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The ACE Center recommends following this three-part strategy:

Crafting the Cover Letter

The Sell: How are you qualified?

Pick 2-3 qualifications listed in the offer, mention them and use
one of your experiences to illustrate how you are qualified.

For example:

DON'T SAY: I am very motivated and work well under pressure.
DO SAY: I developed and implemented a social media strategy
f



SITUATION OR TASK:

What is the context of your story? Try to b
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Sample Cover Letter

Emilia Mercado
+33 (0)1 23 45 67 89
emercado@aup.edu

www.emiliamercado.com
January 12, 2025

Dear Jane Smith,

I am writing to express my interest in the Digital Communications Intern position at Such&Such PR
Agency. I am currently a Global Communications student at the American University of Paris (AUP).
My professional goal is to run digital communications at a PR agency, as I am passionate about this
constantly evolving field. I will be a perfect fit for this internship – allow me to tell you why.

My most recent professional experience was an internship with TechSta
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