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INTRODUCTION: WHY THE FINAL
WORDS MATTER

You have spent hours tailoring your
cover letter. You have researched the
company, matched your skills to the job
description, and crafted a compelling
narrative about why you are the ideal
candidate. Then you reach the end.
Suddenly, the momentum stalls. What
do you write? "Sincerely"? "Best
regards"? "Thank you"? The closing of
your cover letter is not a mere formality.
It is your last chance to leave a positive
impression, reinforce your enthusiasm,
and prompt the hiring manager to take
action. Getting it right can set you apart
from other applicants. This article
provides a comprehensive guide on how
to sign off a cover letter effectively,
ensuring your application ends on a
strong, professional note.

THE ANATOMY OF AN EFFECTIVE
COVER LETTER CLOSING

Before diving into specific phrases, it
helps to understand the components of a
strong sign-off. A complete closing
typically includes three parts:

1. A transition sentence that
summarizes your interest and
enthusiasm.

2. A call to action that invites
further conversation or an
interview.

3. A polite salutation paired with
your name and contact

information.

Each part plays a role. The transition
sentence wraps up your argument. The
call to action shows initiative. The
salutation conveys professionalism.
When you learn how to sign off a
cover letter, you are essentially
learning to balance these three elements
harmoniously.

Transition
Sentences: Your
Final Pitch

Do not simply jump from your last body
paragraph into a closing line. Include a
brief sentence that reiterates your
eagerness or highlights a key strength.
For example:

e "| am excited about the
opportunity to contribute to your
team's success."

e "With my background in project
management and data analysis, |
am confident | can add value to
your organization."

e "Thank you for considering my
application. | look forward to the
possibility of discussing how my
skills align with the needs of your
team."

These sentences create a natural bridge
to your sign-off. They remind the reader
why you are a strong candidate and set
a positive tone for the final words.
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The Call to
Action:
Prompting the
Next Step

A cover letter without a call to action
feels passive. You want to encourage the
hiring manager to invite you for an
interview. Common calls to action
include:

 "| look forward to speaking with
you soon."

¢ "l would welcome the opportunity
to discuss my qualifications further
in an interview."

» "Please feel free to contact me at
your convenience to schedule a
conversation."

Be careful not to sound overly
demanding. Phrases like "I expect to
hear from you soon" can come across as
entitled. Keep the tone polite, confident,
and open.

CHOOSING THE RIGHT CLOSING
SALUTATION

The salutation is the final word before
your signature. It should match the level
of formality in the rest of the letter. Here
are the most common options, ranked
from most formal to slightly more casual:

"Sincerely" - The
Classic Choice

"Sincerely" is the gold standard for
formal business letters. It is safe,
professional, and timeless. Use it when:

* You are applying to a traditional
industry (law, finance, academia).

e You do not have a personal
connection with the hiring
manager.

e You want to convey utmost
professionalism.

Example: "Sincerely, [Your Name]"
"Best Regards"
or "Kind
Regards" - Warm
but Professional

These options offer a touch of warmth
without sacrificing professionalism. "Best
regards" is slightly more common in
modern business correspondence. "Kind
regards" conveys a friendly tone. Use
them for most corporate and tech
industry applications. They work well
when you have had some informal
interaction with the company (e.qg., a
referral or a networking event).

"Thank You" -
Expressing
Gratitude

If you want to emphasize appreciation,
"Thank you" can be an effective closing.
However, it works best when paired with
a phrase like "Thank you for your time
and consideration." Using "Thank you"
as the sole salutation can sometimes
feel abrupt. Consider writing:

"Thank you for your time and
consideration. Sincerely, [Your Name]"
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Or, more simply: "Thank you, [Your
Name]" followed by your email and
phone number.

"Yours Truly" -
Slightly Old-
Fashioned

This is still acceptable in very formal
contexts, but it can sound dated. Save it
for letters to highly traditional
institutions or when you are using "To
Whom It May Concern" as a greeting. In
most modern applications, "Sincerely" or
"Best regards" is preferable.

"Respectfully" -
~or Highly
~ormal or
Hierarchical
Organizations

Use "Respectfully" only when applying to
roles in government, military, or
organizations with strict hierarchies. It
signals deference and should be
reserved for situations where you are
addressing a very senior person or an
official body.

