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Sample Cover Letter

1. Start with your contact info at the top:
e Write your full name
e Add your address
e Put your phone number and email
Add the date

2. Add the company's info:
e Write the hiring manager’s name (if you know it)
e Write the company name
e Add the company address

3. Start your letter:
Write: “Dear [Hiring Manager’s Name]” or “Dear Hiring Team,”

4. First paragraph:
e Say the job title you're applying for
¢ Say why you're interested in the job
¢ Mention any relevant experience (like work, volunteering, or school projects)

Example: “I'm applying for the Customer Service Assistant position at ABC Company. I've worked
with people through my volunteer job at the community centre, and | really enjoy helping others.”

5. Second paragraph:
e Mention a key thing you did in a past role (a responsibility or achievement)
e Talk about skills you learned or used
e List the skills that match the job (like teamwork, communication, problem-solving)

Example: “At my last job, | helped organize events and greet guests. | learned how to stay calm
under pressure and work well with a team. I’'ve built strong customer service, communication, and
time management skills, which | believe will help me in this role.”

6. Third paragraph:
e Say what you like about the company (their mission, values, or something cool they do)
e Say why you want to work there

Example: “| admire that ABC Company supports youth and creates a welcoming space for
everyone. I’d love to be part of a team that makes a difference.”

7. Final paragraph:
e Say you're excited to talk more
e Ask them to contact you for an interview

Example: “I'd love to talk more about how | can help your team. Please contact me to set up an
interview.”

8. Close your letter:
Write: “Sincerely,” Then sign your name
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Fillable Cover Letter Template

1[Your Full Name]
[Your Address]

[Your Phone Number]
[Your Email Address]
[Date]

[Hiring Manager’s Name (if known)]
[Company Name]

[Company Address]

[City, Province, Postal Code]

Dear [Hiring Manager’s Name] or Hiring Team,

I’m applying for the [Job Title] position at [Company Namel]. I’'m excited about this opportunity
because [brief reason you’re interested in the job]. | have experience with [briefly describe
relevant work, school, or volunteer experiencel.

In my past role as [Job/Volunteer Title or Experience], | [mention one key responsibility or
achievement]. This helped me build strong [list 2-3 key skills you gained - e.g., communication,
teamwork, time management], which | believe would make me a great fit for this role.

I’'m drawn to [Company Name] because [mention something you admire about the company -
their values, work, or community impact]. | would love to be part of a team that [mention how

you'd contribute or growl].

I’d be happy to meet and talk more about how | can support your team. Please contact me to set
up an interview.

Thank you for your time and consideration.

Sincerely,
[Your Full Name]



