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Foreword

Most communities in India follow traditional patriarchal norms that are often
oppressive fo women. Women have been historically restricted o their assigned
gender roles of being homemakers, which denies them economic and social mobility.
Despite the Indian Constitution quaranteeing all citizens equal legal, political and
economic rights— women continue to be in a position of disadvantage~ especially in
rural India.

Even though the Right to Education Act quarantees education to all children up fo
the age of |4, this fundamental right is often not actualized for women. The lack of
access to formal education prevents the development of skills fundamental o
growth and mobility. This net only hampers the potential of India to actualize
economic growth and development, but also prevents a signhcican-} section of the
country’s population from exercising their constitutionally quaranteed fundamental

ri9h+s— imperative fo achieve self-actualization.

The fight for women's empowerment in India has been led by grassroots level
activists and non-governmental orqanizations that seek to engage with the most
oppressed stakeholders to connect them with financial, political and socidl
structures that play a key role in their emancipation. ‘Cover Girl' seeks o make
formal structures more accessible to these women by helping them prepare their
own cover leHer.

We focus on empowerment training of women belenging to low income communities
in India by helping them develop their own cover letters. We have created 10 cover
leHer femplates in English and Hindi and are collaborating with NGO's across New
Delhi and Indore to conduct interactive sessions emphasising the importance of
professional preparedness. We aim fo reach out o S00 women by December 2020
and hope to change their lives for the better!

This booklet contains fen cover leHer templates, in both Hindi and English, specific
fo jobs. We have narrowed these jobs down through conducting primary and
secondary research with appropriate communities and hope that these templates
can be a step in the right direction for a lot of women across the country.

~ Aadya Kedia
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Saleswoman

(Add the address of the place you are applying to here)

(Add the date here)
Sir/ Ma'am,
My name is and
through ~ this  letter, I am  applying for the  position of

at

I believe that I am apt for this position as I have not enly studied

in school/ college, but am also extremely

confident, articulate and convincing. I have been working on my speech and
conversation skills for over fwe years and have gained a command over
English, Hindi and Previously, I have worked as a

at {for over

years/ months.

I believe that I am a perfect fit for this position and would serve as an asset o
the team. I look forward fo hearing from you.

Regards
(Add your name)
(Add contact details — phone/ email)




Administration

(Add the address of the place you are applying to here)

(Add +he date here)
Sir/ Ma'am,
My name is and
through this letter, I am applying for the position of
at
I have pursued (accounts/ math/

data analysis/ coding) in school/ college and have learnt
(any other skills) over the past
years. I am very comfortable working with
and (people centric things
like diverse groups/ large groups OR different sofiwares). Previously, I have worked

as a at for over

years/ months.

I believe that I am a perfect fit for this position and would serve as an asset to
the team. I look forward to hearing from you.

Regards
(Add your name)
(Add contact details ~ phene/ email)




Receptionist

(Add the address of the place you are applying to here)

(Add the date here)
Sir/ Ma'am,
My name is and
through this letter, I am applying for the position of
at

I believe that I am apt for this position as I am a complete people’s person. I
enjoy talking to different people, understanding their needs and curating respenses
for them. I am also extremely confident, articulate and comfortable with handling

new situations. Previously, I have worked as a at

for over yea rs/

months.

I believe that I am a perfect fit for this position and would serve as an asset to
the team. I look forward fo hearing from you.
Regards

(Add your name)
(Add contact details ~ phone/ email)




Call Center - Query

(Add the address of the place you are applying to here)

(Add the date here)
Sir/ Ma'am,
My name is and
through this letter, I am applying for the position of
at

I have been working on my speech and conversation skills for over fwe years and
have gained a command over English, Hindi and T am
a peoples’ persen and have in the past worked on

(Any sales/ admin related activity
involving customer interaction) Previously, I have worked as a

at {for over

years/ months.

I believe that I am a perfect fit for this position and would serve as an asset to
the team. I look forward fo hearing from you.

Regards
(Add your name)
(Add contact details — phone/ email)




Assistant

(Add the address of the place you are applying to here)

(Add the date here)
Sir/ Ma'am,
My name is and
through this letter, I am applying for the position of
at

For the past few months I have been closely following your work and it not enly
inspires me but also makes me believe in the changes you are working fowards. My
education in clubbed with my passion for

will help me serve as an efficient and effective assistant
under your quidance. Previously, I have worked as a

at {for over

years/ months.

