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Introduction
The client resource, A Guide to Writing Cover Letters, contains information and worksheets to
support clients in writing job-search related letters. The detailed information found within the client
resource is not repeated here. Instead the focus of this guide will be to provide facilitators with
additional information, tips and strategies for conducting a cover letter writing workshop or working
with individual clients.
The information in this guide covers the core concepts related to writing cover letters. Practitioners
are encouraged to adapt materials to their personal style and needs of their clients.

Guiding Frameworks
Many skills can be developed through writing cover letters. In the following sections, relevant skills/
competencies are identified from three frameworks: Blueprint for Life/Work Designs, Essential Skills
and Employability Skills 2000+.

Blueprint for Life/Work Designs
Writing cover letters develops the following Blueprint competencies:
•  Competency 2 – interact positively and effectively with others
o Level 2 – develop abilities for building positive relationships in one’s life
•  Competency 5 – locate and effectively use life/work information
o Level 2 – locate, understand and use life/work information
•  Competency 7 – secure/create and maintain work
o Level 2 – develop abilities to seek and obtain/create work

Essential Skills
Writing cover letters will enhance the following Essential Skills:
•  reading text
•  document use
•  writing
•  thinking skills
•  computer use
•  working with others (if in a workshop)
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Employability Skills 2000+
Writing cover letters will develop:
•  Fundamental Skills
		
o communicate
		
o manage information
•  Personal Management Skills
		
o demonstrate positive attitudes and behaviours
•  Teamwork Skills (if working with clients in groups)

Canadian Standards and Guidelines for Career Development
Practitioners
Supporting individuals to write cover letters is an important role for career development
practitioners. To do this well, practitioners would need all of the core competencies outlined in
the Standards and Guidelines: Professional/Ethical Behaviour, Interpersonal Competence, Career
Development Knowledge and Needs Assessment and Referral Expertise.
In addition, supporting individuals to write cover letters overlaps with several Areas of Specialization
in the Standards and Guidelines, including:
•  Career Counselling
•  Information and Resource Management
•  Facilitated and Individual Group Learning
•  Work Development
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Preparing for Your Workshop or Individual Session
You will need to review and gather the following items as you prepare to deliver the workshop or
work individually with a client. Some practitioners like to use photocopied handouts of the charts and
activities in the guide; this leaves the client guide fresh and clean for individual use after the session.
Others prefer to have clients write directly on the guide, ensuring that all of the topical information
stays in one place. Feel free to tailor your workshop to your personal style and participants’ needs.
Your personal preference will impact the resources you need to gather as you prepare for your
workshop or individual session.

Required:

•  A Guide to Writing Cover Letters (one copy per participant)
•  pens, pencils
•  for workshops:
		 o computer, LCD projector and screen
		 o flip chart paper and markers

Optional:

•  PowerPoint slides, printed three or six slides per page; one set per client
•  handouts from the client guide
		 o worksheets can be printed separately
•  computer lab – one computer per client/participant
		 o allows participants to build their cover letter on the computer, rather than on paper.
•  use the Resume and Cover Letter Builder found on the Manitoba Career Development
Gateway – www.manitoba.ca/careerdevelopment
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PowerPoint Slides
The following presentation contains 29 slides. Reviewing the slide content, engaging in discussions
with participants, and completing the activities should result in a four hour workshop (times listed are
estimates and may depend on factors including number of participants).  Discussions and activities
can be expanded or contracted depending on the time you have available to conduct the workshop.
Where applicable, the facilitator notes will mention how to make adjustments for time constraints.
Note: the content within the following slides may be challenging to read due to size; see the
PowerPoint document to review the complete content.

Welcome participants to workshop.
Introductions
•  Have participants introduce themselves.
•  An icebreaker activity can be incorporated;
see Icebreakers/Energizers section for more
information.
Time:
•  Expect introductions to take three-to-five
minutes per participant. Icebreakers may
take longer. Workshop time will need to be
adjusted accordingly.

