GA College 411 Cover Letter Instructions Handout

Cover Letter

Since you are not a first time user of GAcollege411.org, then you are to sign into your account with your account name and password.  If you have forgotten you can have it emailed to you if you put your email address into your Gacollege411 account.  

After you have logged into your portfolio,

Go to “Career Planning” then down to “Get a Job”.   

Go to  “Cover Letter”. 

You are to read about the cover letter in the  

Learn More

· When do you need a cover letter?
· Writing e-mail cover letters
· Cover Letter Creator Help
And then select one of the “cold contacts” and practice writing a cover letter. 

Complete your cover letter to the best of your ability using correct information based on yourself at this time.  You will have some areas that you are able to complete in more detail than others.  That is fine at this time, just remember you can log into your portfolio from any computer with internet access.  
Update your information often throughout the rest of your high school career and during your post secondary options. 
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