
Skills Option #2:

Cover Letter Example

PURPOSE METHOD DO DON’T

Tailored to job

announcement for a

particular position

Introduced the résumé and

serves as a marketing tool

Convinces the employer to

invite you for an interview

Proves that you can do the

job

Shows enthusiasm for the

job and the organization

Formal business

letter

Research the

position and the

company prior to

beginning the cover

letter

Write “Hello my name is…”

Write more than one page

Repeat your résumé

Indent your paragraphs

Write “To Whom It May Concern”

Write general statements

regarding your desire to work for

the organization, or how you are

impressed with it
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