a 
co
py
 o
f m

y 
C
V
 to
 d
em

on
st
ra
te
 th
e

re
le
va
nc
e 
of
 m
y 
ex
pe
rie
nc
e 
w
hi
ch
 I 
be
lie
ve
 m
ay
 a
dd
 v
al
ue
 to
 y
ou
r o

rg
an
is
at
io
n.
 

P
le
as
e 
no
te
 th
at
 I 
ca
n 
be
 a
va
ila
bl
e 
fo
r a

n 
in
te
rv
ie
w
 a
t a
ny
 ti
m
e.

I s
ha
ll 
lo
ok
 fo
rw
ar
d 
to
 h
ea
rin
g 
fro

m
 y
ou
. 

Yo
ur
s 
si
nc
er
el
y,

[S
ig
na
tu
re
]

Sp
ec

ul
at

iv
e 

le
tt

er
 e

xa
m

pl
e

6 Youth Direction: Careers - Guide to Writing a Speculative Letter Youth Direction: Careers - Guide to Writing a Speculative Letter 7


