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SAMPLE COVER LETTER

A cover letter is designed to accompany a job application and it must sell your key skills, qualities
and experience to demonstrate you are the perfect candidate for the job.

It serves as an introduction, so your potential employer can learn more about your professional
accomplishments and goals. Some companies specifically request that applicants provide a Cover
Letter with their application.

It is a one page, three (3) paragraph long letter sent to an employer with your resume.

What Should I Include in a Cover Letter?

Best practice for beginning your Cover Letter is to address the person your resume or application
(along with your Cover Letter) will be sent to. If you are unsure who your information will be sent
to, you can simply use a generic greeting, such as To Whom It May Concern.

This letter contains information about why you are applying for the position, a brief overview of
your professional background and what makes you uniquely qualified for the job. Your cover letter
should include the following;

a. Header; date, name, phone number and location at the top left side of your letter

b. Salutation; addressing the Hiring Manager. This is important, as it sets a formal tone for
your introduction and demonstrates you are professional in your communication.

C. Opening paragraph; Provide an introduction that tells the hiring manager the name/position
you are applying for, that is, introduce yourself and the job you are applying for.

d. Middle paragraph;

« clearly state that your skill matches the requirement in the job description.

« State your relevant skills and why you are right for the job as early as possible (don’t
be too pushy).

« Focus on showing how the skills and experience you have will be a fit for the
position.

« State new skills you will bring up which will benefit the company if you are hired.

e. Closing paragraph; thank the hiring manager for the time used to read your cover letter

f. Complimentary close & signature; use formal complimentary close such as- regards,
sincerely, best, respectfully and so on. Your full name should then follow.



Here are five guidelines to keep in mind when writing a cover letter:

e Customize your header based on your application format. For example, if
you're writing a cover letter with an online application, you may not need to
include your name, address and contact information in the header, as this
information is likely on your application. If you are sending the cover letter as an
attachment along with your resume, make sure the headers for both documents

match.

e Use an appropriate greeting. If you know the name of the hiring manager, you

can begin your letter by addressing them directly. If you aren't sure, simply begin your letter with
'Hello', or 'Dear Hiring Manager'. It's important to get a feel for the company's culture when
deciding how formal your greeting should be. Greetings like “Hey” and “Hi there” are almost
always too casual for a cover letter.

e Avoid generic references to your abilities. When possible, provide meaningful
anecdotes that highlight your skills. For a stronger impact, be specific and

provide examples.

e Keep it brief. When determining how long a cover letter should be, focus on the
details that are most important for the job. Read the job description closely to

identify the best opportunities to illustrate your qualifications.

e Proofread before you submit. Review your cover letter several times before
submitting it. Look for errors in spelling, grammar or punctuation. Reading the
letter aloud may help you identify awkward phrasing or run-on sentences. Do a
slow, deliberate reading, examining each word. If your greeting includes the

hiring manager's name, triple-check the spelling to ensure it is correct



Additional cover letter tips:

Make sure it doesn’t exceed a single page

Adapt your cover letter for each job or position

Use a standard font size

Avoid using special effects

Weave in information you know about the company
Make use of powerful keywords and phrases.
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COVER LETTER SAMPLES

1) To whom it may be concern

RE: Application for employment

| wish to apply for the position available (alternatively, mention the exact position
you are interested in) in your organization. | am confident that | have knowledge
and skill to professionally fulfill the position as required by the organization. | am
eager to enhance and refine my personal development within the organization,

and take on the challenges that lie ahead.

| will endeavor to effectively perform all my tasks as required by the organization
and maintain the standard as defined by you. Given the opportunity, | will perform
my duties with perseverance, dedication and loyalty. It is my aim to make and be
part of a successful team that is directly involved in making the organization a

success, as | believe | have a role to play in making things a success.
Attached to this application is a copy of my resume which carries further
information about my profile. If you do need any additional information, feel free

to reach out to me.

| hope that my application will receive your favorable consideration.,



Yours truly,
(Full name and surname)

PS: Attach your Canadian style CV to your application.