I believe that I am a perfect fit for this position and would serve as an asset to
the team. I look forward fo hearing from you.

Regards
(Add your name)
(Add contact details — phone/ email)




Call Center — Advertising

(Add the address of the place you are applying o here)

(Add the date here)
Sir/ Ma'am,
My name is and
through this letter, I am applying for the position of
at

I have been working on my speech and conversation skills for over fwo years and
have gained a command over English, Hindi and I can
efficiently identify and deliver important messages and reach out o target

audiences. I am very convincing and articulate. Previously, I have worked as a

at {for over

years/ months.

I believe that I am a perfect fit for this position and would serve as an asset to
the team. I look forward to hearing from you.

Reqards
(Add your name)
(Add contact details ~ phene/ email)




Waitress

(Add the address of the place you are applying to here)

(Add the date here)
Sir/ Ma'am,
My name is and
through this letter, I am applying for the position of
at
I am a recent graduate of from
Iam applying to
for this position as I believe that I am a perfect fit inte the culure and seHing
created by I am efficient and able to handle muiple tasks

at the same time. Previously, I have worked as a

at {for over

years/ moenths.

I believe that I am a perfect fit for this position and would serve as an asset to
the team. I look forward to hearing from you.

Reqards
(Add your name)
(Add contact details ~ phene/ email)




Beauty Parlour

(Add the address of the place you are applying o here)

(Add the date here)
Sir/ Md'am,
My name is and
through this letter, I am applying for the position of
at
I am applying for the position of at your parlour

as I not only have an interest in the beauty industry and work, but alse, T am
{rained in by
school/ board. I have in the past worked

with and served over

(humber) of clients.

I believe that I am a perfect fit for this position and would serve as an asset 1o
the team. I look forward to hearing from you.

Reqards
(Add your name)
(Add contact details ~ phene/ email)




Teacher/ Tutor

(Add the address of the place you are applying o here)

(Add the date here)
Sir/ Ma'am,
My name is and
through this letter, I am applying for the position of
at
I have a degree in {from

institute and have a deep academic and
professional interest in (subject). Additienally, T am very
fond of working with children and helping them understand complex situations. T

enjoy creating treating curriculum specific to different needs and in the past have

worked with over (humber) over children throughout my

career.

I believe that I am a perfect fit for this position and would serve as an asset to

the team. I look forward to hearing from you.

Rega rds

(Add your name)
(Add contact details ~ phone/ email)




Taxi driver

(Add the address of the place you are applying o here)

(Add the date here)
Sir/ Ma'am,
My name is and
through this letter, I am applying for the position of
at
T am a certified driver with a licence from expiring in

Additionally, I have experience driving

and vehicles. T

have also been working on my speech and conversation skills for over fwo years
and have gained a command over English, Hindi and

Previously, I have worked as a at
{for over years/

menths.

I believe that I am a perfect fit for this position and would serve as an asset to
the team. I look forward fo hearing from you.

Regards
(Add your name)
(Add contact details - phone/ email)




HigelT ferchdr

(31T S 118 UR 31Tded & 3@ 8, I9ehl UdT Jgi ford)

(@RRE ggT ford)
TR Hgled/ Agled,
R 9 g 3R 3g ux
& Aty 9, § & Ug & foig
TR TS & B! gl
W1 AT ¢ foh # 39 U & folg Iugeh g eifeh A Thel/hlerst
A foh Ters &l g SR # dgg srAfayrh, gEr R
3TyET At g1 H & aul F (U HIYUT 3R ATdielTy ehiRTel UR A e @1 § 3R hAfe
UTed e gehl g 3t fgdl ofiR =]
Ugd, A4 Tch T A1 fohan
& 71 77 TeT & Tt
& forar g1

BRI AT g foh d 59 U & forg Tgt § SR &F & A1 31 I A e UrhiT|
3T IR Y Uiem d g |

TS
Circakic)
(3TTUeRT 3-TF 3R Wi )




AT UdY

(3T I T8 TR 37Tae- X @ 8, SUM]

g1 ggf ford)

