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What is a Cover Letter

A Cover Letter Tells the Employer Why Your Experience Matters for that role, and why 
you are looking to apply for a role

A cover letter goes alongside a resume
Almost always employers expect a cover letter
• They will note specifically they do not want a 

cover letter.
Usually the cover letter appears before your 
resume in the same document as your resume.
• Pay attention to application instructions, 

different employers want different formats.

Key Point:
A Cover Letter in comparison to a resume is more of a narrative description of your 
experience where you directly tell the employer why it matters to them.



Elements of a Cover Letter

A Cover Letter usually features several key features; 
the header, intro, experience paragraphs, and role fit.

• The Header is for your information as well as the 
employer's information. 
o Adress, names, contact information, date.

• The Intro tells the employer what you are applying 
for and briefly why.

• The Experience Paragraphs narratively describe 
your experience and why you think they show you 
are a good fit for the role.

• The Role Fit Paragraph summarizes your fit, and 
also tells the employer why you are interested in 
the role. 
o You want to be able to answer the question 

"Why are you looking for this job?" 
• These can appear in different orders

Header

Intro

Experience

Role Fit



Example: Connecting Experience to the Job
Creating a Cover letter for the ISN position:

Values: Communication, professionalism and 
reliability, customer service, enthusiasm.



Example: Connecting Experience to the Job



What Should You Do Next?

Next Video:
Interviewing in Canada

Kristopher Smith, 
Coordinator International Student Services,
Canadore College
Kristopher.Smith@CanadoreCollege.ca

Office Locations:
Monday & Friday: 60 Commerce Cres, E100
Tuesday, Wednesday & Thursday: 100 College Drive, C210

Before the next video, try writing a cover letter for the role you tailored your 
resume for.

mailto:Kristopher.Smith@CanadoreCollege.ca
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