2) Dear Hiring Manager,

| am writing to express my interest in the opening for an administrative assistant
at EXPERT Administration.

This opportunity appeals to me for several reasons. Most importantly, | have a
proven track record of success in administrative roles. A highlight in the course of
my recent experience involved stepping in to coordinate a summit for our senior
leaders last year. Arranging travel and accommodation for 15 executives from
different departments meant | had to organize meals and activities as well as
collaborate with our internal events team. | had to ensure that everything ran
according to schedule over the two-day summit. Due to the success of the

project | was been given the goal of increasing the number of attendees for a

similar event this year. | led an internal team to achieve this goal.

The growth opportunities that EXPERT Administration provides are very
appealing to me as well. My understanding of your company culture is that there

are ample opportunities for self-motivated individuals like me. A keen eye for detail and a focus on
being highly organized are traits I'm eager to apply in a position with your organization.

It would be a pleasure to share more of my experience with you. Thank you for

your consideration.

Sincerely,

Jane Rollins



3) Hello,

| owe my career as a copywriter to my grandfather. He was a journalist whose
passion for a good story informed all his written expression. Indeed, he lived his
own terrific story, a tale that inspires me to this day as I strive to craft content with

the same wonder that he demonstrated. My grandfather started out in the mailroom at a large
metropolitan newspaper. By the time he retired from the same publication, he was the managing
editor and had been a reporter covering things as diverse as sports in New York City to the war in
Europe.

He was a man whose life was like a manual for the kind of success that brings

personal satisfaction as well as career fulfillment. There are two things he did that continue to help
me improve my writing: he listened intently to everyone, resisting the temptation to interrupt, and
he read ceaselessly. His study was lined with a vast array of books. He read widely in fiction and
nonfiction. He even read the daily cartoons.

My career as a copywriter started because of my grandfather's example and his
love of words. I'd like to continue my journey as a brand copywriter at Blink Media

to feed my passion for sharing the stories | discover.

All the best,
Harold Logan

ADDITIONAL RESOURSES:

Cover letter sample links:

1) https://drive.google.com/file/d/1-uHHPL0o9OMVEMMW]QLg4kirBYHjnuGDj/view

2)https://docs.google.com/document/d/16 YWKBMNTqLOQSUW1JjPCwfZ10pTt5dr8DjBalxIPJGI/
edit

3)https://docs.google.com/document/d/1IPSTO3WY 2u4CD9bEfpxeK4HIWtSYi1U6RHjcqlL BzdC3
Aledit



https://drive.google.com/file/d/1-uHHPLo9OmVEfnWjQLg4kirBYHjnuGDj/view
https://docs.google.com/document/d/16YwKBMnTqL0QSUWtJjPCwfZ10pTt5dr8DjBglxlPJGI/edit
https://docs.google.com/document/d/16YwKBMnTqL0QSUWtJjPCwfZ10pTt5dr8DjBglxlPJGI/edit
https://docs.google.com/document/d/1PSTO3WY2u4CD9bEfpxeK4H9wtSYiU6RHjcq1LBzdC3A/edit
https://docs.google.com/document/d/1PSTO3WY2u4CD9bEfpxeK4H9wtSYiU6RHjcq1LBzdC3A/edit

Canada Job Resume Template

A Canadian resume is a document that describes a job candidate’s qualifications for a new position
based in Canada. It’s typically one to two pages long, depending on your work history, and it
highlights your skills, experience and education. It’s similar to a U.S. resume, though there are
slight differences in the language you use on a Canadian resume.

There’s a difference between a Resume and a Curriculum Vitae. While both documents include a
short history of your activities, a Resume focuses more on professional achievements, while a CV
highlights your academic accomplishments.

