
• sUmR)akdfaBnül;GMBIlkçN³sm,tþirbs;Gñk[)aneBjelj 

nigedIm,IP¢ab;CMnajrbs;GñkeTAkan;esckþIBN’naGMBIkargar. 

• sUmmanlkçN³viC¢man nigeCOCak; EtminRkGWtRkTm. 

• sUmeqøIysMNYr[)aneBjelj nigc,as;las; sUmkMu\tcug\tedIm. 

• sUmrkSaEPñkrbs;Gñk[cMnwgGñksMPasn_. 

• sUmkMuBiPakSabBaðapÞal;xøÜn. 

•  sUmRbugRby½tñkMubgðajGakb,kiriyaeqøqøadUcCa karxaMRkck b¤esIckk¥wk. 

•  sUmgðajBIbMNgrbs;GñksRmab;kargar 

nigcMNab;GarmµN_rbs;GñkenAkñúgRkumh‘un. 

 sUmsaksYrsMNYrGMBIRkumh‘unedIm,IBRgwgcMNab;GarmµN_rbs;GñkcMeBaHGñksMPa

sn_. 

•  sUmesñIsMukarGnuBaØatTUrs½BÞmkvijsRmab;lT§plénkarsMPasn_. 

•  sUmGrKuNGñksMPasn_sRmab;eBlevlarbs;Kat;. 

EtgEttamdankarsMPasn_rbs;Gñk edaylixitEføgGMNrKuNpøÚvkar. lixitenH 

GacmanlkçN³sMxan;éRkElgcMeBaHkarTTYl)ankargar GaRs½yehtuenH 

sUmeFVIva[man RbsiT§iPaB. eyagGMBImuxtMENgEdl)anBiPakSa 

nigerobrab;mþgeTotGMBIlkçN³sm,tþirbs;Gñk - 

sgát;F¶n;GMBIesamnsSrbs;GñkcMeBaHRkumh‘un. bBa©b;edaykarGrKuN 

GñksMPasn_mþgeTotsRmab;eBlevla nigkarBicarNarbs;Kat;. 

¬sUmemIlKMrUlixitxageRkam.¦  

karGnuvtþkareqøIycMeBaHkarsMPasn_rbs;Gñk  

bEnßmbnÞab;BIKnøwHTUeTAEdl)anrayxagelI 

PaBeCaKC½yénkarsMPasn_kargarrbs;Gñk 

nwgEp¥kelIcemøIyrbs;GñkcMeBaHsMNYrCaeRcIn. sMNYrTaMgenH Gacmancab;BIsavta 

dMbUgrbs;Gñk nigkarGb;rM rhUtdl;RbsiT§iPaBpÞal; nigCMnajRKb;RKgrbs;Gñk. 

eTaHbICasMNYrGVIk¾eday GñkRtUvEteqøIycemøIyrbs;Gñk[)anl¥ 

edIm,IbBa©ÚlB½t’manEdlnwg ykQñHkarRbkYtRbECg)an.  

enHKWCasMNYrEdl)ansaksYrCaTUeTAmYycMnYn 

EdleRtomedIm,IerobcMcemøIyd¾manRbsiT§iPaB.  

sUmR)ab;́ nUvB½t’manGMBIxøÜnrbs;Gñk. 

www.mass.gov/eolwd 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RbvtþirUb niglixit]eTÞsnamrbs;Gñk )anlk;CMnajrbs;GñkenAelIRkdas. 

\LÚvenH GñkRtUvEtqøgkat;kareFVIetsþ×Tl;muxKña - 

karsMPasn_CamYynieyaCkskþanuBl. etIGñk 

erobcMxøÜnrbs;Gñky:agdUcemþcEdr? etIGñkGacniyayGVIxøH 

edIm,ITak;TajGñksMPasn_enHfa GñkKWCamnusSRtwmRtUvsRmab;kargar? 

