The EFE Employability Skills Manual

Section 3:  Cover Letters (page 27-33) 15 points
Name:
1. Why is a cover letter so important? (1)
2. What 5 purposes does a cover letter have? (5)

3. Few employers consider looking at a resume unless it is accompanied by what? (1)
4. When addressing a cover letter what is unacceptable (pg. 26)? (1)



5. List two tips for cover letters (pg. 27)? (2)

6. What type and size font should you use for your cover letter? (2)
7. How many paragraphs are sufficient for a cover letter?  Remember; keep it brief and to-the-point. (1)



8. What will you mail your cover letter in?  Be specific.  (pg. 33) (1)


9. Do not _______________________ your documents. (1)
*Remember to use a 2” top margin.
*Avoid mistakes.  Have at least two people proofread your work. 

*Sign your cover letter in blue or black ink. 

*ALWAYS INCLUDE YOUR RESUME WITH ANY COVER LETTER
