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Resource Toolkit: Cover Letters 
 
Guides, Templates, Tools: 
 
Resume & Cover Letter Guide | SCCD 
 
Cover Letter Template | SCCD 
 
Draft a Cover Letter - AI Bot | SCCD 
Description: This is simply a tool to DRAFT a cover letter. It is NOT intended for you to 
copy/paste the AI-generated text verbatim. It is merely a draft that you MUST modify to match 
your actual skills and experience as well as your specific style of speaking. Most employers 
check whether AI was used to generate text. If an employer thinks that you have only used AI to 
write your cover letter or resume, they may discard your application! 
 
Identify the Hiring Manager - AI Bot | SCCD 
Description: Enter the job title, job description, employer, and city/state to find the hiring 
manager title for the position.  This bot will generate the most likely TITLE of the appropriate 
hiring manager, the employer's website, and the organization's email naming convention. You 
can then use LinkedIn to try to locate that individual's name. 
 
Videos & Podcasts: 
 
The PERFECT Cover Letter In 5 MINUTES Or Less | Professor Heather Austin 
 
How to Write a Cover Letter That Sounds Like You (and Gets Noticed) | Harvard Business Review 
 
Why Your Cover Letter Gets Rejected (5 MISTAKES TO AVOID) | Jeff Su 
 
How to write a Standout Cover Letter | Esade Careers 
 
Rock Your Resume, Crush Your Cover Letter Workshop | National University Career Services 
 
Articles: 
 
How to write a great cover letter in 2024: tips and structure | BetterUp 
 
7 Key Components of an Effective Cover Letter | Indeed 
  

https://my.aic.edu/ICS/Portlets/ICS/Handoutportlet/viewhandler.ashx?handout_id=73f719c1-a401-4b16-9b85-67abb204e7bc
https://my.aic.edu/ICS/Portlets/ICS/Handoutportlet/viewhandler.ashx?handout_id=3faacc76-e5c0-4c7f-8437-1ef2ff08ce71
https://partyrock.aws/u/dcarrollhh/A53bbKbcZ/Draft-a-Cover-Letter
https://partyrock.aws/u/dcarrollhh/fcXDl65eD/Identify-the-Hiring-Manager
https://www.youtube.com/watch?v=O8_cDMA5w_E
https://hbr.org/2022/05/how-to-write-a-cover-letter-that-sounds-like-you-and-gets-noticed
https://www.youtube.com/watch?v=xudcyY06PiI
https://dobetter.esade.edu/en/how-write-standout-cover-letter
https://youtu.be/dgXtudmL2-0?list=PLGiU65s2cqS9NCCZmB4zqG-cp1G8mQ3rn
https://www.betterup.com/blog/how-to-write-a-cover-letter
https://www.indeed.com/career-advice/resumes-cover-letters/parts-of-cover-letter
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Ultimate Guide to Writing Cover Letters | JobHero 
 
How to Write a Cover Letter [Full Guide & Examples for 2024] | novoresume 
 

https://www.jobhero.com/career-guides/cover-letter/how-to/write/cover-letter-guide
https://novoresume.com/career-blog/how-to-write-a-cover-letter-guide