Briefly review agenda to provide participants
with an overview of the workshop.
Time:
•  three-to-five minutes
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A cover letter should be used every time a
resume is submitted.  The only exception
will be online applications; however those
often have space to anchor comments such
as “explain why you feel you are the right
candidate.” Participants should use that space
for a form of their cover letter.
Time:
•  five-to-seven minutes

Attention to detail can also be demonstrated
but only through submitting a cover letter
without errors – this point can’t be stressed
enough (though is covered later in the
workshop).  A cover letter is usually the first
thing an employer “sees.” A well written
resume can’t make up for a poorly written
cover letter.
Time:
•  five-to-seven minutes

This is a transitional slide.  Explain meaning of
quote.
Time:
•  two-to-three minutes
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A response letter is exactly that...responding to
an ad or posting (ex: Website, sign in window):  
     “I was excited to see the post, on
Monster.ca, for a...”
Broadcast letters are sometimes called cold
letters (think cold calling from sales).  It is
important to go beyond “I’m looking for work”
but to grab the employer’s attention:
“Congratulations on becoming one of the
top 50 employers to work for in Canada”.
Referral letter – there often isn’t a job posting
but the purpose of this letter is to use a mutual
contact to set yourself apart and get ahead
of other applicants. It is important to be
confident that the person “linking” you to the
employer is a respected employee:
“My good friend Bob Smith, suggested I
apply at your organization”.
Use one of the client examples and job
descriptions as an example of a response cover
letter (see the Cover Letters – Real World
Examples section of the client guide).
Use Melanie Wong’s cover letter as an example
of a broadcast cover letter (See Appendix A of
the client guide).
Use Amrit Singh’s cover letter as an example of
a referral cover letter (See Appendix A of the
client guide).
Time:
•  10 minutes
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Have participants review Sarah’s job ad and
targeted cover letter in the client guide.
Review each section of the letter and how it
was targeted to the ad. If time permits make
this an activity such as:
•  Find one thing you think is a great idea.
•  Find one thing you would change.
If an Internet connection is available review
examples of websites that provide job duties
which can help with writing cover letters:
•  Working in Canada
www.workingincanada.gc.ca
•  Manitoba Job Futures
www.mb.jobfutures.org
•  Manitoba Labour Market Information
www.gov.mb.ca/tce/lmi/index.html
Time:
•  10 minutes
•  15 - 20 minutes with activity

Examples of unpaid experiences:
•  volunteer work, internships, work practicum,
co-op terms
•  participation in school associations
•  courses or projects completed
•  awards or scholarships received
•  summer jobs
•  participation in sports
•  family responsibilities
•  other extracurricular activities
Have participants review Jennifer Meyer’s cover
letter (see the Cover Letters – Real World
Examples section of the client guide).
If time permits, have participants complete the
“Unpaid Work Experiences” activity in the
client guide. This is valuable information for
anyone – not just new graduates.
Time:
•  10 minutes
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Remind participants that being too “wordy”
or providing non-relevant information wastes
key moments. Employers do not want to read
anything not relevant to them nor do they want
to waste time searching for information.
Give an example of tailoring language to the
reader – if the cover letter is going to the
head of the IT department, don’t hesitate to
use technical language. If it’s going to the
company’s HR dept., avoid using technical
terms the reader wouldn’t be familiar with.
Getting help writing a cover letter can work
but the letter must be in the participant’s
“language” – having someone use a word
that the participant doesn’t normally use (or a
thesaurus to find “big” words) doesn’t work.  
Remind participants – “If you get the interview,
you don’t talk like that”.
Time:
•  10 minutes

