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PROFESSIONAL COVER LETTER GUIDE

"
The Tone of the Cover Letter

Your cover letter should come across as genuine and allow a hiring manager to get a sense of
your personality and character - they are reading through hundreds of these, so think about
making your letter stand out in a unique way.



PROFESSIONAL COVER LETTER GUIDE

3 . How you know you can do the job - include detail on your relevant skills and accomplishments

Address requirements of the position, both stated and implied - research clients, trends, etc.
and connect to long term goals

QY LKI-EITS y2i dzail agK1-i€ &2dz RIR ty 82420 SEI-Y LISAL 6zii &K1 1Sadz£la you had and how you
accomplished them; Recruiters like to see how you demonstrated key skills like leadership,
teamwork, customer service, analysis, written and verbal communication, decision making,
initiative, accountability, problem solving and time management, to name a few.

Cover Letter Sections
Header

Use the exact same header that you use at the top of your resume (see the Professional Resume Guide
on our website) and follow the sample below for formatting (you can insert a scanned image of your
signature under ¥{ly0SISta00Y

LESLIE SMITH

1234 Somewhere Street 250-123-4567
Kelowna, BC, V4V 1K9 leslie.smith@sample.com

Date

Contact Name
Contact Title
Company Name

456 Gray Boulevard
Kelowna, BC, V4V 1L9

Subject Line: to indicate which competition or position you are applying for. (i.e. Re: Market Analyst
Internship, Job # 12345)

Dear (contact person ¢ S all 21 aae 192IR ddly3 62 ZK2Y li alg /2y0Siyl 20 5SHI LIl
20 alRI'Y'Sy {K2& (KIt you are resourceful and find the correct person to whom you should address


mailto:leslie.smith@sample.com
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Middle Paragraphs/Body of Letter Example (please do not copy word for word):



	Front_Covers
	Professional Cover Letter Guide

