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Cover Letter(1)

O Cover Letter &lE?
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O Cover Letter D=2 D5 %8
1. Aninvited letter—generally a response to a want ad.
2. An uninvited or cold-contact prospecting letter—direct mail.

3. Avreferral letter—with the name of a person your addressee knows.

0 Check List
1. Use “Action Verbs"—if%ER - X157 E A IEHEEZ R I B TR
2. Avoid vague, personal objectives

3. Have you ensured that your letter is not too skimpy and doesn't
depend too much on your resume to do the work for you?

Source: Quintessential Careers, “Cover Letter Resources for Job-Seekers,”
http://www.quintcareers.com/covres.html
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E-mail: info@knakashima.net




