
 

 

Checklist Motivation letter 

1. Preparation: 
 
Before you can write a successful motivation letter it is important to first address the 
following steps: 

 
 Conduct extensive research on the organization and the composition of the team you 

are applying to. LinkedIn can be an especially good source of information with regard 
to this step. 

 Try to find out whether there is someone within the organization with whom you 
have been in touch before, or whom you know through one of your contacts. Use 
these connections to gain as much ‘inside information’ as possible. You can use this 
information to decide what would be relevant for your letter.  

 Before you get in touch with any member of the recruitment team, make sure you 
formulate a concrete question that you would like to ask them. If this conversation 
runs smoothly, you may refer to this moment in the first paragraph of your 
motivation letter. Make sure that none of these questions could have been answered 
by carefully reading the website, and always ask whether you are calling at a suitable 
time.   
 

2.  Structure of the letter 
 

 Your name and address 

 Company’s address and name of the contact person 

 Location and date 

 Relating to (including: vacancy number) 

 Header (Dear Madam/Sir X). Please note: correctly capitalize names and positions. 
 

3. Paragraph 1: Grab their attention 
 
You draw attention to your letter by showing that you have conducted research on the 
company beforehand. This can be shown by knowing what the working atmosphere is like 
(formal or informal), and by knowing which tone to use while addressing the recruiter. You 
can for instance refer to a pleasant phone conversation you have had with someone from 
within the organization, or indicate any other already existing connections you have 
established.  

  



 

 

4. Paragraph 2: Why you want to work at organization X 

The second paragraph should include your main reasons for wanting to work for 
organization X. Try to be original instead of naming all the obvious reasons. Have you been 
an intern at a similar organization? To strengthen your motivation you can use this 
internship as an example to illustrate your experience in this field.   
 

5. Paragraph 3: Why you are the perfect candidate 

The third paragraph should convince the reader that you are the perfect candidate for the 
job. For positions in the Netherlands you do not literally write down why you think you are 
the perfect candidate, but you convey these points by referring to your experience 
(academic or professional), your qualities and your skills. You link these aspects to your 
desired position, so that the reader will be convinced as to how you will be the solution to 
any issues an organization may have.   
 

6. Paragraph 4: How to conclude? 

Make sure that the language of the final paragraph matches the content of the letter.  
 

Example:  
 

I welcome the opportunity to further elaborate on my CV and motivation during a personal 
interview. I look forward to your reply.  
 

Kind regards, 
 

X X 
 
Attachment: curriculum vitae 

7.  Dot the i’s and cross the t’s  

Before you send out your application do make sure to cover the following steps: 
 

 Carefully check your CV and cover letter for spelling. It is wise to also have another 
person read these documents to check for spelling mistakes you might have 
overlooked.  

 Make sure that the layout of your CV and cover letter match one another. 

 Save your letter in .pdf format, and use a clear file name like “cover letter X X”. 

You can always ask one of the Career Service Officers to check your letter. For an 
appointment, please go to: www.ru.nl/careerservice/english  
 

 

http://www.ru.nl/careerservice/english