When reviewing job ads or postings,
encourage participants to highlight key words
and phrases to include in their cover letters.
Straight copying isn’t the best but they can
weave in the same language.
Remind participants to make note of any specific
instructions on how to apply for the job.
Refer participants to the example of
highlighted job ad (see the Before You Start
Writing section of client guide) and compare to  
the Retail Cover Letter Sample (see Appendix
A of the client guide).
If participants have a job ad they want to
apply to encourage them to use the ad for this
exercise.
Time:
•  15 minutes
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As the facilitator, ensure you understand the
difference between active and passive voice
and review with clients. Here is a concise
description and example:
Passive Voice
•  “On the other hand, passive voice (as in this
sentence) is characterized by passive verbs
and is a description of a state of existence.  
Because passive voice is generally weak,
avoiding it is beneficial. Some passive verbs
include be, is, was, were, are, seem, has, and
been.”
Revising the preceding paragraph for active
voice results in the following:
•  Passive voice, on the other hand,
characterized by passive verbs, indicates a
state of existence. Because passive voice
generally weakens writing, try to avoid it.”
Source: http://ca.dummies.com/WileyCDA/
how-to/content/using-cover-letterlanguage-that-snaps-crackles-an.html
In groups of three or four brainstorm:
•  Active verbs to include in your cover letter
    o  ex: Achieved, communicated, developed,
planned
•  Passive verbs NOT to include in your cover
letter
    o  ex: Be, was, were, are, seem
Choose one group member to record the
words. In a large group have each group share
their words.
Create a master list of words on a piece of flip
chart paper.
Time:
•  20 - 25 minutes
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This is a transitional slide.  Explain meaning of
quote.
Time:
•  two-to-three minutes

Examples:
The position you’re applying for
  •  As a recent graduate from Assiniboine
Community College, I am eager to learn
and full of knowledge to share in the
Assistant Network Administrator Jr. position
I found on Monster.ca.
Why you’re interested in the position
  •  I recently completed my Systems
Technology diploma and I am excited for
the opportunity to put my educational
knowledge and skills developed during
my practicum experience to use in this
position.
How you heard about the position
  •  I found the position on Monster.ca
  •  I am currently employed by (insert company
name)
  •  I was made aware of the opening for an
Executive Assistant through my dear friend
Lisa Clancy who works as a recruiter with
your HR department.
Why you are interested in the company
  •  I recently read in the Manitoba Business
Magazine that your organization was rated
amongst the top 100 companies to work
for and I’m very motivated to work for your
company.
Time:
•  15 - 20 minutes
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Remind participants to ensure their skills,
duties and experiences are relevant to the
position they’re applying for. Refer to the
following examples:
Elements from the job description (skills,
duties, responsibilities):
  •  During my educational experience I became
knowledgeable with various computer
products including Windows Server 2003
environment.
Reasons why your experience qualifies you
for the position or how the company would
benefit from hiring you:
  •  I gained experience providing technical
support; sourcing, installing, and
maintaining new software; setting up
new users in connecting to networks; and
communicating (both written and verbally)
with managers, supervisors, and coworkers.
Any relevant courses completed:
  •  I received top marks in courses such as
Computer Programming 1 and 2; Customer
Support; Networks 1, 2, and 3; Technology
Essentials; Emerging Technologies; and
Research and Report Writing and excel at
maintaining in-house mail and file servers,
providing desktop support, administering
backup software, maintaining the security
of networks, maintaining user accounts, and
writing.
Remind participants that a 3rd paragraph
may also be necessary if there is too much
information to fit into one paragraph or if they
want to highlight different types of information:
•  highlights of education
•  highlights of work experience
•  highlights of community/volunteer activities
Time:
•  15 minutes
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Examples
Your interest in meeting the employer
  •  I look forward to an opportunity to meet
you at your earliest convenience.
  •  I would welcome the opportunity to meet
with you to discuss my qualifications and
the position in further detail.
  •  I would appreciate the opportunity to
discuss my credentials with you at a
mutually convenient time.
The best way to contact you
  •  I can best be reached by phone at
204-555-9312 or by email at
Melwong@x.com.
  •  I can best be reached by the phone number
or email provided above.
  •  For more information or to arrange
an interview, I can be reached at
204-555-3535. This phone has call
display so I can return any missed calls.
  •  To arrange an interview, I can be contacted
at 204-555-4887.
Time:
•  10-15 minutes
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If a computer with printer/scanner is available,
walk participants through creating an electronic
signature:
•  sign name using normal signature
•  scan into computer, save as an image file
•  insert the “picture” into a cover letter
This is a great way to handle signing cover
letters that will be sent via email.
Time:
•  five-to-seven minutes
•  10 - 12 minutes if demonstrating