TaMgenHKWCacm¶l;mYycMnYn EdlGñkRtUvEteqøIy edaysarGñkbnþ 

enAelIpøÚveTAkan;karmankargarCafµIrbs;Gñk. cab;BIkarsikSaGMBIRkumh‘un 

rhUtdl;kareFVITIpSarCMnajrbs;Gñk snøwkB½t’manenH 

nwgbgðajGMBIKnøwHTUeTAmYycMnYn sRmab;kareFVI[mancMNab;GarmµN_elIkdMbUg¡ 

karsikSaGMBIRkumh‘un 

enAeBlGñk)anTTYlkarsMPasn_ GaTiPaBcm,grbs;Gñk 

KYrEtEsVgrkbEnßmGMBIRkumh‘un. 

meFüa)aygayRsYlmYyénkarTTYl)anB½t’mand¾mantémø 

KWRKan;EtTUrs½BÞeTAkan; Rkumh‘un nigesñIsMu. sUmesñIsMur)aykarN_RbcaMqñaM 

b¤sMPar³pSBVpSayepSgeTot EdlGacpþl;CUnGñknUvB½t’manGMBIesvakmµ 

b¤TMnijEdl)anplit RbCaCneKaledA fvikar RbcaMqñaM 

nigsßitisMxan;²epSgeTot. tamry³karsikSaGVI²GMBIvb,Fm’Rkumh‘un 

GñknwgTTYl)anKMnitGMBICMnaj nigbTBiesaFn_EdlnieyaCkRtUvkarbMput. 

kareFVI[mancMNab;GarmµN_elIkdMbUgd¾Gs©arü  

bEnßmeTAelIkarTTYl)anB½t’manenH enHKWCakic©karRtUveFVI 

nigkic©karminRtUveFVITUeTAmYycMnYn sRmab;éf¶énkarsMPasn_. sUmGnuvtþtam 

edIm,IbegáInel,ÓnkarRbkYtRbECg¡  

• sUmeTAmñak;Ég nigeTAdl;y:agehacNas;R)aMnaTImun. 

• sUmjjwm nigKYrsmcMeBaHRKb;KñaEdlGñkCYb. 

• sUmkMuCk;)arI b¤TMBarsàrekAs‘U. 

• sUmykeTACamYynUvGaCJab½NÑ b¤lixitbBa¢ak;GMBIkargar.  

• sUmykeTACamYynUvsMeNAcmøgRbvtþirUb GñkFana niglixitGnusasn_rbs;Gñk 

edIm,ITukenAnwgGñksMPasn_RbsinebIRtUv)anesñIsMu. 

 

karTTYl)ankargarEdlGñkcg;)an - karsMPasn 

P¢ab;TMnak;TMngnieyaCik nignieyaCk 
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etIcMNucexSayrbs;GñkmanGVIxøH? 

etIGñkdwgGVIxøHGMBIRkumh‘unrbs;eyIg?  

ehtuGVI)anCaGñkcg;eFVIkargar[Rkumh‘unrbs;eyIg? 

etIGñkRtUvkarebovtSr_b:unµan? 

ehtuGVI)anCa´RtUvCYlGñk[eFVIkar? 

etIGñkmancm¶l;cMeBaH´EdreT? 

karvas;EvgRbsiT§iPaBrbs;Gñk  

enAeBlkarsMPasn_bBa©b; sUmvas;Evg\T§iBlrbs;GñkelInieyaCk 

tamry³karBinitübBa¢IBinitüxageRkam ³ 

➜  etIGñkmkdl;Tan;eBlevlaEdreT? 

➜  etIGñk)anENnaMxøÜnrbs;GñkeTAkan;GñksMPasn_EdreT? 

➜  etIGñk)aneTACYbGñksMPasn_edaymanRbvtþirUbrbs;GñkEdreT? 

➜  etIKat;)anBiPakSaGVImYyBIsavtapÞal;xøÜnrbs;GñkEdreT? RbsinebIman 

etIGVIxøH? 

