
cover letter examples for applicant tracking
systems
Applying for jobs in today's competitive market often means navigating the complex world of
Applicant Tracking Systems (ATS). Understanding how to craft a cover letter that these systems will
not only read but also rank favorably is crucial for your job search success. cover letter examples
for applicant tracking systems are your secret weapon to getting past the bots and into the hands
of a human recruiter. This article will delve deep into the intricacies of ATS-friendly cover letters,
from understanding how they work to providing actionable strategies and examples that you can
adapt. We'll explore keyword optimization, formatting best practices, and common pitfalls to avoid,
ensuring your application stands out for all the right reasons. Mastering this skill can significantly
boost your chances of landing an interview, making your job application process smoother and more
effective.
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Understanding Applicant Tracking Systems (ATS)
Applicant Tracking Systems, or ATS, are software applications used by companies to manage the
recruitment process. Think of them as digital gatekeepers for your resume and cover letter. They
were initially developed to streamline the overwhelming volume of applications many companies
receive daily. These systems scan applications, sort them, rank them, and filter out candidates who
don't meet specific criteria. Essentially, before a human recruiter even gets a chance to see your
meticulously crafted application, an ATS has likely already made an initial assessment.

The primary function of an ATS is to save recruiters time and effort by automating the screening
process. They look for specific keywords, phrases, and formatting that match the job description. If
your application doesn't contain the right "ingredients," it might be flagged and discarded, even if
you are a highly qualified candidate. This is why understanding how these systems operate is no
longer optional; it's a fundamental part of a successful job application strategy. Without this
knowledge, you're essentially sending your application into a black hole, hoping for the best.

Why ATS-Friendly Cover Letters Matter
In an era where digital processes dominate, your cover letter needs to be more than just a creative
piece of writing; it needs to be functional. An ATS-friendly cover letter is one that has been
specifically designed to be easily read and interpreted by these software systems. This means



adhering to certain guidelines regarding language, formatting, and content. Without this attention to
detail, your cover letter might be completely missed by the ATS, regardless of how compelling your
experience and skills are. It's a crucial step to ensure your application makes it to the hiring
manager's desk.

The stakes are high. Studies suggest that many applications are screened out by ATS before a
human ever sees them. This can be disheartening, but it also presents an opportunity. By
understanding what ATS looks for, you can significantly increase your chances of getting noticed. A
well-optimized cover letter acts as your first point of contact with the recruitment process, and it
needs to pass the digital inspection before it can make a human connection. It’s about speaking the
language of both the machine and the human reviewer.

Key Elements of an ATS-Optimized Cover Letter
Crafting an ATS-optimized cover letter involves a strategic approach to content and structure. The
goal is to ensure that all the relevant information is presented in a way that the system can parse
effectively. This includes using clear headings, standard fonts, and avoiding complex formatting that
can confuse the software. Every word counts, and every design choice can impact how your
application is perceived by the automated system.

The core of an ATS-optimized cover letter lies in its content, specifically its adherence to the job
description. This isn't just about stating your skills; it's about mirroring the language and keywords
used in the job posting. A well-structured cover letter will also include a clear introduction, body
paragraphs that detail relevant experience, and a concise closing. The overall objective is to make it
as easy as possible for both the ATS and the human reader to grasp your qualifications and
suitability for the role.

Relevance to the Job Description
The most critical element of an ATS-friendly cover letter is its direct relevance to the specific job you
are applying for. ATS algorithms are designed to match keywords from the job description with the
content of your application. Therefore, meticulously analyzing the job posting and identifying key
skills, qualifications, and responsibilities is paramount. You need to weave these exact terms and
phrases into your cover letter naturally.

For instance, if the job description emphasizes "project management," "cross-functional team
leadership," and "budget oversight," your cover letter should ideally incorporate these phrases. It's
not enough to just imply these skills; you need to state them explicitly. Think of it as answering the
employer's questions before they're even asked, using their own language. This direct alignment
signals to the ATS that you are a strong match and helps prioritize your application over those that
are more generic.

