
What is a cover letter? 

It is a letter that introduces you, 
explains your purpose for writing, 
highlights a few of your experiences 
or skills, and requests an 
opportunity to meet personally with 
the potential employer. 
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What should be included in a cover letter? 
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How does it look like? 
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Basically how many kinds of cover letter? 
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What’s wrong with this cover letter? 
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What’s wrong with this cover letter? 

Retrieved on January 6th, 2016 from 
https://clearlynotnormal.files.wordpress.com/2012/10/cover-letter1.jpeg  

Too many 
grammatic

al errors 
and misuse 

words. 

https://clearlynotnormal.files.wordpress.com/2012/10/cover-letter1.jpeg
https://clearlynotnormal.files.wordpress.com/2012/10/cover-letter1.jpeg
https://clearlynotnormal.files.wordpress.com/2012/10/cover-letter1.jpeg


Read the cover letter below! 
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Read the cover letter below! 
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1. Purpose 

2. Background 

3. Strengths 

4. Contact info 

Read the cover letter below! 



Read the cover letter below! 
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Read the cover letter below! 
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What you must remember when writing a 
good cover letter: 

1. Address the hiring manager’s name. 

2. Include important information. 
1. Related career achievements. 

2. Related job experiences. 

3. Relevant talents/skills. 

3. Use key words. 

4. Show how you can help the company (the employer). 

5. Thank the manager (reader) for their time at the end of your letter. 

6. Check spelling & grammar. 

7. Write one-page cover letter. 

 



Let’s create a great cover letter! 