➜  etInieyaCk)an[eyabl;GMBIGVImYyénCMnajrbs;GñkEdreT? 

RbsinebIman etI)anniyayGVIxøH?  

➜  etIcMNab;GarmµN_TUeTArbs;GñksMPasn_cMeBaHRbvtþirUbrb 

s;Gñky:agdUcemþcEdr? 

➜  etIGñksMPasn_)anBiPakSaGMBIbBaðaBiessNamYyEdlGac 

GñkGacmanEdreT? RbsinebIman etIBiPakSaGVIxøH? 

➜  etIGñk)anemIleTAkan;GñksMPasn_ enAeBlGñkniyayeTAkan;Kat;EdreT? 

➜etIGñk)anerobrab;faetIGñkRtUv)anbBa¢Únmkkan;Rkumh‘unenHy:agdUce 

mþcEdreT? 

➜  etIGñk)anbgðajGMBIbMNgrbs;GñksRmab;kargar 

nigcMNab;GarmµN_enAkñúgRkumh‘unEdreT? 

➜  RbsinebIGñkkMBugmanGarmµN_c,as;fa 

GñknwgminTTYl)ankargarEdlGñk)ansMPasn_eT 

etIGñk)ansaksYrGMBImuxtMENgepSgeTotEdreT? etImanGVIxøH? 

➜  etImanCeRmIskargareRkAem:ag b¤beNþaHGasnñEdreT? 

➜  etImanGVIEdlnieyaCkhak;bIdUcCamincUlcitþEdreT? RbsinebIman 

etIGVIxøH? 

➜  etI)anBiPakSaGVIPaKeRcInbMput? 

➜  etIKat;hak;bIdUcCacab;GarmµN_CaBiesselIGVI? 

➜  etIenAeBlNaEdlGñk)anniyayfa GñknwgTUrs½BÞeTAvij? 

kareFVIkarebþCJacitþ  

kareFVIbTbgðajxøÜnrbs;Gñk[manRbsiT§iPaB enAkñúgkarsMPasn_ 

KWCakarsMxan;kñúgkarTTYl)ankargar. eTaHy:agNa 

karbnþmanlkçN³viC¢man KWCakarsMxan;pgEdr. Ep¥ktamkal³eTs³CaeRcIn 

GñkGacnwgminTTYl)ankargarCaeRcIn EdlGñksMPasn_. EtkMuFøak;Twkcitþ. 

sUmemIleTAelIkarsMPasn_mineCaKC½yrbs;Gñk faCabTBiesaFn_ sikSa 

ehIybnþBüayam. TsSnavdþIEsVgrkkargar 

nigÉksare)aHBum<epSgeTotrbs; DCS 

GacTTYl)anenAmCÄmNÐlGaCIBRckecjcUlEtmYy (One-Stop Career 

Center) enH. sUmsaksYrrksikçasalaEdlGacman 

edIm,ICYyGñkGnuvtþCMnajsMPasn_rbs;Gñk. 

. 
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nieyaCk¼kmµviFIEdlpþl;»kasesµIPaB. CMnYy nigesvakmµbEnßm GacTTYl)antamkaresñIsMucMeBaHmnusSEdlmanBikarPaB. 

sRmab;esvakmµbBa¢ÚnbnþsRmab;GñkxUcesatviB aØaN sUmTUrs½BÞmk elx 1-800-439-0183 b¤elx 711. 
 

Landing the Job You Want – Interviewing 

 

Company Name 
Address 
Date 

Dear Ms. Smith 

It was a pleasure to meet with you last Tuesday. 
Our discussion about the qualifications for the  
Customer Service Representative position only 
served to convince me further that I am right for 
this job. The people and the environment at your 
company were so welcoming and friendly, I could 
imagine myself as part of your team. I hope you 
can too. 

Once again, thanks for your time and 
consideration. If you have any questions, feel free 
to call me at any time. 
 
Sincerely, 
 
John Richards 
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