-- SAMPLE FORMAT FOR A COVER LETTER --

2215 Reeve Street

Port Coquitlam BC

V3C 6K8

September 5, 2010
Ms. Mary Smith-Jones

Manager

Smith-Jones and Co.

1234 West 1st Avenue

Vancouver BC

V9l 4T6

Dear Ms. Smith-Jones:
I enjoyed speaking with you on the phone this afternoon and appreciate your interest.

As promised, I have enclosed my resume that details my thorough background in Public Relations, Business Communications and Human Resource Development.  What my resume does not describe is my character.  I am a conceptual thinker, a generator of creative ideas, and a self-starter.

I would welcome the opportunity to demonstrate these qualities in person and look forward to hearing from you.

Sincerely,
Mark Willoughby

Enc.

-- SAMPLE STUDENT RESUME –

	2215 Reeve St.  • Port Coquitlam BC • V3C 6K8

	Phone 604.941.6053 • Fax 60.941.2639 • E-mail student@sd43.bc.ca


Riverside Student

	Objective

	
	To gain work experience that will help guide my career choice and provide funds for my post-secondary education.

	Education

	
	 9/200?-present 
Riverside Secondary School
Port Coquitlam, BC
· Regular arts and science program. Electives: Art, Foods.

	Awards received

	
	Grade 9-11 Honour Roll, Service Awards.

	Languages

	
	English, Polish.

	Volunteer experience

	
	Assisted with set-up and take-down at local May Day Parade.

Occasional helper at Hawthorne Lodge, a local seniors’ home.

	Summer jobs

	
	2006

Port Coquitlam

Lawn mowing, house sitting.

· Mowed neighbour’s lawns, collected newspapers, watered garden and cared for their pets while they were away all summer.

	Interests and activities

	
	Photography, snowboarding, mountain biking.

	References 

	
	Available upon request.