Have participants complete the activity noted
on the slide; refer them to the “Cover Letter
Exercise” worksheet and the Cover Letter
Samples as a guide.
Note: the Cover Letter Exercise worksheet is
available in the Writing the Content of Your
Cover Letter section of the client guide.
Additional Resource – you may want to print
out the list of active verbs if participants have
difficulty brainstorming their own:
http://www.writeexpress.com/action-verbs.html.
Time:
•  20 - 30 minutes

Remind participants that employers will likely
contact them by phone, ensure:
•  Anyone answering the phone can take a
complete message.
•  Your answering machine/voice mail message
is appropriate.
Ask participants about the kinds of
inappropriate phone messages they may have
heard, some examples are below:
•  Young children’s cute greeting.
•  “I listen to ____” radio station contest entry.
•  Abrupt “At the tone, you know what to do!”  
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Email can be a similar problem...many
participants may have an email address that
wouldn’t be appropriate to give to an employer
(ex: toughguy@email.com).  With the
availability of free email accounts, encourage
participants to have a separate work-related
email and to check it often!
If working on computers, have participants
create their header – encourage some design
features (ex: a coloured line, write their name
in larger font) but remind participants of the
importance of keeping it simple.
Time:
•  15 minutes
•  20 - 25 minutes if using computers

Be sure to explain the concept of creating a
“Personal Brand”.
Example: Darel McDonald, who you met
earlier, included in his resume “Fluently bilingual (English and Cree).”  In his cover letter
he expanded on this point by noting how his
ability to speak two languages is beneficial: “In
my ability to speak both English and Cree, I
can easily interact with individuals from diverse
backgrounds”.
Time:
•  10 - 12 minutes

Additional tips are listed in the client guide. Be
prepared to briefly speak to each point
Time:
•  five-to-seven minutes
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Note that there is a word missing...quote
should read:
Proofread carefully to see if you left any
words out.
Remind participants that most word processing
programs will have a red “squiggly” underline
for misspelled words but it won’t pick up
correctly spelt words that shouldn’t be in a
sentence or words that are left out. It is crucial
that participants proofread…reading out loud
is one of the best ways to find errors.
Time:
•  five-to-seven minutes

Advise participants that the competition
number should go in the subject line.
Remember that attachments can do strange
things when opened on another computer.
Also, if the employer doesn’t have the same
software it won’t be possible to open. Try to
encourage participants to work in a common
word processing program such as Microsoft
Word. If a free PDF creator can be used then
their documents can be converted.
Time:
•  10 minutes

Many people don’t bother with a resignation
letter...they simply tell the employer they are
quitting. However, a letter that is clear and
thanks the employer for the opportunity is very
respectful, professional and will leave the door
open for a possible return...and a reference letter.
Refer participants to the resignation letter
sample (see Resignation Letter Sample section
of the client guide).
Time:
•  five-to-seven minutes
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Participants may think it strange to write their
own reference letter but it is a common request
– employers are busy so ask to have it started
and they’ll “fill in the blanks”.
Review self-written reference letter sample (see
the Self-Written Reference Letter Sample
section of the client resource).
Time:
•  five-to-seven minutes

Summarize the topics discussed; try to weave
in stories from the discussions that occurred.
Time:
•  10 minutes

Review quote; use this time to allow participants
to ask questions about the workshop.
Time:
•  five-to-seven minutes

Thank participants for their time. Advise them
where they can go to get further assistance.
If desired, have participants complete a workshop
evaluation form (see Appendix A).
Time:
•  two-to-three minutes; more if an evaluation is
being completed
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Additional Tips and Strategies
•  There are many cover letter formats.  Take time to introduce the samples in the  client resource
to participants.
•  If email is available, demonstrate how to email a cover letter
		 o as an attachment
		 o in the body of an email

For More Information on Writing Cover Letters
Preparing Your Resume and Cover Letter
http://www.gov.mb.ca/govjobs/info/resume.html
Provides brief tips.
201 Killer Cover Letters, The CD-ROM Edition
http://career-lifeskills.com/career-building-1/cover-letters-35/201-killer-cover-letters-the-cd-romedition-11-462.html?zenid=b2511c0f744976532d03149fcd6b1cf8
Provides hundreds of sample cover letters and downloadable templates.
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