Standard Formatting and Structure
While content is king, formatting plays a significant supporting role for ATS compatibility. Complex
layouts, graphics, tables, headers, footers, and unusual fonts can often be misinterpreted or ignored
by ATS software. The safest bet is to stick to a clean, professional, and standard format. This
typically involves using a common, readable font like Arial, Calibri, or Times New Roman, and
ensuring consistent spacing and paragraph structure.



Avoid using text boxes, columns, or images within your cover letter. Instead, opt for a single-column
layout with clear paragraphs. Bullet points are acceptable, but they should be standard bullet points,
not fancy icons. Similarly, ensure that any dates, company names, and job titles are formatted
consistently. The goal is to create a document that is easily scannable and parsable by the software,
allowing it to extract the information it needs without errors. Simplicity is your friend when it comes
to ATS formatting.

Keyword Optimization for ATS
Keyword optimization is the cornerstone of an ATS-friendly cover letter. Without the right keywords,
your application is likely to be filtered out before it even reaches a human reviewer. Think of
keywords as the secret code that unlocks your application for the ATS. These are typically the terms
and phrases that recruiters use to define the ideal candidate for a particular role.

The process begins with a thorough review of the job description. Highlight every skill, qualification,
software proficiency, and responsibility mentioned. These are your primary keywords. Once you
have your list, you need to strategically integrate them into your cover letter. This isn't about
stuffing keywords unnaturally; it's about using them in context to describe your experience and
qualifications. The more relevant keywords you can naturally incorporate, the higher your chances
of ranking well in the ATS.

Identifying Relevant Keywords
The first step in keyword optimization is to become a detective and thoroughly examine the job
description. What terms does the employer repeatedly use? What specific skills, tools, or
qualifications are mentioned as essential or desirable? These are your treasure trove of keywords.
Look for nouns and action verbs that describe the core functions of the role, industry-specific jargon,
and any technical skills or software proficiencies listed.

Beyond the job description itself, consider performing a quick search for similar roles to see what
keywords are commonly associated with them. Websites like LinkedIn, job boards, and industry
publications can offer insights. If the job mentions "data analysis," make sure "data analysis"
appears in your letter. If it lists "customer relationship management" (CRM), and you have
experience with it, use that exact phrase. The more closely you can align your language with the
employer's, the better. Remember, the ATS is looking for a precise match.

Integrating Keywords Naturally
Once you've identified your target keywords, the next challenge is to weave them seamlessly into
your cover letter. This is where the art of writing comes into play. Avoid the temptation to simply list
keywords or repeat them excessively, as this can make your letter sound robotic and may even be
flagged as spam by some ATS. Instead, focus on using keywords in the context of your
accomplishments and experiences.

For example, instead of just writing "Skills: Project management, leadership," you could write: "In
my previous role, I successfully led a cross-functional team of five to complete a critical project
ahead of schedule, demonstrating strong project management and leadership capabilities." This
sentence not only includes the keywords but also provides context and illustrates your proficiency. It
shows the ATS (and later, the human reader) how you've applied those skills. Aim for a natural flow



where keywords are integrated as descriptive elements of your qualifications.

Formatting Best Practices for ATS
Formatting can make or break your ATS application. While the content is crucial for matching
keywords, the way your cover letter is presented can determine whether the ATS can even read it
properly. Think of it like providing instructions to a robot: clear, simple, and unambiguous
instructions are best. Complex or unconventional formatting can lead to errors and prevent the
system from extracting the necessary information.

The primary goal is simplicity and clarity. A clean, easy-to-scan format allows the ATS to parse your
document efficiently, identifying key sections and information without misinterpretation. Adhering to
these best practices ensures that your hard work in keyword optimization isn't undone by a
formatting oversight. It’s about making your document as accessible as possible to the automated
system.

Choosing Standard Fonts and Sizes
When it comes to fonts, stick to the classics that are universally recognized and easily readable by
ATS. Think Arial, Calibri, Times New Roman, or Georgia. These fonts have standard character sets
that are easily processed by software. Avoid overly stylized or decorative fonts, as they can be
misinterpreted by the ATS, leading to errors in character recognition.

