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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-trust.ca 

Website: http://can-trust.ca 

Facebook: Citxw Nlaka'pamux Assembly: Employment and Training 
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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.  Á Spark the employer’s interest 
Á Tell why you’re writing – what position your interested in 
Á Provide information about the benefits the employer will gain from hiring you 

 
 
 
 
 
 
 
 
 
 
 
 



Second Paragraph: 
 

9. Á Provide more detail about your professional/academic qualifications 
Á Detail how you can contribute the benefits you mentioned in first paragraph 
Á Details regarding any accomplishments and achievements (not job 

duties/responsibilities) 
Á Tailor to employer needs and job description or job advertisement 
Á Relate yourself to the company and how you can meet the employer’s needs  
Á Demonstrate your knowledge of employer (based on your research) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Third Paragraph: 
 

10. 
 
 

Á Ask for interview or meeting 
Á Express confidence that you are perfect fit for the job 
Á Tell how you will follow up 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 



EH 

CONTACT 

Address 

City, ST ZIP 

Email 

Telephone 

EDWARDS HLOOMSTRONG 
PROFESSION OR INDUSTRY | LINK TO OTHER ONLINE PROPERTIES: 

PORTFOLIO/WEBSITE/BLOG 

HIRING MANAGER 

TITLE • COMPANY • ADDRESS • CITY, ST ZIP 

 

 

DATE 

 

DEAR HIRING MANAGER, 

 

I would like to apply for your Pit Haul Truck Driver positon that I 

saw advertised in the Merritt Herald. Please accept my application 

for the Pit Haul Truck Driver position and I look forward to the 

potential opportunity of working for your company. 

As you can see from my enclosed resume I have many of the 

qualifications you have requested: 

Á Class 1 with Air Brakes Valid Driver’s Licence 

Á Clean Driver’s Abstract  

Á 15 years of safe mining industry experience 

Á OFA Level 3 

Á Heavy Equipment Operators Certificate with 5000 

Operating Hours 

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

Sincerely,  

Edwards Hloomstrong 

 



 