Here are some helpful tips for writing a resume in a Canadian format:

1. Choose The Right Format
Resume is something you as a job seeker presents to employer in order to buy into your idea.
If what you are presenting is not convincing enough, you won’t be considered for interview.
Since resume is the marketing tool, you’re using to market yourself, you need to choose the
type of resume that perfectly match what you’re applying for. Here’s what your resume
should look like. Generally, there are three main types of resume formats you can choose

from:



e Chronological Resume

This kind of resume is for you if you have consistent professional experience, no large employment
gaps, and intend to continue working in the same field you’ve been working before. This format is

widely used and preferred by many recruiters and job sites.

CHRONOLOGICAL RESUME
TEACHER EDUCATION STUDENT

Chris Anderson-Reed
1234 - 4th Avenue
San Francisco, CA 94118
415-555-1212
careed@usfca.cdu
www.linkedin.convchrisandersonreed

OBJECTIVE
Elementary School Classroom Teacher: Prefer grades K-4, willing to teach other levels
EDUCATION

M.A., Teaching, University of San Francisco, CA 05/13
SB 2042 Multiple Subject Credential with English Learner Authorization

B.A. History, Mills College, Oakland, CA 05/10
TEACHING EXPERIENCE

Student Teacher, Fourth Grade

BALBOA ELEMENTARY, San Francisco, CA 101121212

+ Teach math, reading, English and social studies in a class of thirty Iticultural students, including sev:
students with special learning needs.
* Design units in children’s li incory lti-cthnic themes.
* Develop lessons in critical thinking skills using math games.
Student Teacher, Kindergarten
GARDEN GROV! MENTARY, San Francisco, CA 01/12-03/12
+Taught math and whole language instruction to a class of thirty-five
multicultural students.
*Developed and presented lesson unit on Chinese New Year which included
construction of Chinese Dragon and presentation to two other classes.
Prepared and presented an African History unit in celebration of Black History Month.
Instructional Assistant, First Grade
VISTA ELEMENTARY, South San Francisco, CA 09111211
*Directed groups in various developmental and educational activities.
OTHER WORK EXPERIENCE
Office Manager
OFFICE SERVICI .. San Francisco, CA 07/10-08/11

M: A

for 25 person consulting firm.
ADDITIONAL SKILLS

Conversational Spanish
Play piano and guitar

e Functional Resume

PHIL PATTERSON

(555) 555-5555 @ example@example.com @ Richmond, VA

PROFESSIONAL SUMMARY

Devoted to giving every patient high-quality and cost-effective support to reduce complaints and
address root causes. Effective in emergencies in addition to routine needs such as chart updating
and patient and family education. Well-versed in the latest medical studies and treatments.

WORK HISTORY

Urgent Care Physician / Richmond Urgent Care
e Consulted with up fo 20 patients ecch day to review physical
conditions and make care plans.
* Provided expert critical care response in emergency situations
involving ilinesses or injuries,
* Effectively reduced symptoms and treated underlying conditions by
prescribing targeted medications and therapies.

Doctor / Patient First
* Evoluated patient histories, complaints and current symptoms to
understand conditions and begin diagnostic processes.
* Implemented therapeutic regiments involving medications and
other interventions to mitigate symptoms and prevent reoccurrence.
* Conferred with specialists to obtain expertise on patient conditions
and referred individuals in need of additional care.

Resident Physician / University Hospital

* Shadowed attending physicians during complex and innovative
procedures to gain greater understanding of technique.

* Interviewed patients concerning physical complaints, discussed
symptoms, asked questions and suggested treatment options.

* Stayed abreast of advances in treatments, emerging
pharmaceutical applications and new diagnostic tools for
application in odult medicine.