Similarly, choose a standard font size, typically between 10 and 12 points. This ensures readability
for both the ATS and human readers. Too small, and it's difficult to read; too large, and it can appear
as though you're trying to fill space. Consistency in font and size throughout the document is also
important. A uniform appearance makes it easier for the ATS to scan and categorize information
correctly.

Avoiding Complex Layouts and Graphics
This is a crucial point: steer clear of anything that deviates from a basic text document. This includes
headers and footers, which can sometimes be problematic for ATS. While they serve a purpose for
human readers, they can disrupt the parsing process for the software. It's generally safer to place
your contact information at the beginning of the main body of the letter.

Tables, columns, text boxes, images, and charts are also visual elements that ATS often struggle to
interpret. They can break the flow of text and prevent the system from accurately extracting
keywords and information. Even seemingly harmless elements like unusual bullet points or borders
can cause issues. The ideal format is a straightforward, single-column layout with standard
paragraph breaks. This ensures that the ATS can read your content sequentially and without
interruption.

Cover Letter Examples Tailored for ATS
Seeing is believing, and concrete examples can illuminate the abstract principles of ATS
optimization. These examples demonstrate how to apply keyword integration and formatting best



practices in real-world scenarios. Remember, these are templates to inspire your own tailored
applications, not to be copied verbatim. The goal is to adapt them to your unique experience and the
specific requirements of each job you apply for.

Each example is designed to be easily scannable by an ATS while also being compelling for a human
reader. They showcase how to strategically place keywords, maintain a clean format, and convey
your qualifications effectively. By studying these examples, you can gain a practical understanding
of how to create cover letters that get noticed by both the bots and the hiring managers.

Entry-Level Applicant Tracking System Cover Letter Example
This example is for someone just starting their career, focusing on transferable skills and
enthusiasm. It emphasizes how to incorporate keywords even without extensive professional
experience. The structure is clean, with clear sectioning and standard formatting.

Dear [Hiring Manager Name],

I am writing to express my enthusiastic interest in the [Job Title] position at [Company Name], as
advertised on [Platform where you saw the advertisement]. With my strong foundation in [relevant
academic field or skill] and a passion for [industry or company mission], I am eager to contribute my
skills and learn within a dynamic organization like yours.

During my studies at [University Name], I developed a keen ability for [skill 1, e.g., research and
analysis] and [skill 2, e.g., problem-solving]. For example, in my [mention a project or coursework], I
successfully [describe accomplishment using keywords from job description, e.g., conducted market
research and presented findings to a team, demonstrating analytical skills]. I am proficient in
[software or tool 1, e.g., Microsoft Excel] and [software or tool 2, e.g., Google Suite].

I am a highly motivated and adaptable individual, committed to developing my career in [industry]. I
am particularly drawn to [Company Name]'s commitment to [mention a company value or
achievement], which aligns perfectly with my own professional aspirations. I am confident that my
eagerness to learn and my foundational skills will make me a valuable asset to your team.

Thank you for considering my application. I have attached my resume for your review and welcome
the opportunity to discuss how I can contribute to [Company Name].

Sincerely,
[Your Name]
[Your Phone Number]
[Your Email Address]
[Your LinkedIn Profile URL (optional)]

Mid-Career Professional Applicant Tracking System Cover
Letter Example
This example is for individuals with some years of experience, highlighting achievements and
quantifiable results. It focuses on integrating keywords from mid-level job descriptions and
showcasing leadership potential. The structure remains simple and readable.



Dear [Hiring Manager Name],

I am writing to express my strong interest in the [Job Title] position at [Company Name], as seen on
[Platform where you saw the advertisement]. With over [Number] years of experience in [Your Field]
and a proven track record of [mention key achievement area, e.g., driving growth, optimizing
processes], I am confident that my skills and experience align perfectly with the requirements of this
role.

In my previous role as [Your Previous Job Title] at [Previous Company], I was responsible for [key
responsibility 1, e.g., managing a team of 10 professionals] and [key responsibility 2, e.g., developing
and executing strategic marketing campaigns]. I successfully [quantifiable achievement 1, e.g.,
increased lead generation by 25%] through the implementation of [mention a specific strategy or
tool, e.g., targeted digital advertising and CRM integration]. Furthermore, I have extensive
experience in [skill 1, e.g., budget management] and [skill 2, e.g., stakeholder communication],
consistently delivering results that exceed expectations.

