
Prairie Valley School Division; Looking at Life Beyond High School. (2011). A 

Career Planning Resource for Parents and Guardians of Teens. 

 

General tips: 

Customize your letter based on what job you are applying for by: 

 Address the letter to a particular person NOT an organisation (find out who is in 
charge of hiring, get the corrects spelling of their name and title) 

 Demonstrate that you know the requirements for the job you are applying for 
 Highlight your skills, experiences or achievements that match the position you 

are applying for 
 Show that you are enthusiastic and possess a positive attitude 
 Keep it to 3 paragraphs 

o Introduction: tell why you are writing, where you heard about the position 
o Body of Letter: link your qualifications and skills to the job, tell the 

employer what you can do for him/her and refer to your resume 
o Closing: thank the employer and provide contact information to be 

reached for an interview 
 Remember to sign your name 
 Keep it simple and to the point 
 PROOFREAD carefully 
 Place in front of your resume 

 

Possible templates 

Services for Youth  

http://www.youth.gc.ca/eng/topics/jobs/tp_cl_advertised.shtml 

 

For more tips go to: 

Government of Canda 

http://www.youth.gc.ca/eng/topics/jobs/cover.shtml 

Seneca 

http://www.senecac.on.ca/student/careerservices/pdf/cover-letter-example.pdf 

Education Canada 

http://www.senecac.on.ca/student/careerservices/pdf/cover-letter-example.pdf 

 

 

Cover Letter and Guidelines 
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