SKILLS * Urgent care * Medical records management
* Patient examination e Prescribing medications
* Diagnosing conditions ¢ Patient tfreatment planning
* Preventive care expert

EDUCATION

M.D.
University of Virginia

Bachelor of Science in Pre-Medicine
College of William And Mary

This resume is for you if you’ve changed, have several gaps or switched career path



Adam Patrick Jones
7315 West Oyster Street, Brewerton, NY 1
Home: (315) 656-3212 « Cell: (315) 228-665

Email: adampjones@gmail. com

May 2012
Onondaga Community College. Syracuse. New York
GPA 346

HIGHLIGHTS OF QUALIFICATIONS

Served 8 years in the U.S. Military with 7 years experience in office administration

Supervisory experience including 5 years of supervising a group of 10 staff members
R budaetias bookkeont

Skilled in purch: ) p s serviee
Proficient with Mi Word and M ft Excel, and Mi ft Access
Experience with a variety of office incl scanners, ph printers, and f

Languages: English, French and Spanish

ACCOMPLISHMENTS

Leadership

*  Successfully lead the 5 person Administrative Services team to keep the schedules of senior exe
full attendance at scheduled mectings.

*  Supervised over 10 personnel whose dutics included filing office forms and stocking office equ

+  Managed the distribution of office supplics including office desks, filing cabinets and office ch
$200K

Administration

+  Performed record keeping and d handling, bookk and bud for the Office o
Staff for Personnel

+  Saved 6 man-hours per month on the Receiving Office Supplics process by changing the seque

+  Purchased office supplies including printers, ink cartridges and copy paper for the Office of the
Staff for Personnel

*  Received and distributed relocation orders for enlisted personnel

Training
»  Delivered highly effective time management training monthly over a period of 5 years as an on
+  Trained 7 Admi ive Clerks in I and i accurate duty schedul

+  Provided exceptional administrative training twice a month over a period of 2 years as an on-th

WORK HISTORY
Administrative Supervisor
2005-2007  U.S. Army. Fort Bragg, N. Carolina

Administrative Assistant
2002-2005  U.S. Army. US Army 32d Air Defense Command, Germany

Administrative Clerk
19992002 U.S. Army, Fort Meade, Maryland

PROFESSIONAL TRAINING

2004 Time Management - (.S, Army
2003 Purchasing - U/.S. Army
2002 Personnel M. - Prime M C

e Combination

LINDA MOWRY
348 Somerset Road; Hayward, CA 94541
(510) 123-4567 or Linda. Mowry(@email com

OBJECTIVE: A position as Sales Coordinator, Representative or Account Executive

MMARY OF QUALIFICATIONS
*  Twelve years successful experience in direct sales of a range of products and services.
* Extensive practical hands-on experience as co-owner & ger of a small b

* Motivated and enthusiastic about developing good relations with clients.
* Professional in appearance and presentation,

RELEVANT SKILLS

SALES & NEW ACCOUNT DEVELOPMENT

Increased a small publication's advertising revenue through market research and
promotion.

Developed new distribution outlets for a special-interest magazine in Northern California
- Made cold calls and follow-up visits to retail outlets throughout the region

- Organized detailed routebooks and financial recordkeeping.

- Successfully increased readership by more than 40 percent over a two-year period.
CUSTOMER RELATIONS

Served as vendor representative for Jana Imports:

- Coordinated product information and distribution for 75 field representatives and major
accounts.

- Promoted giftware products at trade shows throughout the region

- Handled face-to-face contacts with new and established customers.

Oversaw the production of advertising and its placement in major trade publications
ADVERTISING, MARKETING, DISTRIBUTION

Organized and styled merchandise for effective presentation in a 20-page giftware
catalog.

Kept accurate, current computer records of inventory, international suppliers, brokers,
shippers, etc

Handled all aspects of order taking and processing, both at Bill's Dairy and Jana Imports

EMPLOYMENT HISTORY

2004-present Sales Coordinator Jana Imports, Oakland, CA
1998-2003 Distribution Coordinator Déja vu Publishing, San Rafael, CA
1993-1998 Co-owner/Manager Bill’s Dairy, Livermore, OR
EDUCATION

Bay City College, San Francisco, BA in Liberal Arts

This kind of resume is for you if you have several or diverse background of experience. This
Is most used when skills and abilities are required but not experience. This one is for job

seekers who want to show off their skills and qualifications.

