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Rubén revisa su correo institucional y encuentra
un mensa e de una convocatoria
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Ruben has found an announcement with a vacancy that fits perfectly
with his profile, now he wants to know what he needs to apply
for that opportunity. A5 this is his first time, he is going to ask for
advice to his friend Ana and also to the university advisor.
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Hi Ana, I have found a vacancy and it's
perfect For me I think I'm the one,
but I have no idea how to apply, would

you help me with it?

il

OF course, I don't have much experience but I know that you have
to do a kind of letter and your CV with all information about your
background. I'm not a real expert I think we should ask the university

advisor S0 he can help you and I can also learn more about this
employment process.
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/' Good maorning! \

Good morning, it's nice to see
you here, Please take a sit.
Tell me, what do you need?

(V™ SAN MATEO
“v Eddlcondn Supenor



well I'm here because want to apply for an IT vacancy, it is a
multinational that is hiring Students from last SemesSters and start
working there would be excellent for my professional development.

The vacancy instructions say that I should send Some documents
but I am not sure about how to do them.
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OFF Perfect, you are in the right place;
the first thing you must do is write
a covering letter.

veah! I mentioned it but we don’t know
the details.

00 SAN MATEO
\qv Ediucandn Supenor



Historieta Tipo Slider

A covering letter is the first thing an employer will See about you,
it is how you introduce yourself. The idea of this document is to
capture the reader’s attention and to persuade him that you are
a great candidate; the letter should also make him want to read
your resume and profile. You must take in consideration that it is

different to what we are used to in our culture.
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Here Some suggestions:

* Try Not £O USE “Lo Whom it may cORCErn” you may Address the
letter to the person responsible for hiring, remember the more
specific the better,

+ DO MOL FEPEAL WHAL iS On your profile StALEment; even though
Show YOur INterest and values to belong to this multinational

+Be brief, do not exagperate with your writing, your letter should
Mot be longer than a page.

« Be careful with the kind of language you are using, It must be
formal language that is why you cannot use colloquial speech or

contractions like “I'm or I've”
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Look at this example
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Thank you o much this is very
useful to prepare my documents.

Itis. I will preparer my own
cover letter to be ready in case
of a vacancy like yours.

To be continued...
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