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Cover Letter | Key Parts
HEADER
Address, Phone and Email
Date of writing
University name & address

SALUTATION

INTRODUCTION 
Story about myself & motivation

ACADEMIC BACKGROUND
Thesis – Research interest
State the Master program

WORK EXPERIENCE
Roles and responsibilities which 
link to the Master program

WHY I’M A GOOD FIT
Why I am a good fit for the 
program and the university

CONCLUSION
Thank the admissions 
committee Closing & Signature

ChatGPT prompt

Example:
I am writing a cover letter to apply for a master's program in 
International Management in Germany. Please list and 
explain the key parts I should include in this letter to make it 
effective and compelling.

I am writing a cover letter to apply for a [Type of program]
in [Name of Program] in [Country]. Please list and explain 
the key parts I should include in this letter to make it 
effective and compelling.
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Cover Letter | Steps & How ChatGPT can help?

01
My motivation and achievements
What motivated me to pursue a Master’s in Germany?
What are my past achievements?
Which achievements should I highlight in the cover letter?

02
Research University and Major
What makes this university unique? 
How will this major help me achieve my future goals? 
How am I a great fit for the program?

03
Write first draft, get feedback and adjust
Start writing the first draft on my own
Read, review and adjust (finding the best words or phrases 
in English to convey my ideas)
Get feedback from others and adjust

04
Finalize the cover letter
Get feedback from others and fine-tune the letter
Check for typos and grammar mistakes
Cometic part (format, alignment, etc..)

Suggest more impactful words for 'motivated' or 'interested'.

Steps How ChatGPT can help?

Explain how my experience in [Role] can be an asset in a Master's program in 
[Specific Major] at [University Name].

Review my cover letter for any grammatical errors or typos while ensuring that my 
writing style remains intact. Highlight any adjustments you make.

Provide a summary of [University Name] in [Germany] and the [Specific Major] 
program it offers? Please include details about the university's history, location, 
reputation, and key highlights of the [Specific Major] program, such as curriculum 
structure, research opportunities and career opportunities for graduates of this 
program, including typical job roles, industries, and potential employers.

> 3 hours

> 6 hours

> 4 hours

Total saved: > 13 hours
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Cover Letter | Tips when using ChatGPT

Tell your personal story. Think about your strengths and unique qualities 
that will make you stand out to the selection committee. ChatGPT can 
provide a framework, but ensure the final version is uniquely yours.

Refine and Personalize

Read your cover letter aloud to catch any awkward phrasing and ensure it 
sounds natural and authentic.

Read Aloud

Ask friends, family, or mentors to read your cover letter and provide 
feedback on its authenticity and impact. If possible, get feedback from a 
professor or an advisor who knows you well. They can provide insights 
into whether the letter genuinely represents you.

Seek Feedback


