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At a Glance Criteria 

Use this one page summary to quickly evaluate your cover letters and résumés.  For more 

detailed information read through the rest of this document and feel free to speak with Mr. 

Wilson for further information and advice. 

COVER LETTERS 

 formal business letter that is attached to your resume.     

 perfect spelling, grammar, and punctuation in a well-organized letter that follows a 

particular format.   

 three short paragraphs: 

1. Tell why you’re writing – which job, and desire to work at this business 

2. Biggest paragraph selling yourself to the employer by listing all your great skills, 

and aptitudes that make you a good fit for the job.  This part should be adapted 

to fit the position, but things like hard working, quick learner, etc. can be used in 

every letter. 

3. Thank the employer and include contact information and plans to follow-up.  

 

RESUMES 

 resumes should be easy to scan 

o use headings to divide sections 

o use capitals and bold letters to make the most important information stand 

out (e.g. your name and phone number, job titles) 

 have your name and contact information (address not as important) on the top in 

larger letters 

 at a minimum it should include these sections – Name and Contact Info., Job 

Objective, Summary of Employment History, Summary of your Skills, and References 

 include all your recent jobs  

 no larger than a 14pt font 

 PERFECT SPELLING (ask a parent or teacher to edit) 

 should be well organized and attractive 

o use white space or lines to separate sections 

o make sure all your tabs and indents are perfectly in line  

o one or two page resumes are best, but if you decide on two pages do not have 

large, empty spaces (either add another section or edit to fit onto one page) 

 References should have current contact information 

 Employability Skills  
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RESUMES and COVER LETTERS 

 

Your resume and cover letter are all a potential employer will see so they have 

to be as perfect and possible to get you an interview.  Time taken at this stage 

of the job search is an investment with HUGE potential dividends….don’t take 

short cuts if you want to compete!   

 

COVER LETTERS 

Cover letters are simply a formal business letter that is attached to your 

resume.    Like the resume, it’s important to have perfect spelling, grammar, 

and punctuation in a well-organized letter that follows a particular format.   

As for content there are just three short paragraphs: 

1. Tell why you’re writing – which job, and desire to work at this business 

2. Biggest paragraph selling yourself to the employer by listing all your 

great skills, and aptitudes that make you a good fit for the job.  This part 

should be adapted to fit the position, but things like hard working, quick 

learner, etc. can be used in every letter. 

3. Thank the employer and include contact information and plans to 

follow-up.  

 

See Page 2 for a simple, effective format (**delete the headings**). 

See Page 3 for a sample of a cover letter to get a summer job. 
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Your Contact Information  
Name  
Address  
City, State, Zip Code  
Phone Number  
Email Address  

Date  

Employer Contact Information (if you have it) 

Name  
Title  
Company 
Address  
City, State, Zip Code  

Salutation 

Dear Mr./Ms. Last Name, (leave out if you don't have a contact)  

Body of Cover Letter 

The body of your cover letter lets the employer know what position you are applying for, 
why the employer should select you for an interview, and how you will follow-up.  

First Paragraph  

The first paragraph of your letter should include information on why you are 
writing.  

Middle Paragraph(s) 

The next section of your cover letter should describe what you have to offer the 
employer. Mention specifically how your qualifications match the job you are 
applying for. Remember, you are interpreting your resume, not repeating it.  

Final Paragraph  

Conclude your cover letter by thanking the employer for considering you for the 
position. Include information on how you will follow-up.  

Complimentary Close  

Respectfully yours,  

Signature  

Handwritten Signature (for a mailed letter)  

Typed Signature  
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Sarah Smith  

1515 Easy Street  
Golden, BC, V0A1H0  

250-344-5555(h) 
250-439-5555(c) 

jsmith@telus.net 

 

Mr. Harvey Kruger  
Manager  

Sarasota Store  
545 1st Avenue S.  

Golden, B.C., V0A1H0  

March 12, 2012 

Dear Mr. Kruger,  

Thank you for taking the time to look over my resume and application. I am 

very interested in the summer position at Sarasota Store advertised in The 

Golden Star.  

I believe I would be an asset to your store.  I have excellent communication 

skills and an aptitude for customer service. My past experience as a 
volunteer at Golden Hospital made it necessary for me to focus on providing 

quality customer service, and also enabled me to work with all types of 
people.  I believe that my communication skills, customer service abilities, 

and positive work ethic would help me to serve your customers effectively.  

Please find attached my resume and application form. If you have any 

questions at all I can be reached at jsmith@telus.net or 250-439-5555. I 
look forward to hearing from you soon.  

