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The ACE Center recommends following this three-part strategy:

Crafting the Cover Letter

The Sell: How are you qualified?

Pick 2-3 qualifications listed in the offer, mention them and use
one of your experiences to illustrate how you are qualified.

For example:

DON'T SAY: I am very motivated and work well under pressure.
DO SAY: I developed and implemented a social media strategy
f



SITUATION OR TASK:

What is the context of your story? Try to be
brief, sharing the contextual details needed
for your reader to understand the
circumstances of your experience.  
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