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[ O 5. Use specific examples to demonstrate your qualifications. General claimslike "I am an experienced
manager" are much less persuasive and memorable thanstatements like[J "In my last job | managed a team of six
people for three years. "1 produced a newsletter at my last job[] " is ok but less impressive than "At mylast job[] |
produced 12 issues of a 6-page monthly newsletter on downtownrevitalization projects that was distributed to 300
business owners. "[J [1 6. Describe the results of your skills. When possible[] show how you achievedspecific
results in your previous jobs. "I work well with other peopled " is lessconvincing thand "During the year that |
assisted residents submitting requests forzoning changesl] three people contacted my supervisor to let her know
how pleasedthey were with my help. "0 (I 7. Briefly explain why you want the particular position you are applying
for.Although the balance of the letter should focus on what you can offer to theemployer[] you also want the
employer to know that[] if offered the job you arelikely to accept it.
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