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Use this worksheet to help you plan your content for paragraph two of your cover letter.  It is designed in conjunction with the cover letter writing tutorial.  Keep this worksheet and your resume available as you view the tutorial.

	Step 1a:

List skills you have to offer
	
	Step 3a.

List skills in common
	
	Step 2a.

List skills the job requires

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Step 1b. 

List knowledge you have to offer
	
	Step 3b.

List knowledge in common
	
	Step 2b.

List knowledge the job requires

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Step 4.

Prioritize skills and knowledge from center column, steps 3a and 3b.
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Step 5.

Determine context(s) in which you will place the above skills and knowledge.  The context is a specific project from your resume or job position around which you can wrap a description that mentions and highlights one or more of the prioritized skills from step 4.

	

	

	

	

	


Step 6.

Write your cover letter.
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