Combination Resume Format for Canada
Name and Contact information

Summary/Objective

Skills and Abilities

Professional Experience



Educational History

David Parson

Professional Summary

ish Teacher with 6 years of experience teaching
and literature. Proficient in developing comprehensive
and reading assignments for around 90 students.

students lang
grammar, writing

Motivated mlmp students develop a high level of proficiency in reading,

speaking and writing in English

Relevant Skills

Skilled at assisting students of all skill levels grow, develop and grasp
material

Familiar with both group and individual instructional strategies as
well as record keeping and student safety policies.

Ability to en, a diverse classroom of students by asking students
to analyze passages and answer thought-provoking questions.

Work History

Timberline High School - English Teacher

Boise, ID

0872016 - Current

e Designed exams for 90 students to test fluency in reading, writing,
speaking and comprehension of English languag,

o Marked lesson notes, corrected errors and made rseful suggestions on
written assignments for improved writing communication
performance.

e Created and implemented after-school student writing workshop for
college application essays.

Borah High School - English Teacher

Boise, ID

0872014 - 062016

o Prepared comprehensive English curriculum for 2 classes with 60 total
students.

e Established appropriate deadlines and provided complete instructions
for reading assignment and homewor

* Evaluated academic performance and social relationships to identify
and help struggling students.

Moscow High School - Teacher’s Assistant
Moscow, ID
082013 - 062014

Partnered with teacher to plan and implement lessons following
school's curriculum, goals, objectives and philosophies.

Assessed student assignments to check quality and completeness and
assign grades.

Supported student learning objectives through personalized and small
group assistance to support classroom instruction.

xample.com
(555) 555-5555

Boise, ID

Skills

Literature analysis
Grammar principles
Reading assignments
Classroom management
Writing coursework
Lesson planning,
Organizational ability
Proofreading and editing

Education

2013

University of Idaho
Moscow, 1D
Bachelor of Arts: English

* Graduated summa cum laude

NATHAN AYERS

PROFESSIONAL
SUMMARY

RELEVANT SKILLS

SKILLS

WORK HISTORY

EDUCATION

Professional sales-focused Assistant manager with years of management experience in
diverse fields, Proven history of building relafionships with satisfied customers, Equally
skiled as managemen! leader and metficulous number cruncher focused on overall
operational performance.

« Skilled in fraining employees and leveraging organized approaches to handle
daily planning, scheduling and customer service requirements.

* Excellent reputation for resolving problems, improving customer satisfaction, and
driving overall operational improvements,

* Consistently saved costs while increosing profits.

» Team management

* Conflict resolution

* Operational iImprovement
* Customer Service

» Extremely orgonized

= Strong verbal communication
* Teom lecdership

* Trend assessment

Assistan! Manager | Durby Crossing | Waco, TX
» Boosted sales rates 25% by checking for and locating requested items in inventory
system,
= Supported staff development and goal attainment by focusing on skill
development and job satisfaction.
* Monitored employee performance and developed improvement plans.

Retail Assistant Manager | Forever 21 | Bendena, TX
* Returned change and cutrency and processed debit and credit card payments
with 100% accuracy rate
= Lioised with retail manager fo cultivate and maintain positive and uplifting work
environmen! and family-centric culture.
* Managed expenses ond developed strategies that posifioned store to perform in
accordance with budget

Sales Associale | Old Navy | Langley, TX
* Kept on top of changes to store products and promotions to maintain strong
sales.
« Supported loss prevention goals by maintaining accurate drawers and monitoring
shopper behavior
« Offered each customer fop-notch, personal service and polite support to boost
sales and customer satistaction.

Some College (No Degree):
Texas A&M University, College Station, TX

Highlight relevant experience. If you have experience working for a Canadian employer,
showcase this work on your resume. You can highlight other relevant experience, such as a
project you completed with an international team, if you don’t have previous work experience

in this country.

Use keywords. Make sure to review the job description for keywords you can include on your
own resume. Using keywords can help your resume pass an applicant tracking system, which
can improve your chances of getting a job.

Quantify your achievements. Whenever possible, use facts or statistics to quantify your
professional achievements. Remember to use Canadian measurements when applicable to show
your knowledge of the country.

