
NOTE TO APPLICANTS: 

Please redact the following (as highlighted on example above): 

- Name 

- D.O.B 

- Address 

- Contact Details 

- Name of School/University 
- Any references to gender or indications of gender (for example – Captain of ‘Sports’ 

team rather than ‘Netball’ team or Head 'Student' rather than Head 'Girl' or 'Boy')  
 

COVER LETTER EXAMPLE 

 

[FULL NAME]  

 [Email Address] • [Contact Number] • [Address/Location] 

 

Lorraine Doherty 

Mathys & Squire LLP 

The Shard 

32 London Bridge 

London 

SE1 9SG 

 

16th August 2021 

 

Dear Lorraine Doherty, 

 

I am an M.Eng Engineering graduate from the [University of xxx] and I am writing to apply for the 

position of trainee patent attorney in your IT&E practice etc..  

I was Captain of the ‘Sports’ team at school/university… 

Continue to include relevant information throughout your covering letter, ensuring to redact 

references to your school, university, name, and gender. 

Sincerely, 

 
[Full Name] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



NOTE TO APPLICANTS: 

Please redact the following (as highlighted on 

example above): 

- Name 

- D.O.B 

- Address 

- Contact Details 

- Name of School/University 

- Any references to gender or indications 
of gender (for example – Captain of 
‘Sports’ team rather than ‘Netball’ team 
or Head 'Student' rather than Head 'Girl' 
or 'Boy')  

 

CV EXAMPLE 

 

[FULL NAME]  

 [Email Address] • [Contact Number] • [Address/Location] 

 

EDUCATION 

M.ENG ENGINEERING • 2012 - 2015 • [University] 

A-LEVELS • 2010 - 2012 • [School] 

Outline A-level subjects & grades 

GCSE • 2005 - 2010 • [School] 

Outline GCSE subjects & grades 

 

WORK EXPERIENCE 

JOB TITLE • COMPANY • DATES FROM – TO 

Summarise your work experience 

JOB TITLE • COMPANY • DATES FROM – TO 

Summarise your work experience 

 

PUBLICATIONS 

[AUTHOR/AUTHORS], TITLE OF PUBLICATION, DATE 

 

SKILLS & ADDITIONAL TRAINING 

German – Fluent 

French – Fluent 

Spanish – Intermediate 

Leadership & Innovation post-graduate workshop – [School/Institution name] 2013-2014 
 

 

INTERESTS & ACHIEVEMENTS 

Head ‘Student’ in Year 12 at [School] 

Captain of ‘Sports’ Team at [School/University] 
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