ASHCROFT INDIAN BAND | BOSTON BAR FIRST NATION | COLDWATER INDIAN BAND |COOK’S FERRY INDIAN BAND
NICOMEN INDIAN BAND | NOOAITCH INDIAN BAND | SHACKAN INDIAN BAND | SISKA INDIAN BAND

Cover Letter Worksheet

Please return completed worksheet by fax or email:

Lisa Luscombe
Employment and Training Coordinator
Citxw Nlaka’'pamux Assembly

Mailing Address:
P.O Box 618
Merritt, BC
V1K 1B8

Office Address:
2187-A Coutlee Avenue
Merritt, BC
Office Phone: (250) 378-1864
Fax: (250) 378-2910

Email: lluscombe@cna-frust.ca

Website: hitp://can-trust.ca

Facebook: Citxw Nlaka'pamux Assembly: Employment and Training



mailto:lluscombe@cna-trust.ca
http://can-trust.ca/

ANATOMY OF A

COVERLETTER

0
2,

The header should include your
contact information.

Address your cover letter to
your point of contact at the
company.

Your first paragraph should be
an introduction.

In the middle paragraphs,
elaborate on your relevant
qualifications and what makes
you a good fit for the particular
job and company.

In your conclusion, thank
the reader for their time and
reiterate your interest in the job.

Write your signature at the
bottom.
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Cover Letter Basics

Opening

— State the position you are interested in

— Describe your qualifications

— A short summary of the rest of your cover letter
Why should they hire you?

— Do not repeat your resume

— Draw associations from what is on your resume, and why it makes you a
good fit for the company

Why do you want to work for them?

— Show that you have researched the company, and that you are excited to
work for them

— Why did you apply to this company?

Closing
~ Provide contact information: phone number and/or e-mail address
— You may request an interview, or mention that you will follow up
— Sign the letter “Sincerely”
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|1y HOW TO...

i Uhite a Resume =
éam.éeda

It makes a statement about
yourself and your suitability
for the job and should give
The covering letter is the Pem_'l\ld! f*ot_lch_ 'fhlc? lyov.;:‘
vital to your resume. resume will intrinsically lac

It's the fir_‘s.t page and \-/.> It demonstrates your writing
not an addition s&le better than your resume
(

ich is usually more brief
and factual)

Suggested Stractane of a Cover Letten
°

ﬁ.
<‘> Samp state the job you're applying for
_~ First P Gf‘Ggl‘Gph Samsp where you found out about it

Ssmmp when you're available to start work

why you're interested in that

Second Paragraph = type of work

< Sasp why the company attracts you
\a

summarise your strengths and how
they might be an advantage to the

ﬂ Third Paragraph organisation
P "\b . ’ “amp relate your skills to the competencies
< ,,,./ e' ?,‘*’
7 thank the person for considering
your resume and offer to provide

required in the job
Last POf'Ggl‘Oph S—p additional information.

N clude your phone number and
when you can be reached




Cover Letter Worksheet

Personal Contact Information:

1. First Name:

2. Last Name:

3. Address:

4. Phone Number:

5. Email:

Company Address:

6. Name of Hiring Manager:

7. Position Title of Hiring Manager:

6. Name of Company:

7. Company Address including postal
code:

First Paragraph:

8.

A Spark the employer’s interest
A Tell why you’re writing — what position your interested in
A Provide information about the benefits the employer will gain from hiring you




Second Paragraph:

9. Provide more detail about your professional/academic qualifications

A

A Detail how you can contribute the benefits you mentioned in first paragraph
A Details regarding any accomplishments and achievements (not job
duties/responsibilities)

Tailor to employer needs and job description or job advertisement

Relate yourself to the company and how you can meet the employer’s needs

A
A
A Demonstrate your knowledge of employer (based on your research)

Third Paragraph:

10. A Ask for interview or meeting

A Express confidence that you are perfect fit for the job
A Tell how you will follow up




JoHN SMITH

PROGRAMMER AT INITECH

Joba Sy, 1) Brosdway Ty, Counery

HR Dept. — Corporation
123 Pleasant Lanc
12345 City, Seate

February 2, 2012

Cover Letter

Dear Recruiter,

PARAGRAPH ONE: State the reason for the letter, name the position or type of work you
are applying for and identify the source from which you learned of the opening.

PARAGRAPH TWO: Indicate why you are interested in the position, the company, its prod-
ucts, services - above all, stress what you can do for the employer. If you are a recent graduase,
explain how your academic background makes you a qualified candidate for the position. If
you have practical work experience, point out specific achievements or unique qualifications.
Try noz to repear the same information the reader will find in the resume. The purpose of this
section is to strengthen your resume by providing details which bring your experiences 1o life.

PARAGRAPH THREE: Request a personal interview and indicate your Bexibility as to the
time and place. Repeat your phone number in the kewer. End the letter by thanking the em-
ployer for taking the time to consider your credentials.

Sincerely yours,

John Smith




EDWARDS HLOOMSTRONG

CONTACT

Address
City, ST ZIP
Email

Telephone

HIRING MANAGER

TITLE « COMPANY e ADDRESS e CITY, ST ZIP

DATE
DEAR HIRING MANAGER,

| would like to apply for your Pit Haul Truck Driver positon that |
saw advertised in the Merritt Herald. Please accept my application
for the Pit Haul Truck Driver position and | look forward to the
potential opportunity of working for your company.

As you can see from my enclosed resume | have many of the
gualifications you have requested:

Class 1 with Air Brakes Valid Driver’s Licence
Clean Driver’s Abstract

15 years of safe mining industry experience

OFA Level 3

Heavy Equipment Operators Certificate with 5000
Operating Hours

> > > >

| would welcome the opportunity to discuss my application with
you and look forward to hearing from you. If you have any further
guestions regarding my Pit Haul Truck Driver experience please
contact me at (777) 777-7777.

Sincerely,

Edwards Hloomstrong



YOUR NAME

123 Any Street, City, State ZIP
123.456.7890, youremail@email.com

Dear [Recipient Name]:

Upon review of the job description for the [Title] role at [Company Name], | was immediately
interested in the opportunity to support the organization’s medical billing and coding initiatives.
As you will see from the enclosed resume, | have over six years of leadership experience
working in roles that necessitate refined business acumen and subject matter expertise in
medical billing and coding.

Throughout my career | have been given the opportunity to take on advanced levels of
responsibility. | have implemented process improvements that have impacted my employer’s
bottom line. A notable accomplishment took place during my first year of employment with my
current employer. | successfully revamped the entire billing/collections process which resulted
in an increase of the company’s revenue collection by 45% and reduction of bad debt write offs
by 20%.

Through hands-on experience, | have gained a great deal of knowledge that is applicable to this
role including medical coding, debt resolution, payment collection, process improvement and
personnel management. | attribute my success to the fact that | have refined my interpersonal
skill set and built effective working relationships with senior leaders.

The training and education that | have pursued have also been instrumental in my
accomplishments thus far; | have a certificate from the American Academy of Professional
Coders. | also leverage the knowledge that | have acquired in educational settings, such as
Human Anatomy and Physiology, Medical Terminology, ICD-9 and CPT classes, to translate
medical terminology.

If you have questions, or if you want to schedule an interview, please contact me at 123-456-
7890. | look forward to meeting you to further discuss the [Title] role at [Company Name].

Sincerely,

Your Name

Resume