Customize your resume. It’s helpful to customize your resume to the specific job to which
you’re applying. This customization can help you show employers how your skills and
experience align with the new position.



Proofread your resume. Read your resume carefully for any errors in grammar, punctuation or
spelling, particularly any words that may be spelled differently in Canada. If you know
someone who’s familiar with Canadian English, ask them to read your resume for accuracy.

Add Volunteer Experience. Volunteer means working or performing service for free and
without mind or receiving payback in the later. Working as volunteer can help you gain
Canadian work experience.

There must be a section in your resume that must have Volunteer Experience because most of
these companies are big on Corporate Social Responsibility (CSR). They want to see that you
have the heart of giving back and that, you’ve done that before. Even companies oftentimes,
maybe two days before salaries payment give workers time to go and volunteer somewhere. It
may even be church i.e., as usher.

Below is list of the Dos in/for your resume;

Limit it to two pages

Tailor it to suit the position you are applying for
Highlight what you have accomplished

Be honest

Quantify your achievements

Use simple words and action verbs

Include unpaid work that show off your skill

Q@000 o

These are the Don'ts that should not be included:

a. Don't use an inappropriate email

b. Don't include unnecessary personal information such as age, marital status, ethnicity and
religion.

Don't include a picture of yourself

Don't use too many bullet

Don't simply list job responsibilities

Don't make general statements

Don't include reason for leaving previous jobs

Don’t include references

S@ o a0



Canadian Resume Template

Use this template to help you write a resume using a Canadian format:
[First name] [Last name]

[Phone number] | [Email address] | [City], [State, province or territory]

Professional Summary

[Two to three sentences that highlight years of experience, relevant skills, education or
certifications and achievements as a professional.]

Professional Experience

[Job Title] | [Employment dates]
[Company Name] | [City], [State]

[Strong verb] + [job duty] + [impact]
[Strong verb] + [job duty] + [impact]
[Strong verb] + [job duty] + [impact]
[Strong verb] + [job duty] + [impact]
[Strong verb] + [job duty] + [impact]

[Job Title] | [Employment dates]
[Company Name] | [City], [State]

[Strong verb] + [job duty] + [impact]

[Strong verb] + [job duty] + [impact]

[Strong verb] + [job duty] + [impact]

Skills

[Relevant skill] | [Relevant skill] | [Relevant skill] | [Relevant skill]

Education

[Degree and major]
[Name of school or university]



Canadian Resume Example

Review this example resume in a Canadian format to help you prepare your own when applying
for jobs in this country:

Daniel Williams

298-483-8193 | dwilliams@email.com | Toronto, ON

Professional Summary

Motivated and energetic Project Manager with three years of experience leading international
teams to achieve project goals. Proven record of exceeding clients’ expectations, resulting in
24% increase in new client acquisition. Proficient in project management software with a keen
attention to detail.

Professional Experience

Project Manager | 2019 January—-Current
Storma Technology | Toronto, ON

= |ead project teams of 10-15 developers, communicating clearly to set expectations for
deadlines and priorities

= Develop testing for projects to maintain a high level of quality control, eliminating
potential bugs 98% of the time

= Meet with potential clients to pitch mobile app technologies, increasing client base by
24% within two years

= Prepare reports using project management software to ensure projects remain on track

Monitor teams’ progress and present information to key stakeholders for updates

Project Coordinator | 2017 April-2019 January
Titan General Industries | Boston, MA

= Assisted Project Manager with developing timelines and budgets based on clients’
requirements

» Led project team meetings to discuss progress, goals and potential risks

= Prepared expense reports to ensure fiscal responsibility for projects



Skills

Project management | Budgeting | Mobile technology | Presentation | Project management
software | Communication | Leadership | Attention to detail

Education

Bachelor of Science in computer science
Southeastern Boston University

ADDITIONAL RESOURCES LINK:

https://resume-example.com/canadian-resume/



https://resume-example.com/canadian-resume/