Sincerely,  

Signature in pen  

 

Sarah Smith 
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RESUMES 

 

Let’s be clear, there is simply no SINGLE best approach to write a resume.  A 

quick internet search will provide plenty of evidence to that fact.  There are as 

many preferred resume styles as there are employers in the world.  Generally 

speaking though, there are some basic characteristics that every GOOD 

resume have in common.  For example: 

 resumes should be easy to scan 

o employers only spend a couple minutes (often less) looking for 

particular information so… 

 use headings to divide sections 

 use caps and bold letters to make the most important 

information stand out (e.g. your name and phone number, 

job titles) 

 

 have your name and contact information (address not as important) on 

the top in larger letters 

 

 at a minimum it should include these sections – Name and Contact Info., 

Job Objective, Summary of Employment History, Summary of your Skills, 

and References 

 

 include all your recent jobs  

o for high school students include ALL your jobs, including things 

like babysitting or household projects to pad your resume (but as 

you get older drop those things that are not recent and/or not 

applicable to the job) 

 

 no larger than a 14pt font 

 

 PERFECT SPELLING (ask a parent or teacher to edit) 
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 should be well organized and attractive 

o use white space or lines to separate sections 

o make sure all your tabs and indents are perfectly in line (this 

shows attention to detail and that you’re taking the application 

seriously) 

o one or two page resumes are best, but if you decide on two pages 

do not have large, empty spaces (either add another section or 

edit to fit onto one page) 

 

 References should have current contact information, make sure you 

check with potential references BEFORE putting their names down, and 

include your most recent employer (it looks “suspicious” when recent 

employers are not included). 

 

EMPLOYABILITY SKILLS: 

Aside from these points, it’s a good idea to fit the resume for the job you want 

by emphasizing those skills and work experiences that reflect what the 

potential employer might want.  For example if applying for a construction 

job, mention the projects you did around the house of at your uncle’s farm, 

your experience working with tools and equipment at school, home or work,  

your respect for safety rules, etc.  As well always mention the generic work 

skills that all employers want to see like being a hard worker, quick learner, 

good problem-solving skills, and the like.  Refer to the chart the webpage 

below to get a sense of the main skills Canadian Employers value and make 

sure you incorporate a few into your resume and interview. 

http://www.sd35.bc.ca/schools/acss/Documents/Counselling%20Information/Appendix%20C%20-

%20Employability%20Skills%202000.pdf 

See the sample on the next two pages and in StudentShare folder to get a 

sense of a simple format to follow and there’s even a template you can use by 

double-clicking on the blanks before typing. 

 

http://www.sd35.bc.ca/schools/acss/Documents/Counselling%20Information/Appendix%20C%20-%20Employability%20Skills%202000.pdf
http://www.sd35.bc.ca/schools/acss/Documents/Counselling%20Information/Appendix%20C%20-%20Employability%20Skills%202000.pdf
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Jim Browning 
344- 8888 

jbrowning@yahoo.ca 
 

 

Career Objectives: 

 

 Electrician’s Helper 

 Electrical Apprentice 

 

 

Work and Volunteer Experience: 
 

Grocery Clerk (2010-2012) 

 Overwaitea Foods; Golden, B.C. 

Responsibilities: unloading freight, stocking shelves, facing shelves, updating prices, 

bagging groceries, customer service, sweep floors, dust shelves, clean-up spills 

 

Fundraising Volunteer (2011) 

 Overwaitea Foods; Golden, B.C. 

Responsibilities: prepare BBQ food, organize supplies, customer sales, set-up and take of 

displays and cooking equipment, etc. 

 

U-14 Soccer Coach (2008-2010) 

 Golden Minor Soccer, Golden, B.C. 

 Responsibilities: teaching soccer skills, encouraging good sportsmanship, safety and first  

aid 

 

Carpenter’s Helper (2007-2008) 

 Ace Construction; Golden, B.C. 

Responsibilities: removed old flooring, added new hardwood floor, clean-up of working 

area, demolished old shed, framed new shed, added roof and metal sheeting, painting, 

drywall 

 

Baby Sitter (2003-06)  

 Various Families: Golden, B.C. and New Hazelton B.C. 

Responsibilities: children safety, feeding, entertaining, hygiene, etc. (children from 1 

to12 years of age) 

 

 

Education: 
 

2008-2012 New Hazelton Secondary and Golden Secondary Schools    

  Currently enrolled in Grade 12 courses at G.S.S. 
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Awards and Achievements: 

 

 Honour Roll (2010-2012) 

 B.C. Driver’s License (2011) 

 Employee of the Month (July 2010) 

 Food Safe Certificate  (2009) 

 

I love to play all sorts of sports – baseball, soccer, football, basketball, snowboarding, mountain 

biking, etc. 

 

 

Relevant Skills and Knowledge: 
 

As a worker, I: 

 listen well to instructions and follow directions to the best of my ability 

 am quick to learn new skills 

 ask for clarifications when I’m not sure what’s expected 

 follow safety procedures to keep myself and co-workers safe 

 always try to do my best 

 

As a person, I: 

 look for ways to expand my skills and to learn new things 

 enjoy working with, and helping, people 

 am easy going and friendly 

 work to manage my time well and keep my surroundings organized 

 look after my personal health 

 

 

References:  

 

Rick Smith 

Manager, Overwaitea Foods  

250-454-6545 (h) 

 

Laurie Jacobs 

Owner, ACE Construction 

Golden, B.C.   

250-344-5555 (h)     

 

Sandra Telford 

Teacher, Golden Secondary School 

Golden, B.C. 

250-344-2201 (w) 

 

 