I am particularly impressed by [Company Name]'s innovative approach to [mention a specific
company initiative or product]. My expertise in [mention a core skill relevant to the job description,
e.g., data analysis and strategic planning] would enable me to make immediate contributions to your
team's success. I am adept at using [software or tool 1, e.g., Salesforce] and [software or tool 2, e.g.,
Tableau] to drive business outcomes.

Thank you for your time and consideration. My resume, attached for your review, provides further
detail on my qualifications. I am eager to discuss how my skills can benefit [Company Name] and
look forward to hearing from you soon.

Sincerely,
[Your Name]
[Your Phone Number]
[Your Email Address]
[Your LinkedIn Profile URL (optional)]

Common ATS Cover Letter Mistakes to Avoid
Navigating the ATS landscape can be tricky, and it's easy to fall into common traps that can
undermine your application. Even the most experienced job seekers can make mistakes if they aren't
aware of how ATS systems operate. Recognizing these pitfalls is the first step to ensuring your cover
letter passes the digital inspection and makes a strong impression.

These mistakes often stem from a lack of understanding about the automated screening process.
Whether it's through over-reliance on generic templates, poor formatting choices, or keyword
stuffing, the consequences can be significant. Avoiding these common errors will help you present a
professional and ATS-compatible application.

Keyword Stuffing
One of the most common and detrimental mistakes is keyword stuffing. This is when you artificially
insert keywords into your cover letter repeatedly, often in unnatural ways, in an attempt to trick the
ATS into ranking your application higher. While keywords are essential, an excessive and unnatural



repetition will not only be flagged by sophisticated ATS but will also be immediately noticeable and
off-putting to a human reader.

The goal is natural integration, not forced inclusion. Instead of listing keywords, use them in
descriptive sentences that explain how you possess the related skill or experience. A human reader
will quickly identify and reject a letter that feels like a keyword list, and some ATS are programmed
to penalize such practices. Always prioritize clarity, readability, and genuine representation of your
skills over sheer keyword volume.

Using Generic Templates Without Customization
While cover letter examples are helpful for understanding structure and content, using a generic
template without significant customization is a surefire way to get your application overlooked. ATS
systems are designed to detect keywords and phrases specific to the job description. A generic
template, by its nature, will lack this specificity.

Every job is different, and your cover letter should reflect that. Take the time to meticulously read
each job description, identify the unique requirements and keywords, and tailor your cover letter
accordingly. Mentioning the company name, the specific job title, and highlighting how your skills
directly address their needs is crucial. Generic applications signal to the ATS, and more importantly,
to the human reviewer, that you haven't invested the effort to truly understand and pursue the role.

Including Unnecessary Information or Graphics
As mentioned earlier, ATS have trouble processing graphics, images, and complex layouts. However,
this also extends to unnecessary blocks of text or information that doesn't directly pertain to the job.
Recruiters are busy, and ATS are programmed to look for conciseness and relevance. Including
lengthy personal anecdotes, irrelevant hobbies, or overly detailed descriptions of past projects that
don't align with the job's requirements can detract from your core qualifications.

Stick to information that directly supports your candidacy for the specific role. This includes your
skills, experience, and achievements that are most relevant to the job description. Keep your
language professional and to the point. Remember, the ATS is scanning for key indicators of
suitability, and extraneous information can obscure those indicators, making your application harder
to parse and less impactful.

Leveraging Your Cover Letter Beyond the Initial Scan
While the primary focus of an ATS-optimized cover letter is to get past the initial automated
screening, its importance doesn't end there. Once your cover letter has successfully navigated the
ATS and landed in the hands of a human recruiter or hiring manager, it has a critical role to play in
making a compelling case for your candidacy. It's your chance to go beyond the keywords and
showcase your personality, enthusiasm, and unique value proposition.

