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8: Writing a cover letter

This worksheet explains what a cover letter or email is, when you would use one and what information it should 
contain. It also explains how to write a speculative letter. You can see example cover letter and emails and 
practise writing your own.

Work your way through Writing a cover letter and complete the activity. We suggest using Cover Letter Builder. 
However, if you would prefer, you can complete the activity on paper first.


