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Creating Cover Letters

ProTis it e of the ing mngeand et his e the 2 ffce o prperly e e,

First Paragraph

Telluho yousre and why you
areuriing

To what poston are you
sppling

Why do you wantto work for
this employer

Brafly itroduce and highlight
he vt srangths and sl
you wil lborate on

Middle Paragraph(s)

Elsborst on rlatad
expariances, coursawark, kil
i srengihs

Tellthe amployer what you il
bring o the able

Trandate yourresme, dorit
repeat

Use shorer paragraphs o bullet
poits o hghlght key pornts

Final Paragraph

State what sl you have
anciosed (resome, transerip
ok sample <t

Indicaa when and how you il
follow up and how you an be
rached

Requestan nteview or
appertunty to spesk forther
sbout the posicion

Thank the emploer forisher
consdaraton





