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TIP:  
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1. Don’t restate your resume.  

2.  Address to a specific person, if at all possible. 

3. Customize your letter to each company and job. 

4.  Connect the dots from what you have done to what you will do for the company. 

5.  Be real and not overly exuberant for the job. 

6. Use your action words. 

7. Highlight the skills and experiences in the job description. 

8.  Keep it short. 

9.  Consider what you are missing. Draw attention to what you do bring to the table. 

10.  Use bullet points or the T format to highlight some specific information. 

11.  Include contact information in your signature. 

 


