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Cover Letter

Overview
A cover letter, job letter, or application letter goes along with a resumé explaining why it’s being
sent. Here’s an example.

What to Include

Keep the letter between one to three paragraphs in length. Let the employer know what position
you are applying, what interests you about it, why you would be an ideal candidate, and how you
will follow-up. Mention a few of your key strengths as supporting details. Also thank the
employer for considering you for the position.
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