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COVER LETTER «  What you can do for them. Not what they can do for you.

1 3 n, and why yc

interested in w r the pany. A well-written cover letter can help you stand out from

for the position. Your ultimate goal is to convey this simple point: “You need it, | have it." 0. USE A THESAURUS.

Espouse efficient eloquence.

Verb tenses are important

v Purdue Online Writing Lab : Verb Tenses for »
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“To Whom It May Concern™ or “Dear Sir or Madam® means you don't know someone and t e I ' . p l. a t e

they re just getting 3 default cover Letter begging for a job.

Use your Job Hunt journal research!

t for an “informational interview™

Have 3 specific target. siendin
e tising X group. A network is grown by writing people and asking for a bit of their sAues rirew Bosenc-vg iy
+ Do notuse "Mrs.” or “Miss” EVER in any professional communication to a woman.
i y RERR time and advice via a quick chat over coffee and a glance at your portfolio. New designers ca

; template will be provided in:

stead that simply answers an imaginary job that is posted
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LOSING THE LETTER

T RS A0 your phons pumber with

303 coda ird/or email address

CONTENT
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& LET'S START BUILDING!
Nicole L Amell
WHEN. YOU. WILL. CONTACT. THEM.
c;;‘n;« this or you mll‘g‘ﬂ nothing.
e G i COVER LETTER FORM COVER LETTER FORM
' Prot. Nikk] Armed
COVER LETTER You wil recerve 2 template 10 use with this informat
m GRFXA500_CoverLetier FORM Folder zip
You will recesve a tem use with th nformatson e
NAME . ing research
« Download the CoverLetter_FORM Folder.zip file from ot rasyed

#4503_sec3_cover-letter channel.
« It should “unzip” to a folder.
» Open the .INDD file in InDesign.

«File: Save As
YOUR LAST NAME_CoverLetter FORM.INDD

« Start filling it out in class! :)
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owing research

NAME OF BUSINESS

ADDRESS OF BUSINESS

SPECIALTY OF BUSINESS

NAME OF CREATIVE DIRECTOR (OR SIMILAR)

TITLE

POSITION

ADDRESS OF BUSINESS

SPECIALTY OF BUSINESS
NAME OF CREATIVE DIRECTOR (OR SIMILAR)
Tme

POSITION

experience in managing  te.
ntern when a large project was due, etc. We'll use only 3-4 of these, 5o don't be shy!

COVER LETTER FORM

HIGHLIGHTS OF YOUR SKILLS AND EXPERIENCE

1 at least 6 here. Explai

em well. Consider the results from these, whether that be

for a large even ke A-State AIGA SSGDS or working as an

1 - SKi

ILUEXPERIENCE/RESULTS HERE:

2 - SKILUEXPERIENCE/RESULTS HERE!
Replace wi or. Try 16 Use only 1-2 sente

3 - SKILUEXPERIENCE/RESULTS HERE

Repiace with answer. Try to use © 2

4 - SKILUEXPERIENCE/RESULTS HERE:
Replace Try & 1.2

5 - SKILUEXPERIENCE/RESULTS HERE

6 - SKILLUEXPERIENCE/RESULTS HERE:

COVER LETTER FORM

when a large project was due, etc. We'l use only 3.

- SKILUEXPERIENCE/RESULTS HERE:

2- SKILUEXPERIENCE/RESULTS HERE:

3 - SKILUEXPERIENCE/RESULTS HERE:

4 SKILUEXPERIENCE/RESULTS HERE:
5

- SKILUEXPERIENCE/RESULTS HERE
swor. Try to use only 1-24

- SKILL/EXPERIENCE/RESULTS HERE

COVER LETTER FORM

YOUR CONTACT INFORMATION:
f you have not claimed the following. please write wh
To Be Determined|

you hope it 1o bo and thon add “TBD

WEBSITE replace with answer.

INSTAGRAM: @Ropia

PHONE NUMBER: (X)XX) XXX-XXXX

E-MAIL: ¥
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INSTAGRAM: @
PHONE NUMBER:
E-MAIL: Rep! th Ans: this is at responds to d File - Save As YOUR LAST NAME_CoverLetter_FORM IND! vty
rt to a PDF for Slack
1.Copy : Paste text into Grammarly.
ng selocted, but Select Tool Arro bar (not Type Tool). Grammarly 2.Fixitin Grammarly.
3. Ed ing : Check Speling for Students 3.Paste back into InDesign.
Gramma also be good se you are required 1o have at least the free version of . -
Grammarty ur computer e >
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Cover letter uses letterhead

Resumé can use a relative form.




Cover letter uses letterhead

« Download the GRFX4503_Cover_Letter_Template.zip
file from #4503_cover letter channel. Then unZip to find

GRACE the folder. Domnioss oo e i
HILL " «

Resumé can use a relative form.

decompress the Cover_Letter_
TEMPLATEINDD fie

» Open the .INDD file in InDesign.

«File: Save As
YOUR LAST NAME_Cover_Letter.INDD

« Start filling it out in class! :)
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+ What you can do for them. Not what they can do for you.
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