EASY STEPS TO WRIKTING
ANCOVER LETTER

AFIRSTIPARAGRAPH: THEINTRODUCTION

Ahelintroduction is the'most important part of'a cover letter. These few sentences will
determinejwhether orynotithethiringimanager is going to take the time to read the rest
ofgyour{coyerdletter:

Wselthelinttoduction'to capture yourfaudience—using three key sentences.
A¥sentencelshowingiyou arejaware ofthelcompany
A¥sentencegthat:lays o‘ut‘ your, experiences
A¥sentencelsaying what‘vaiue you willibring tostheicompany,
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