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WHY WRITE A COVER LETTER 
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BEFORE YOU BEGIN 

•� Do you know what you want? 
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•� Have you identified a group of prospective employers?�
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•� Have you prepared your resume? 
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DOS AND DON’TS OF A COVER LETTER 

•� DO read the job description for the position for which you apply.  %������	���
������	
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•� DO send a unique cover letter to every employer to whom you are applying.��&������		��������
���
���������
��������������������������������������������'������������		����������������
�
��	��
	������
	
������������
��	
���	����
���������������
��������������������
���	���
�
�������
	
�������
�������	����������������		����
	���
�������������

•� DO write your cover letter on paper that matches your resume.�

•� DO provide examples and develop your “marketing paragraph.”  ���������������	��	�	���������
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•� DO address the individual by name, ��	�)*
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•� DO explain the purpose of your letter in the first paragraph.�

•� DO show that you have researched the organization and the position ���
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•� DO keep your letter short, ����������	��������������
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•� DO sound natural in your cover letter and use an active voice.  ���
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•� DO lead off with a provocative or interesting sentence, ����	�
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•� DO make your cover letter perfect.  2�������������	��������
�������������	
������������������������
������������������������������������������

•� DO show how the reader will benefit from hiring you.  ���������
����

•� DON’T send a photocopy of a letter.�

•� DON’T use negative phrases or comments, ��������(�������������	����	�	
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•� DON’T waste words or use flowery phrases.  ��
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•� DON’T write in a mechanical or dull manner.�

•� DON’T make your cover letter into an essay or a novel.�

•� DON’T re*write your resume in your cover letter.  $�	��������������������		���	���(������������
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•� DON’T forget to sign your letter!�
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COMPONENTS OF A COVER LETTER 

The Opening Paragraph 
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The Body Paragraph(s) 
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The Closing Paragraph 
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E*MAIL COVER LETTERS 
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Full*time Job—Financial Industry 
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Full*time Position—Legal field 
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Email Sample—Finance Industry 
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��	
������������	�'(��	
���2��
	
���
FROM:�P$
������&�(Q���(�<�
� 
��������
DATE:�=H1DH5I15�B.DE�2%�
TO:�P%���M������:����Q��!����<!������	����
��������
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������&�(�-�����L�		��7�■$
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 Full*time Job Prospecting Letter (not advertised)—Publishing
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 Example Thank You Letter—Education
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%"&�'%"&�'%"&�'%"&�'����

By appointment 

%�����#&�
�����K.BI������#�D.BI������
��

Career Coach Drop*Ins 

%�����#&�
�����=.II������#�D.II������
����F�,����L
������0�����K.II�#�1I.II������
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