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In today's competitive job market, it's more important than ever to have a
strong cover letter. A well-written cover letter can help you get noticed by
employers and land the interview. But what makes a cover letter stand out
from the crowd?

In this guide, we'll cover everything you need to know about writing a cover
letter that will get you noticed. We'll discuss:

= Formatting and style

= Writing a compelling

= Highlighting your skills and experience
= Writing a strong

= Proofreading and editing
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Formatting and Style
The first thing employers will notice about your cover letter is its formatting
and style. Make sure your cover letter is:

= Well-formatted: Use a standard font, such as Times New Roman,

Arial, or Calibri. Use a font size of 12 points.

= Easy to read: Use short paragraphs and single-spaced text. Use bullet
points and white space to break up the text and make it more
readable.

= Error-free: Proofread your cover letter carefully for any errors in
grammar, spelling, or punctuation.

Writing a Compelling

The of your cover letter is your chance to make a strong first impression. In
the , you should:

= State your name and the position you're applying for.
= Briefly explain why you're interested in the position.

= Highlight one or two of your most relevant skills or experiences.

For example, you could write:

“Dear [Hiring Manager Name],

I am writing to express my interest in the Software Engineer
position at your company. | have been working as a Software



Engineer for the past 5 years, and | have experience in a
variety of programming languages and technologies. | am
confident that my skills and experience would be a valuable
asset to your team.”

Highlighting Your Skills and Experience

The body of your cover letter is your chance to highlight your skills and
experience. In the body, you should:

= Describe your most relevant skills and experiences.
= Use specific examples to illustrate your skills and experiences.

= Quantify your accomplishments whenever possible.

For example, you could write:

“I have experience in a variety of programming languages and
technologies, including Java, Python, and C++. | have also
worked on a number of projects, including a project to develop
a new software application for a Fortune 500 company. In this
project, | was responsible for designing and developing the
application's user interface. | also worked with a team of
engineers to develop the application's back-end systems.”

Writing a Strong

The of your cover letter is your chance to wrap up your letter and leave a
lasting impression. In the , you should:



= Restate your interest in the position.
= Summarize your key skills and experiences.

= Call to action.

For example, you could write:

“I am confident that my skills and experience would be a
valuable asset to your team. | am eager to learn more about the
position and how | can contribute to your company. Thank you
for your time and consideration.”

Proofreading and Editing

Once you have finished writing your cover letter, it is important to proofread
and edit it carefully. Make sure your cover letter is free of any errors in
grammar, spelling, or punctuation. You can also ask a friend or family
member to review your cover letter for you.

By following these tips, you can write a cover letter that will get you noticed
by employers. A well-written cover letter can help you land the interview
and get one step closer to your dream job.
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