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Cover Letter Tips: 

 Replicate the header from your resume for consistency 

 Address your cover letter to a person whenever possible (avoid “To Whom It May Concern”) 

 Keep your cover letter to one page 

 Follow this general format: 

1st paragraph: describe how you found the position and your particular interest in that organization (relating to the mission, 

values, or services provided; avoid stating how you hope to benefit) 

2nd paragraph: in this longest section (one or two paragraphs), focus on addressing the job posting requirements and how you 

meet them, providing specific examples that are more in-depth than your resume 

3rd paragraph: reiterate your interest in the position, offer your thanks for consideration, and remind the hiring manager of how 

you can be reached for follow up; avoid statements like “I will follow up with you to schedule an interview in x days” as most 

organizations discourage phone calls 
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