(arrg agl ford)
37eRUi Agiea/ Hgiedr,
R A ¢ 8iR 39 U5 & HIHH b,
¥ eh Ug & oIy TR 3Tele & 3o g
H Thel / ictol H (et / 71ford / ST fassiwor /
opif) fohar & oIk feat ast d &4 (1S 3=
Pirel) drar g1 & 3R h T h1H A |
Igd TSl § (ST ehferd =it Sid fafder T / 918 THE AT S(elT-3Mel7 HIHdSR) |
Ugel, #4 R & U H ay /
aeHl o forg o fohar 81

R AT ¢ foh # 59 U oh folg w81 § 3R &1 o 91 1< I ehrd o uril| | H
3TUeh ITR hl Uit d § |

dTE
(STTY<hT A1H)
(STTUEhRT 5-HeT 3R Wi HeR)




ROwrf—e

(31TY S T8 UR 3HTdeH R @ &, SHh!

g1 gt ford)
(arrg agl ford)
3RO Agled/ AgledT,
AT T g 3R 39 UF & H1eH T,
fr' & Ug & forg TR 3TdeT I @l gl

O AT & foh & 39 Ue o folg Iugeh g ifeh & Gen <IN hl eafh g1 et StefTl-
I ANT T ST A, Ieh! STexd] ahl GHEH 3R 3 foig ufafeharst ot gus |
Tl ATaT g1 H =18 Al el ST o 1Y dge g, IR 3R g i g1 ugd,
e i H¥U g

ay / #gl & g s ok g1

O AT foh # 39 U oh folg Tl § SfR &1 o 91y 3= ¥ &1 o Uit |
3Tk IR Y Ueterm d g |

TS
(STTURT A1)
(3TTUeRT 3-Uef 3R Wi FeR)




hiet TeX - UY

(31T I SHT8 TR 37ae & @ 8, S9! UdT Jgi ford)

(ARIE Tgl ford)
3exuity Agley/ wgler,
AT 1 g SR 39 UF & H1eH T,
q & U< o faIg TR 3fTde &R @ g

& & 9Tt & 31U+ T9oT 3R aTdfelTd ehiRrel IR 1 e @ § SR Sfffst, fgdl ofk
R Qeh ShHIS UTCd 2 Jeh! 1 | <171l oht eafeh g SR Srclia o
UR h1H & ehl § (ehls T ferch! / egreremuen deiferd
nfafafd 99 argen TgwTiitar anfde gt) | @4 uge i

GO | ay / gl o forg e fora

gl

O AT § foh & 39 U oh folg Tl g SR &1 o 91y 3= ¥ &hiH e Uit | |
3{TUch IR ehl Uie d § |

(S1TUEhRT =17H)
(3TTUeRT 3-0 SR Wi )




Heldeh

(31T fSI g S8 WR 37Tee e g 8, Il
udr ggi ford)
(@Rg ggf ford)
JeRuita Agiea/ wgtedn,
B A g 3R g9 ua
S A1emH 9, § & Ug o folg
TR 3MTde & @l gl

¥ fUoet o HeiHl & 3much i & URRIT 81 361 § 3R 3MUehl e g1 URA e
g1 # I acrdl | fIyre endl § STt 319 A <hY ehtfA e T &1 A frem

F o % fog e g gt
3Tk ARG & ATY Yeh HAA HgRIeh o FU H h1H e H Hag h| {1
uga 7 h ¥y J

ay / ggil & forg o fohar 81
O A1 ¢ foh & 59 ue o fog 91 g ok &9 & 919 3= 8 A i Uit #
3TUch IR el Taia | § |

IS
(3TTgeRT 91H)
(3TTUeRT 3-Uef 3R Wi FelR)




Heldeh

(31 ST SHTg R
3Mde & 3@ & 3T udT ggi fawd)
(ARIE T8l ferd)
JeRuita Agiea/ wgtedn,
B A g 3R g9 ua
S A1emH 9, § & Ug o folg
TR 37TdeT I T g

¥ Moot o AeHl & 3much i & URRT 81 361 § 3R 3MUehl e g1 URd el
g1 # I acrdl | fIyre endl § STt 319 A <hY ehtfA e T &1 A frem

F o % fog e g gt

3Tk ARG & ATY Yeh HAA HgRIeh o FU H h1H e H Hag h| {1

uga 7 h ¥y J
ay / gt & forg e foha 81

O A1 ¢ foh & 59 ue o fog 91 g ok &9 & 919 3= 8 A i Uit #
3TUch IR el Taia | § |

gdlq
(3MTTehT ATH)
(STTUehT 3-A<T 3R ThiF

JR)



chic] dex - fazmu-

(31 ST SHTg R
3Mde & 3@ & 3T udT ggi fawd)
(@R Tgl ford)
JeRuita Agiea/ wgtedn,
R A g 3R gg U
& oty 9, § & Ug & foig
TR 3Tele & TG g

