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A. Whatis a Cover Letter"q%% e
As the name 1mphes acov m%&é terisa document thaﬁ;mtroduces and accompanies

B. What are the Parts of a €
A cover letter 1s really just;
resume. Since it is a formall
format, In this format, text

1. Date:

2. Return Address:

3. Mailing Address:

4. Greeting:

5. Body:

6. Close:

7. Signature:

8. FEnclosure Line:
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Summary: 1% Paragraph Should:

Include your name and the position (job name amfj m;mbu Jin w? h youare
interested.

Expiain how you came to know about the position.

Make a personal or business connection ta the company, if you can, or show what
you know about the cormpany. '

Summary: 2nd Paragraph Should: _

Pomnt out your accomplishments and gualifications that make you the best choice for

the job. - i

Focus on what benefits you will bring to the position or company. Think of it as what_
vou can do tor them. ' : E '

You may want {0 use bold text or a mﬂc.,tui list to maiiv unph&ﬂ/c your sﬁoné
nons.

Summary: 3rd Paragraph Should:

fell them what you would like o have happm next. f or t;,mmpic i loaA j{)rwara‘ o
dmmssmg hiow miy experfise in customer service mrs bw;e f!AEC Company. f/f do
not hear fron vou by Marc !z )’m’ { suﬁ f){’ cr};zmumﬂ )ou m ensure you !zm ¢ received
and reviewed my resume. ' ' L BT '

Don't forg:,ei: to include a way for Ehmi o bmi um‘ru,t You. i"@;: wampic ?cm can
reach me at the phone number below after 4 PM duil v If you have any questions or
would like to further discuss my gualifications.

Remenmber to thank them for their time and consideration!

C. Cover Letter Do’s and Don’ts:
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Fill in the boxes below with 10 cover letter do’s {Cover Letter Tips) and 10 cover
letter don’ts (Mistakes to Avoid).
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Template of a cover letter for an advertised job

Your Name
Home address
City, Province, Postz! code
Telephone

Date

Contact nams
Job title
Company narme
Address

Dear Ms./Mrs./Mr. Employer:

(Be sure to determine the formal designation (Ms./Mrs./Mr.} of the person you are contacting. If you're not sure,
catf the organization to confirm.)

Faragraph 1 - Introduction

Lise this paragraph to introduce yourself and to get the attention of the employer. Be professional and polite in
language and tone. Mention the position you are applying for, why you are applying for the job, and how you found
out about it. Show interest in the organization, and explain why you would like to be part of it,

Paragraph 2 and 3 ~ Description

This is the main body of your letter, which is usually one or two paragraphs long. Explain vour qualifications and
why you should be considered for the position. Don't just repeat the content of your résume: give spectfic
exampies and explain how your individual skills will help you in the position you're apolying for, Feel free fo talk
about any special workplace recognition or awards you received in the past. This part of the ietter ts meant to
convinge the empioyer that you would be a vaiuable addition to the team.

Paragraph 4 - Closing

it's impartant to end your letter in 8 courteous way. Reinforce your desire to be part of the organization, and
politely request an interview. End with an action statement, informing the employer about when you plan te
contact him or her to follow up on your applicstion. Provide your perspnal contact information and an appropriote
time to call, in case the employer would like to reach you before you contact him or her, It's impaortant to follow
instructions, so If the job advertisement says not to calt or e-mail, respect their wishes,

Thank you,/Yours sincerely, /Yours truly, stc.
[sign your name]
Your name

Enclosure (your résumé)

Date Modified; 2012-07-25

hitp/fwww youth.ge.ca’engitopicsfobs/tp ¢l advertised shimi 10/9/2012
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Example of a cover letter for an advertised job

Michellie Scott
3136 Maclaren Street
Ottawea, ON K2P OR3

613-555-4545
micheie scotl@email.ca

November 1%, 2012

Ms. Jamie Hopking
Store Manager
Finner's Coffee & Tea
607 Youngman Road
Gttawa, Ontatrio
N1G 7K4

Dear Ms. Mopking:

As g regular customer at Finner's, T am always impressed with the quality of customer service T receive. When
visiting the Youngran Road lucation recently, 1 fearned that a part-lirme cashier position is currently avaiabie,
Adthough 1 am a student, 1 have a flexibie schedule and am available to work 18 to 25 hours & week. 1 believe that
my previous customer service experience, my excelient work ethic, and my love for coffes will make me a great
member of the Finnar's team.

As you will see from the enclosed résumé, [ have four vears of custorner service experience, with three of those
years relating specifically to the food-and-beverage industry. During these years, I developed a passion for coffee
and & rich knowledge of coffee and espresso products, With years of experience preparing coffee and E5presss
beverages, I am extremely competent and self-sufficlent when producing high-quality coffes products. With this

comprehensive base of product knowledge combined with my superior customer service skills, T know that T wouid
be & beneficial addition to the Finner's staff.

T have consistently maintained a professional and kind demeanour when dealing with custemars. In my previous
pasition, I received many customer compliments about my prompt and friendly service, | alse received a staff
award, presented to me by my regional manager, for my compaosad problem-solving in periods of high customer
volume and stress.

Thank you for taking the time to review my résume. I look forward to speaking with you soon about how I can
contribute (o the positive and exciting environmant at Finner's. I will contact vou next Wednesday, November 28,
after 3:00 p.m. If you need to reach me in the meantime, feel frea to call me any time of day on my cell phone at
£13-555-4545.

Yours sincerely,

Michele Scott

Enclosure (résume)

Date Modified: 2012-08-06

httpi/iwww youth.ge.calengdtopicsfjobsiex ¢l advertised shiml 107972012