ADAPTING YOUR SIGN-OFF TO
THE INDUSTRY

Part of mastering how to sign off a
cover letter is understanding the norms
of your target industry. The same closing
that works for a creative agency might
seem too casual for a law firm. Consider

these guidelines:

Corporate and
Traditional
Industries

Stick with formality: "Sincerely" or "Best
regards." Avoid any creative phrasing or
emojis (obviously). Keep the call to
action straightforward.

Startups and
Tech Companies

These environments often value
authenticity and energy. A slightly
warmer tone such as "Best regards" or
"All the best" can work. You may also
include a note about being excited to
contribute. For example:

"I look forward to the possibility of
bringing my coding skills to your
engineering team. Best regards, [Your
Name]"

Creative Fields
(Marketing,
Design, Media)

You have more freedom to show
personality. A closing like "With
enthusiasm" or "Looking forward to
hearing from you" paired with a friendly
"Best" is acceptable. However, avoid
being overly casual. Even in creative
roles, professionalism matters.
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Education

Passion and dedication are key. A closing
that reflects your commitment is ideal.
For example: "Thank you for your
important work. | hope to contribute to
your mission. Sincerely, [Your Name]"

WHAT TO AVOID IN YOUR COVER
LETTER CLOSING

Knowing what not to do is just as
important as knowing the right
approach. Here are common pitfalls to
avoid when deciding how to sign off a
cover letter:

e Being too casual: "Cheers,"
"Later," "Take care," or informal
abbreviations are almost never
appropriate for a cover letter.

¢ Using clichés or empty
phrases: "Hoping to hear from
you soon" is weak. Instead, be
confident and direct.

* Forgetting your contact
information: Even if it's at the
top, repeat your phone number
and email below your signature.
Make it as easy as possible for the
recruiter to contact you.

¢ Apologizing or sounding
uncertain: Never write "l hope
you will consider me" or "I'm sorry
if I'm not the best fit." Project
confidence.

¢ Including attachments or
mentions of attachments in
the closing: The closing is not the
place to remind the reader of your
resume. That should be handled in
the body or in the subject line.

LETTER CLOSINGS

To help you visualize how all these
elements come together, here are three
sample closings for different scenarios:

Formal Closing

(Traditional
Industry)

"Thank you for your time and
consideration. | look forward to the
opportunity to discuss how my
experience in corporate law can benefit
your firm. Please feel free to contact me
at (555) 123-4567 or
email@example.com to schedule a
conversation. Sincerely, Jane Doe"

Mid-Level
Professional
(Tech Company)

"I am excited about the possibility of
joining Acme Tech and contributing to
your innovative projects. | would
welcome a conversation about how my
skills and your company’s goals align.
Best regards, John Smith

john.smith@email.com | (555) 987-6543"

Creative Role
(Marketing
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Agency)

"Thank you for considering my
application. | am eager to bring my
content strategy experience and
creative energy to your team. Looking
forward to hearing from you. Best, Emily
Chen
emily.chen@email.com |
234-5678"

FINAL TIPS FOR A POLISHED
CLOSING

(555)

Now that you have a thorough
understanding of how to sign off a
cover letter, keep these additional best
practices in mind:

1. Proofread the closing
carefully. A typo in the final
salutation can undo all your hard
work. Read it aloud to catch errors.

2. Keep consistency. If you started
with "Dear Mr. Smith," do not
switch to "Hey" in the closing.
Maintain the same level of
formality.

3. Use your full name. Your
signature should include your first
and last name. If you use a middle

initial in your resume, include it
here for consistency.

4. Include a professional email
signature. Below your name, you
can add your LinkedIn profile URL
or portfolio link if relevant. Keep it
clean.

5. Consider the length. A closing
should be no more than three or
four lines. Hiring managers skim,
so make every word count.

CONCLUSION: END ON A STRONG
NOTE

The closing of your cover letter is your
final opportunity to make a positive,
lasting impression. By mastering how to
sign off a cover Iletter, you
demonstrate attention to detail,
professionalism, and genuine interest in
the position. Choose a salutation that
matches the company culture, include a
concise call to action, and always
proofread. With the guidelines and
examples provided in this article, you
are well-equipped to craft a closing that
leaves hiring managers eager to learn
more about you. Take the time to
personalize each sign-off, and your cover
letter will stand out for all the right
reasons.




