
COVER LETTER WRTIING TIPS – Prepared by Jeff Swimmer 
 

1.  Brief. Brief. Brief. Just get to the point, and keep Cover Letters to no more than 3-4 short 
paragraphs. 

 
2. Include with your Cover Letter your Resume (CV), and make sure it is tailored toward where you 

are applying. Smart job applicants routinely revise and tweak their resumes to specifically target 
the position for which they are applying.  Put the most relevant skills, job and educational 
experiences higher up in your CV, and don’t try to overwhelm with sheer numbers of films on 
which you’ve done some work. You’re far more likely to dazzle them with credits for a smaller 
amount of films on which you’ve played larger roles. 
 

3. It often helps to include in your Cover Letter links to films you’ve worked on that you are most 
proud of, and which are most relevant to the position for which you are applying. 
 

4. If you’re applying to a network, or production company, be sure to apply to specific shows that 
they work on, and say in what job capacity you’d like to work with them.  This demonstrates to 
them that you have done your homework, researched what they do, and have a specific area of 
their output in which you’d like to work. You do NOT want to be a “generalist,” who offers to 
“do anything” at production company or network X. This does not demonstrate eagerness, as 
some suspect, but rather it demonstrates that you under-value your own skill set and have not 
taken the time to research your intended company or network. 
 

5. Mention to them, in the first sentence, if there is someone who suggested that you contact 
them, and who may know the principals of the company. 
 

6. Figure out by research how their company is structured. Use that knowledge to figure out 
exactly to whom you should apply. In other words, who might be your boss, or colleague, if you 
get the job. That’s the person to whom you want to write your letter.  And, unless you want to 
work in their HR department, do not apply to HR. You will hopefully only meet with them to sign 
paperwork after you’ve been hired. Contrary to popular belief, HR departments rarely do actual 
hiring. 
 

7. Lastly, follow up with frequent (but not “stalking” frequent) phone calls. Ask them if you can 
come in for a quick chat. Then, once inside, dazzle and wow them so they don’t want you to 
leave! 

 


