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ActionSkillsSheet
SkiLL:CreatingaRésumé

Name:_______________________________

Date:________________________________

CoverLetter
Theactivitycalled“E-mailLikeaPro”showedyouhowtowriteafollow-up

e-mailafterajobinterview.Butwhataboutbeforeaninterview?Thejobsthat
aremostinterestingorthatpaythemostareoftenthehardestjobstoget.To

makeyourapplicationstandoutfromtherest,attachastrongcoverletter.
Acoverletterlistsyourskillsandexperiencethatwouldmakeyouagood

employee.Fillintheblanksaccordingtothedirectionsbelow.

Dear
                    Mr./Ms. Last name                    

,

Thankyouforthechancetoapplyforajobat
                    name of store                     

.

Iwouldliketoworkatyourstoreandwanttotellyouaboutmyself.Iamin

the
            your grade             

gradeat
                     name of school                      

.Ihave

takenmanyclassesthatwillhelpmeinmywork.Theseclassesinclude

                         list two classes you feel could help you with a job in a store                           
.

Inaddition,Iamactiveinmyschoolandcommunity—Iaminvolvedin

                     club, team, or community group name                      
.

IbelieveIwouldbeveryhelpfultoyourbusiness.Iam

                                         short description of yourself                                         
.

Ifyouwouldliketotalktosomeoneaboutmyskills,pleasecontact

                name and phone number of someone who knows you well                     
.

Thankyouverymuchforconsideringmeforajobatyourstore.

Sincerely,


                    your name                     

                     your contact information                     


