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Covering Letter Guide
Here is a simple guide to help you learn to compile a covering letter to help you in your job search. Remember, this is only a guide nothing more.  The first page will be a guide to help you understand what content to put into the letter and the second page is where you can practice doing one.
Start

Make sure you have a name to address to the letter to e.g Dear Mr Martins or Dear Ms Whittle.

Paragraph 1

In this first paragraph you explain why you either sending your CV or what position your applying for. This is a short thing, usually 2-3 sentences. Remember:-

Why you writing or which position you applying for

Show your genuinely interested and if you applying for job state where you seen the job advertised.

Paragraph 2

Here you show why you are qualified for the job. Highlight some of your most relevant experiences & qualities to show how they relate to the job your applying for. If this is a speculative covering letter then you have to show how your skills and experience will benefit an employer.

Choose 2-3 points you want to make about SPECIFIC experiences/accomplishments or about general qualities you have shown. Provide examples to back this up!! This paragraph is usually the longest section. You may have to split this part into two sections depending on what the employer is looking for (Qualities & Skills). IMPORTANT THING IS NOT TO WAFFLE!

Paragraph 3

In this last paragraph you should conclude your covering letter with either other information requested by employer or with info you feel would help you in a speculative one.
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Dear:

Paragraph 1

Paragraph 2

Paragraph 3

