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Chapter 5 To Do List

 	 Pick a clear, professional resume format

 	 Use a professional email address

 	 Find keywords to include in your resume

 	 Edit any cover letters each time you use one

 	 Have someone else read your resume and cover letter to check for 
spelling, grammar and make sure it is clear

 
Quick Links to Resources
Resource Name Web Address
First Find - Email Basics FirstFind.org 

Located under Web Skills
Applied Digital Skills applieddigitalskills.withgoogle.com/s/en/home 

Located under Learn | Job Seekers
 

Need Help? 

The Westchester Library System offers workshops, resources, and one-to-one 
counseling to guide your job search and improve your interviewing skills. Find out 
more at FirstFind.org.
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