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CV & Cover Letter Prep 
 
Over the past five years – with the introduction of systems like HireVue and their like 
becoming more pervasive - recruiting has changed from being a narrower funnel to a 
wider funnel. 
 
What this means practically speaking is that many more people get first round interviews 
and less of an emphasis is placed on your resume and cover letter for getting in the door. 
 
This is partly because as timelines for recruiting have moved up, applicants have less and 
less practical experience to talk about on their resume and systems like HireVue make it 
more manageable to see more candidates, more quickly than before. 
 
With all that being said, obviously both your CV and cover letter are important! They need 
to adhere to the appropriate standards and not have any glaring errors.  
 
However, ultimately how you perform in the first-round interview will determine 80-90% 
of why you move on to a superday. Likewise, how you perform in your superday interviews 
will determine almost 100% of why you get the offer. 
 

Who Sees What? 
 
First of all, let’s talk about who is ultimately going to be looking at your CV and cover 
letter. 
 
Not all firms require a cover letter. For those firms that do, the cover letter will be read by 
HR and will be perhaps packaged together with your CV for the review of your superday 
interviewers. 
 
A running joke in both investment banking and S&T is that cover letters are never read by 
anyone. This is truer than not. However, you should count on at least one or two people 
during your interview process having read your cover letter so a reasonable amount of 
time should be spent on it. 
 
For example, for the firms that package together the resumes/cover letters for superday 
interviewers you will have some interviewers actually read the cover letters to get a sense 
of your writing abilities and any interests you express in your cover letter.  
 
What you should aim to do is have one general cover letter for all S&T applications and 
change around the wording slightly depending on the nature of the program. For example, 
for Goldman you’d change S&T wording to “Securities” as that’s what the division is called 
at Goldman.  
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For your resume, it will obviously be more closely scrutinized. You should anticipate that 
members of HR and your superday interviewers will spend around a 30-60 seconds each 
looking it over.  
 
Another common misconception is that your resume is closely read and reviewed prior 
to superday interviews by every interviewer. For some interviewers they will have just 
glanced at your resume – if they have even looked at it at all – before interviewing you.  
 
This is all a long way of saying that your cover letter and resume are not nearly as closely 
watched as you think and how you answer questions in interviews is far more important 
than what’s on paper.  
 
What your cover letter and resume really do is help get your foot in the door, then how you 
answer questions in interviews determines whether you get the offer almost entirely. But 
with the rise of HireVue-type systems, more and more are getting first rounds than ever 
before (Scotiabank is even trialing not having applicants submit resumes for summer 
programs, which is wild but indicative of the broader trend). 
 

Your Cover Letter 
 
While the resumes that are received in the process of recruiting generally all conform to 
a similar standard and layout, cover letters have a high degree of variability in my 
experience. 
 
So even though your cover letter may only be read by one or two people, cover letters do 
provide the capacity to stand out from the crowd. 
 
Here are some rules for your cover letter: 
 

§ Max one page (with the content centered on the page) with 12-point Arial font 
 

§ Three to four paragraphs of body content at most 
 

§ Your address in the top right-hand corner (several spaces from top) 
 

§ The date three spaces below that (right-aligned) 
 

§ “To Whom it May Concern:” as the greeting 
 

§ All paragraphs should be full-width justified  
 

§ Paragraph one should state who you are, where you’re studying, what you’re 
studying, and any relevant prior experience 
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§ The second / third paragraph should make your interest in the program known with 
a broad rationale for why this program and this bank is right for you 

 
§ The closing paragraph should thank the reader for their time  

 
§ Your full name  

 
See the example on the next page. 
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First and Last Name 
14 Harvard Street 

Cambridge, MA 
02139, USA 

  
 
 

September 1st, 2021 
 
 
 
To Whom It May Concern: 
 
I am currently a rising junior at Harvard College pursuing a concentration in economics 
and have recently completed an asset management summer internship at [X].  
 
During my time at [X] I became increasingly interested in markets generally and the role 
of sales and trading professionals, in particular. To this end, whenever I had free time I 
tried to make the most of it by contacting S&T professionals in order to further my 
contextual understanding of the nature of their role, day-to-day responsibilities, and how 
they think about the future of S&T more broadly. 
 
