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COVER LETTERS

000 -

Effcaive leters ar just s importane as astrong resume. Wellwriten eters will command the
attention of prospective employersand ensure tht others will remember you, helping to develop a

strong necwork of contacts,

“The following ae ypes of letrsyou will b wiing o prosptive cmployer. Make sure tha ey et you wite
s addresced to 3 specifc person, and ot  form or opied et 1F necexary, phone the organization tscersin the
corec person o receivecorrspondence. Wiite down the cortect speling ofth peron's e and e, and emember

o prooiead your e crcully

Inquiry Letter
“This e i witin 1o express intrest in cmployment
within n organizarion nd o obusin information sbout
any possble apenings. Sinc this kcer i not writn in
response 102 ob posting, commanice bty whil
being specfc about the type of job you would fke,
Inchud your resume i this et Inicae when you
will e checking back with the orgniztion

‘Applicaton Leter
“The ter s wrten o exprssnterestin  known vicancy
orjob pasting, At expresing your ntrestin the spciic
posion, brclly summarize how your background and
Sl relae 0 he job requiemencs. Ain,include your
csume and indicas when you will be checking back widh
the organzaton,

‘Applicaton Satus Check Lottr
T or thrce wecks aier sending an applction t0 or
interviewing with an employer, you may want 10 send
2 ler asking abous the sttt of your applcaion.
Recap your histry of contace with the cmployer datcs
of corspondence and interviews, cc). Reierte your
fnvers i the posiion and express ppreciaton fo the
employers coopeaton and v,

Thank You Leter
You should abways send . thar
Tours of & job interview. This
be sureto xpres apprciation for
Nenrion s few key pints dicusid durin the incrvin,
and indicte your continued ntees in he posion.
Thank you s reflece well on you snd may help you
‘when hiring deciions ae made.

you lewer wibin 24

Rejecton Leter
I you deide 10 urn down an offe of cmployment wich
an organizaion, abways send 3 leer 1o the smployer
brely explining.the ressons for your decision, cven
if you have alredy decined verbally. This lwer helps
support your necwurk of conacssyou never know when
Jou may have t0 contac this cmployer again. Abwa
hank the cmployer forthe apportunity and consderaion
ofyour candidacy

Acceptance Lotter
Al acceping & posion with an cmployer, alvays
iend 2 leer of accepuance. Expres appreciation for
the opporeuniy of joining the organizaion, and bricly
confiom the terms of employmen (e of posion. slry.
esponsibilis benefit, and sure dc).





