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3. Modern Cover Letter Formatting
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5. Action Verbs
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6. AI Prompts for Stronger Applications
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Table of Contents

� )'�

� �-0'�S�(�S�) 2�,S�� / /�,S� ),'� / /#(!

I 
 )��,(S� �-0'�S� ),'� / /#(!

I � �-0'�S�� � /#)(-S�4*&�#(� �

I 
 )��,(S�) 2�,S�� / /�,S� ),'� / /#(!

I ��'*&�S�) 2�,S�� / /�,-

I �� /#)(S� �,�-

I �	S�, )'*/-S ),S� /, )(! �,S�**&#� � /#)(-

�� � /),S� *� �#7�S� �-0'�-

I �, /-S�(�S� 0'�(# /#�-

I � 0-#(�--S�(�S� #(�(� �

I ��#�(� �S�(�S� � �"()&)! 5

I � )0,#-'

I � , ���-

�%#&&-S�#(��,

I �#-� ) 2�,S� )0,S� , �(- �, ��&�S�%#&&-

I �%#&&-S�#(��,S�� /#2#/5

I �, )�&�'S�)& 2#(!

I �, � � /#2#/5S�(�S	 (() 2� /#)(

I �)''0(#� � /#)(

I �)&&��), � /#)(

I ���*/��#&# /5

I � �8� � /#)(S�4 �, �#-�

What are Transferable Skills?

� , �(- �, ��&� �%#&&- �,� -%#&&- 5)0 "� 2� �� 2�&)*� � ) 2�, /"� � )0,-� )  5)0, &# �C �"�-� -%#&&- � �( �� /, �(- �,, � �  , )' )(� $)�

), #(�0-/, 5 /) �()/"�, C �, �(- �, ��&� -%#&&- �)( R/ �#-�**� �,F /"� 5 !, ) 3 ) 2�, /#'�C �)'� -%#&&- &� �,(� � #( )(� $)� '� 5 "�&*

#(S�()/"�,S$)�C

:CS�#-�) 2�,S� )0,S� , �(- �, ��&�S�%#&&-V=>



� &.K+&K�''# 0K�)�%*� �) ��#�K�" ##*

�)( R/S$0-/S&#-/S/"�S-%#&&-DS/�&&S/"�S�'*&)5�,S") 3S3�&&DS),S")3S) /�(DS5)0S�#-*&� 5� �S/"�'DS),S/�&&S/"�'S3"�, �S5)0

&��,(� �S#/C

I 	 S5)0S3), %� �S� /S
 � �)(�&�R -S ),S/3 )S5� �,-DS/"� /S#-S�(S�--� /S�� � � 0-�S/"� 5S"�2�S�(S� 4� �&&�(/S/,�#(#(!

*, )!, �'DS�(�S/"� /S$)�S-") 3-S5)0S%()3S") 3S/)S"�(�&�S3 ), %#(!S#(S�S/��'S�( 2#,)('�( /S�(�S") 3S/)S/,� � /S�

�0-/)'�, CS�)0S� �(S3 ), %S#(S�S �-/N*��� �S/� �'N��-� � �( 2#,)('�( /S3"#&�S*,) 2#�#(!S ,#�(�& 5S�0-/)'�,

-�, 2#��C

I �4*�,#�(� �S#(S'�, %� /#(!S�(�S-�&�-S�� 2�&)*� �S/", )0! "S,� /�#&S�0-/)'�,S-�, 2#��C

I � ,#�(�& 5S�(�S*�,-)(�&S�**, )��"S/)S�0#&�#(!S-/, )(!S, �&� /#)(-"#*-S3# /"S�0-/)'�,-DS�&#�( /-DS�(�S� )&&��!0�-C

Top Five Transferable Skills

�"#- -� � /#)( "�- �( #( /�, �� /#2� �� /#2#/5 ��-#!(� � /) "�&* 5 )0 �#-� ) 2�, �(� �, /#�0&�/� 5 )0, /, �(- �, ��&� -%#&&-C �"� /"�,

5)0 R, � *, �*�,#(! � , �-0'�D 3,# /#(! � � ) 2�, &� / /�, D ), -#'*& 5 � 4*&),#(! 5 )0, -/, �(!/"-D /"#- �� /#2#/5 3#&& !0#�� 5)0 /", )0! "

�S-/,0� /0, � �S-�& N�--�--'�( /S��-� �S)(S72�S/, �(- �, ��&�S-%#&&-E

:C �$ !� ���6�! �(� �

;C �$ �� &�(� &+U �   ! ( � &�! 

<C �!�� ' ��� &�! 

=C �! ����!$ � &�! 

>C � ��"&����� &+

�!6&!6&��6� ����%6� � ��$6� �&�(� &+

=? V:CS�#-�) 2�,S� )0,S� , �(- �, ��&�S�%#&&-



	 S5)0S�, �S0-#(!S�S*,#( /� �S2�,-#)(S)  S/"�S�))%DS*&��-�S7(� H�" ##K�&)K�,���**K� �+ - +0IDS�5S-��((#(!S/"�

 )&&)3#(!S� �S�)��S3# /"S5)0,S
 )�#&�S�� 2#��C

� %K %+�)��+ -�K�9�K�#�$�%+K��*K���%K� / �#,���K�) &$K+� *K-�)* &%K&�K+��K+�/+>K�&,K��%K- �.K +K&%# %�K��)�@

�++'*@CC)�*,$���+�#&�,�> ') �**�&&"*>+),>��CA'L<=B�9'F 64

D�++'*@CC)�*,$���+�#&�,�> ') �**�&&"*>+),>��CA'L<=B�9'F 64E

�"�-� 72 � -%#&&- �,� -)0, � � �  , )' /"� �) 2�,('�( / )  ��(��� R- �%#&&-  ), � 0� � �--  , �'� 3 ), %D 3"#�" #��( /#7�- %� 5

/, �(- �, ��&� -%#&&- (�� �� � /) /",#2 � #( &� �,(#(!D 3 ), %D �(� &# �C �"�-� -%#&&- �, � �')(! /"� /)* /, �(- �, ��&� +0�&# /#�-

�'*&) 5�,- -� �% #( � �(�#�� /�-D , �!�, �&�-- )  #(�0-/, 5C �'*&) 5�,- 2 �&0� /"�' ()/ $0-/  ), /� �"(#� �& ,)&�-D �0/  ), ") 3 /"� 5

, �8� � / 5)0, ��#&#/5 /) /"#(%D � )((� � /D �(� ���*/ #( , � �&N3), &� -#/0� /#)(-C �4*&), � /"�  0&&  , �'� 3 ), % �(� # /- , �-� �, �"N

���% � � #(-#! " /- � / ��(��� R- �%#&&-  ), � 0� � �-- L"/ /*-EJJ 3 3 3 C��(���C� � J�( J-�, 2#��- J$)�- J/, �#(#(!J#(# /#�/#2�- J-%#&&-N

-0� � �--C" /'&MC

:CS�#-�) 2�,S� )0,S� , �(- �, ��&�S�%#&&-V=@



Why Finding Your Skills Matters
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2. Skills Finder Activity
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a. Problem Solving
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b. Creativity and Innovation
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c. Communication
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d. Collaboration
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e. Adaptability
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3. Reflection Exercise
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