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GUIDE TO
COVER LETTER WRITING

Writing your cover letter in a job search is a challenging but critical step. It is NOT just
a formality in the process. Like your résumeé, the cover letter is an essential marketing
tool that plays an important part in your job search strategy. A cover letter is a tailored

and specifc professional memo which will tell the reader why you want to work for their
company, and serves as an introduction to your potential employer.

WHAT IS AN EFFECTIVE COVER
LETTER?



B GENERAL
OUTLINE FOR



m SAMPLE:
APPLICATION LETTER
SENT IN RESPONSE TO A POSTING

35 South Beretania Street, Apt. #347
Honolulu, HI 96813

March 7, 2017

m SAMPLE:
PROSPECTING LETTER SENT TO A
COMPANY THAT MAY HAVE OPENINGS