# &t A1 § 37U HTUT SR aTafelTd i UR hid & el § R e, et ofiR
TR Qeh hHTS UT X bl g1  Agaqul T
HRAIAT § Ugar 3R fIaRa s Fendl § 3R I8 a2fenl ol Afed e Fendl g1 |
Igd Y 3R WE g1 #4 Uget ¥

S %y g ay /
e & fow s foram 2

O A1 ¢ foh & 59 ue o fog 91 g ok &9 & 919 3= 8 A i Uit #
3TUch IR el Taia | § |

gdlq
(3MTTehT ATH)
(STTUehT 3-A<T 3R ThiF

JR)



de

(31T I S8 UR 3Tded R @ &, ST

gdT ggi ford)
(AR Tgl ford)
3Texuitg Agled/ Hgled,
AT A ¢ SR 39 UF & A1eH T,
& $ Ug & forg TR 37Tae & 6
d arodt | dEaah gs gl 439
ue & forg o forq Smde A 3@l § riifch a=1 711 & fop &
GRT §9TY 7Y dgeite 3R Qe & uar smaef fOhe g 18 geret g ofik

Teh 81 GHY H &g il hl ST | 98 g1 A7 ugd |

&g g Y / HglHl & forg s foRam
gl

R AT ¢ foh # 59 U o foig F81 g SR &1 o 91 3= I ehrH o Uril |
T IR I Ulen d g |

gqdlq
(3T TTH)
(SMTUehT 3-HdT 3R Whid FeR)




2 TR

(31T fSg ST TR 3Mde e 3B &,
39l UdT Igi foid)
(AT T8t forg)
3TeRuita A/ Agiedr,
AT 9 & 3R 39 U & H1eH 4,
| h US oh folg TR 3Tele & g g
# 3y UTeik A &t U & oIy srmae o2 It g alfeh g3t 7
chad died I ofiR s A 3 g, afcen, & 5}
oot / a1 9 ufAfard g1 #4 ugd
o 91y & fhar g 3R TSR UTgehl <hl TaT
CAR]

R AT ¢ foh # 59 U o foig w81 g SR 19 o 1Y 1< I ehrd o Uril |
T IR I UHlem A g |

(STTTehRT A1TH)

(31TUehT 3-Het 3R Wi




freTen/3redTUh

(31T fSg ST TR 3Mde e 3B &,
39l UdT Igi foid)
(ARIE TgT ford)
3TeRuita A/ Agiedr,
AT 9 ¢ SR 39 UF & A1eIH T,
| h US oh folg TR 3Tele & g g
| U =) Iy g feift g ok

() & g Sreiforen ofik aaraales 3 &1 39a sifafs, g8t
Il o 1Y R A 3R Sifeer uRfRAfaat st aHg # Aeg oA o1 9gd e 8
&t STeTT-37elT SIexdl o foiq fAfe ursuehs a9 & g ot g ofk J 79 3roa @@
HRIR A (T =t & 91y 1A fohar 81

R AT ¢ foh # 59 U o foig w81 g SR 19 o 1Y 1< I ehrd o Uril |
T IR I UHlem A g |

YIS
(STTTRT A7)

(3TTehT $-HeT 3R i

)



ot I aTet

(3T S ST7TE TR 3Mde o 3@ &,
39l UdT Igi foid)
(@rg Tgl ford)

31exofty Agiea/ Agten,
AR A ¢ 3R 39 U & ATAH T,
| & Ug oh folg TR 3Tele & g g
e 3R d a1 g1 dTet 1899 o 91y Ueh
JHTIO TgeR §1 39k sifdafeeh, )R U 3R

a1 I T gHd g1 & a’rw@rmﬁwaﬁ?maﬁam
TR hH e ! § SR S, fodl 8iR TR 9 TS UT fehar
JEEREE] i &®T g

Iy / HgiHl h foig e fohar 81

R AT ¢ foh # 59 U o foig F81 g 3R &1 o 91 3= I ehrd o Uril |
T IR I Udlem A g |

BRI

(STT4<hT ATH)

(3TTehT $-HeT 3R i

)