Think of the ATS as the bouncer at a club – they check your ID (keywords) at the door. But once
you're inside, it's your charm, your conversation, and your overall presence that truly impress. Your
cover letter needs to do both: get you past the initial gatekeeper and then captivate the human
decision-maker. It's about making a connection that goes beyond a simple checklist of qualifications.



Making a Personal Connection
Once your cover letter has passed the ATS gauntlet, its true purpose comes to the forefront: to
create a personal connection with the hiring manager. This is where you can inject your personality,
demonstrate your passion for the role and the company, and articulate why you are the ideal
candidate beyond just matching keywords. Use this opportunity to tell a brief story or highlight a
specific aspect of your experience that truly excites you about the prospect of working with them.

Show genuine enthusiasm. Research the company's mission, values, recent projects, or news. Weave
this knowledge into your letter to show you've done your homework and are not just sending out
generic applications. A personal touch can make your application memorable and demonstrate that
you are not just looking for any job, but this job. It's about showing you understand their needs and
are genuinely excited to contribute.

Highlighting Unique Skills and Cultural Fit
While ATS are good at identifying hard skills and keywords, they often struggle to assess soft skills
and cultural fit. Your cover letter is the perfect place to highlight these crucial attributes. Think
about skills like communication, teamwork, problem-solving, adaptability, and leadership. Provide
brief examples of how you've demonstrated these skills in previous roles or experiences.

Furthermore, articulate why you believe you'd be a good cultural fit for the organization. Does the
company have a collaborative environment? Are they known for innovation? Explain how your
personal work style and values align with their culture. This is your opportunity to paint a picture of
yourself not just as a qualified candidate, but as a valuable team member who will thrive in their
specific work environment. This human element is often what tips the scales in your favor.









Q: What is the primary goal of using cover letter examples for
Applicant Tracking Systems?
A: The primary goal is to understand how to structure and write a cover letter that can be effectively
parsed and ranked by ATS software, ensuring it gets seen by human recruiters rather than being
automatically filtered out.

Q: How do Applicant Tracking Systems (ATS) typically scan
cover letters?
A: ATS typically scan cover letters by looking for specific keywords and phrases that match those
found in the job description. They also assess formatting for readability and may parse information
into predefined categories.

Q: What are the most important keywords to include in an
ATS-friendly cover letter?
A: The most important keywords are those directly taken from the job description, including
required skills, qualifications, software proficiencies, and responsibilities.

Q: Should I use fancy formatting or graphics in my cover letter
to make it stand out to ATS?
A: No, you should avoid fancy formatting, graphics, tables, or complex layouts. ATS generally prefer
simple, standard text formatting to ensure accurate parsing.

Q: How can I avoid "keyword stuffing" in my cover letter?
A: Avoid keyword stuffing by integrating keywords naturally within sentences that describe your
relevant skills and experiences, rather than just listing them or repeating them excessively.

Q: Is it okay to use a generic cover letter template if I'm just
starting my career?
A: No, even for entry-level positions, it's crucial to customize your cover letter. Generic templates
lack the specific keywords and tailored content that ATS and recruiters look for.

Q: What should I do if I don't have direct experience with a
keyword mentioned in the job description?
A: If you don't have direct experience, try to highlight transferable skills or related experiences that
demonstrate you possess similar capabilities. Use phrases that show your aptitude and willingness to
learn.



Q: How do I ensure my cover letter passes the ATS scan AND
appeals to a human reader?
A: Balance keyword optimization with compelling narrative. Ensure your letter is informative and
keyword-rich for the ATS, but also engaging, personalized, and demonstrates your enthusiasm and
unique value for the human reviewer.

Q: Can ATS detect if a cover letter is plagiarized or copied
directly from online examples?
A: While ATS primarily scan for keywords and structure, many recruitment platforms have
plagiarism detection features. Additionally, human recruiters can easily spot generic or unoriginal
content. Always strive for originality.

Q: How important is it to include my contact information in an
ATS-friendly cover letter?
A: It is very important. Ensure your contact information is clearly visible and formatted in a standard
way, typically at the beginning of the letter, so the ATS and recruiter can easily identify and reach
you.
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