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How to Write an Effective
“Cover Letter”?
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DEFINITION

A letter sent with, and explaining the contents of, another
document like CV or Resume.
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Sincerely,

Simon Smith

Enclosure:  Resume

Sincerely,

Simon Smith
5886 Tunbridge Crossing
Fort Wayne, IN 46815
ssmith@purdue.edu

Enclosure:  Resume

CLOSING FORMATS

Sincerely,

Simon Smith

Enclosure:  Resume

Sincerely,

Simon Smith
5886 Tunbridge Crossing
Fort Wayne, IN 46815
ssmith@purdue.edu

Enclosure:  Resume
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The Resume

Heading Objective

EducationReferences

Related Skills

Education

Experience

Activities

References



The Heading

• Preferably at the top in the center or right
side

• Name, address and phone number
• Email

– accessible after graduation.
– Professional address

• Preferably at the top in the center or right
side

• Name, address and phone number
• Email

– accessible after graduation.
– Professional address



Heading Examples

DO

DON’TDON’T



Objective

Don’t write a novel

Closer…too brief



Experience

• List all work experience…
• Include accomplishments not just
responsibilities

• List all work experience…
• Include accomplishments not just
responsibilities



Related Skills

• Maximize this field!!!
• Include relevant courses
• List computer skills here

• Maximize this field!!!
• Include relevant courses
• List computer skills here



Activities

• List them all and have a balance

• Athletic groups

• Hobbies

• List them all and have a balance

• Athletic groups

• Hobbies



Style

• Free of Grammatical and Spelling Errors
• Easy to read font 12 or 14 pt.
• Categorize information
• Read down

• Free of Grammatical and Spelling Errors
• Easy to read font 12 or 14 pt.
• Categorize information
• Read down



Ready?

• Research the company and yourself
• Be ready to back up anything on the
resume
• Have at least two friends proof read and
critique

• Research the company and yourself
• Be ready to back up anything on the
resume
• Have at least two friends proof read and
critique
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