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How to Write a Business Analyst Cover Letter
By Hardeep Singh Arora   

A well-written business analyst cover letter is a document that skillfully complements your resume and establishes 
you as a must-see candidate. An effective cover letter tells recruiters what you have accomplished successfully in 
the past and what you can do for them in the future. It contains no tales of woe or apologies for lack of education or 
work experience.

A good cover letter doesn’t restate what’s already on your resume. Employers will usually look at your cover letter 
first, so it should offer something that your resume does not. The key principle in business analyst cover letter 
writing is to focus on the pertinent skills and expertise you possess without providing the hiring manager with any 
information that can be used against you. Your letter should focus on positives rather than highlighting potential 
screening factors.

Remember: it’s not your objective to give the employer reasons to trash your application. Your cover letter must 
concisely outline your skills and abilities to meet the employer’s specific job needs. A cover letter that’s brief and 
packs a punch is often preferable to a long cover letter that doesn’t really say anything substantial.

A cover letter either stimulates interest or squashes it. Recruiters will often use your cover letter as a yardstick 
to measure your analytical and communication skills. Writing a knowledgeable and error-free letter is your way 
of introducing yourself as a promising candidate. So the content must come off as persuasive and positive without 
sounding conceited or childish.

A business analyst cover letter should be a one-page letter that follows the standard format of a business letter. 
While there is no set rule for length, three paragraphs is the norm, although some letters need to be longer (if there 
is a lot to explain) or shorter (if the resume speaks for itself).

Cover letters tend to be more subjective, and it is true that there are several approaches that could work. 
Nevertheless, a business analyst cover letter must always include the following elements:

A clear explanation of your intention in mailing the letter and the title of the job you are seeking 

A brief summary of major achievements or accomplishments at various companies along with a short academic 
outline that lists key training, abilities, or skills that are pertinent to the position at hand 

A concise but detailed overview of what you know about the company or industry, discussing aspects such as its 
products, consumers, markets, and mission
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Conclusion

Business analyst cover letters are not resumes. They need not say everything. The purpose of a cover letter is to 
get the reader to examine your resume. Therefore, your cover letter must complement your resume in a way that 
highlights the most relevant aspects of your qualifications.
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