While I greatly enjoyed my time at [X], I am interested in pursuing an opportunity as a S&T 
summer analyst at [Y] with a general interest in learning more about 
[credit/equities/FX/commodities/fixed income]. [Y] is obviously a market leader in 
[credit/equities/FX/commodities/fixed income] and from all of those I’ve talked to 
provides the most comprehensive and well-rounded experience for summer analysts.  
 
Thank you very much for your consideration. Should there be any further questions, 
please let me know. 
 
First and Last Name 
School E-mail Address 
Phone Number 
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Ultimately you want to be efficient with your time. The beauty of the above cover letter is 
it will allow you to simply replace [Y] with whatever program you’re applying to while still 
making it sensical.  
 
One important point is that you should not express a specific interest in one desk, but 
rather express interest in a broad area (such as equities or fixed income). This shows that 
you have taken the time to understand the divisions within S&T, but doesn’t show you are 
too presumptuous by saying you only want to deal with one narrow type of product.  
 
There’s also no need to worry if you don’t have an asset management, S&T, or investment 
banking internship already under your belt. That’s perfectly normal. However, you do want 
to weave a story about how you got interested in S&T. This can be due to a school club, 
conversations you’ve had with others, or a prior job somewhere else within finance or 
consulting. 
 

Your CV / Resume 
 
As mentioned previously, the CVs that are received by banks are much more similar in 
styling than cover letters.  
 
Here are some best practices that must be adhered to with your CV: 
 

§ One-page max (no excuses, you simply cannot have greater than one page) 
 

§ 12-point font that should be the same as your cover letter (Arial is a good standard 
font to use) 

 
§ Full-width aligned (like your cover letter) 

 
§ Education on the top; including your major/minor along with your GPA (if your 

major GPA is higher than your overall GPA, then put both there) 
 

§ Any experience line items should be no more than five bullet points and each bullet 
point should be no more than two lines 

 
§ Activities and Interests should be interesting and non-standard (e.g. don’t just say 

you like watching movies or hanging out with your friends; everyone does!) 
 

The standard CV template that you probably already have can be found here as a word 
doc: https://www.mergersandinquisitions.com/free-investment-banking-resume-
template/  
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While this template is technically for investment banking jobs, the same template – or 
something virtually identical - is what 99% of those successfully applying to S&T will 
utilize. 
 
For the purposes of S&T, I would make a few quick changes to this template: 
 

§ Under the top “Education:” section, put “Languages:” above “Relevant 
Coursework:” if you speak multiple languages (as this can be a big benefit for 
emerging markets desks so it should be featured prominently) 
 

§ Remove “Technical Skills:” altogether from the “Skills, Activities, & Interests:” 
section 

 
§ If you know how to program, put “Programming Languages:” under the 

“Education:” section and list the programming languages you know (put this above 
or below the “Languages:” bullet point, if you speak multiple languages) 

o Python, C++, and Java are the most commonly used languages for those 
not in a pure quant role 

 
§ Remove “Certifications & Training:” altogether from “Skills, Activities, & Interests:” 

 
§ Therefore, the end section “Skills, Activities, & Interests:” should be renamed 

“Activities & Interests” and just include line items for “Activities” and “Interests” 
 

The reason for these changes is that in S&T, knowing how to “use” Bloomberg and having 
random certifications for financial analysis can come across as a bit amateurish.  
 
Whereas hard skills – like languages spoken or programming prowess – is hard to obtain 
and is worth highlighting prominently on a resume for S&T (but would not be entirely 
relevant to M&A, for example).  
 
Note: Your CV should be the same for every S&T position you apply to. 
 

Bringing it Together 
 
Ultimately every person’s CV and cover letter will be different based on their own 
experiences. However, what has been outlined here are the best practices you absolutely 
must adhere to. 
 
I know how nervous I was when I first submitted my cover letter and resume for my first 
S&T position. Was I breaking any unwritten rules? Did my resume conform to the norm? 
Was my cover letter too long or not specific enough? 
 
If you have any questions about your CV or cover letter, be sure to let me know. I’m always 
happy to lend a helping hand in case you’re worried about anything.  
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I have noticed that many applicants spend dozens of hours agonizing over their resume 
and cover letters. That’s probably largely wasted time. 
 
Make sure your CV and cover letter conform to the rules listed above and have no 
grammatical errors and you’ll be fine. It’s far better to spend hours going over how you 
will describe your background in an interview than to agonize over whether to place a 
comma or semi-colon somewhere in your CV.  


