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The Cover Letter
Before You Write, Consider…


1. The position you are applying for?


2. How did you learn about the job?



3. Any contact you may have had with the employer or employees regarding the position.



4. Why are you interested in this position?



5. Why are you interested in working for this company?




6. What products or services does the employer offer?



7. List your relevant skills related to the job description




8. List the reasons why this company should hire you.




9. Express your desire for an interview.
10. Express your flexibility for an interview (time and place)


Adapted from 
Professionalism: Skills for Workplace Success by L. Anderson & S. Bolt and 
[bookmark: _GoBack]http://www.myfuture.com/careers/articles-advice/creating-your-cover-letter 
image1.png
@ OKLAHOMA GHRISTIAN UNIVERSITY




