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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: 

 

● 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. 

 

● 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. 

 

● Avoid generic references to your abilities. When possible, provide meaningful 

anecdotes that highlight your skills. For a stronger impact, be specific and 

provide examples. 

 

● 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. 

 

● 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: 

 

a. Make sure it doesn’t exceed a single page 

b. Adapt your cover letter for each job or position 

c. Use a standard font size 

d. Avoid using special effects 

e. Weave in information you know about the company 

f. Make use of powerful keywords and phrases. 
 

 

COVER LETTER SAMPLES 

 

1) To whom it may be concern 

. 

RE: Application for employment 

. 

I wish to apply for the position available (alternatively, mention the exact position 

you are interested in) in your organization. I am confident that I have knowledge 

and skill to professionally fulfill the position as required by the organization. I am 

eager to enhance and refine my personal development within the organization, 

and take on the challenges that lie ahead. 

 

I will endeavor to effectively perform all my tasks as required by the organization 

and maintain the standard as defined by you. Given the opportunity, I 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 I believe I 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. 

  

I 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, 

 

I 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, I 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 I had to organize meals and activities as well as 

collaborate with our internal events team. I had to ensure that everything ran 

according to schedule over the two-day summit. Due to the success of the 

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

similar event this year. I 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, 

 

I 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 I discover. 

 

All the best, 

Harold Logan 

 

ADDITIONAL RESOURSES: 

 

Cover letter sample links: 

 

1) https://drive.google.com/file/d/1-uHHPLo9OmVEfnWjQLg4kirBYHjnuGDj/view  

 

 

2)https://docs.google.com/document/d/16YwKBMnTqL0QSUWtJjPCwfZ10pTt5dr8DjBglxlPJGI/

edit  

 

 

3)https://docs.google.com/document/d/1PSTO3WY2u4CD9bEfpxeK4H9wtSYiU6RHjcq1LBzdC3

A/edit 

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: 

 

 

 

 

 

 

 

 

 

 

 



• 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. 

 

 

 

• Functional Resume 
  

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

 

 

 

 

 

 

 

1 
2 



 

 
• Combination 

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

2 
1 



Educational History 
 

 

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; 
 

a. Limit it to two pages 

b. Tailor it to suit the position you are applying for 

c. Highlight what you have accomplished 

d. Be honest 

e. Quantify your achievements 

f. Use simple words and action verbs 

g. Include unpaid work that show off your skill 

 

 

 

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. 

c. Don't include a picture of yourself 

d. Don't use too many bullet  

e. Don't simply list job responsibilities 

f. Don't make general statements 

g. Don't include reason for leaving previous jobs 

h. Don’t include references 

 

 

 

 

 



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 

 

▪ Lead 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/

