
Creating a cover letter using ChatGPT 

 

Here are simple and basic steps to follow: 

 

1. Define the Job: Identify the job title and key requirements of the 

position you're applying for. 

2. Open ChatGPT: Access ChatGPT on a platform like OpenAI’s 

website. 

3. Provide Background Information: Give ChatGPT details about 

your professional background, the job you're applying for, and any 

specific experiences or skills that are relevant to the position. 

4. Draft the Cover Letter: Ask ChatGPT to help draft your cover 

letter. You might say, "Help me write a cover letter for a marketing 

manager position that emphasizes my 10 years of experience in 

digital marketing." 

5. Review and Edit: Once ChatGPT provides a draft, review it 

carefully. Make necessary edits to personalize it further and ensure 

it aligns perfectly with the job description and your professional 

voice. 

6. Format the Letter: Ensure the formatting of the letter is 

professional, including your contact information, the date, the 

employer’s contact information, and a formal greeting and closing. 

7. Finalize: Make any final adjustments to ensure clarity and 

professionalism, then save the document for submission. 

 


