John Smith                                                                                                                                                   100 Remy Avenue

                                                                                                                        Ottawa, Ontario                                                                                                                                     K2Z1Z1                                                                                                                                                      613-522-2323                                                                                                                        john.smith@gmail.ca

Ms. J. Rowler
City of Ottawa                                                                                                                                          Sports and Recreation
Ottawa, Ontario

July  5,, 2016
Dear Ms. Rowler,
When I read your ad for an Educational Assistant for the “Intro to Trades” workshops in the City of Ottawa Sports and Recreation Summer Program, I couldn’t help noticing how well your requirements align with my experience and skills. While my enclosed resume provides a good overview of my strengths and achievements, I have also listed some of your specific requirements for the position and my applicable skills:
You require


I offer

Team Contributor                   
Experience working with ground crew and pilots at 






the Gatineau Gliding Club to ensure a safe and efficient operation
Customer Focus                      
Experience in working with young teenagers throughout their 





stressful pilot training with the Eastern Region Cadet Flying 





Training Centre. My role was to motivate the cadets and to keep 





their spirits up.
Positive Attitude

 Experience working with the elderly people while volunteering at 




Starwood Extendicare residence. It was important to stay positive so that 




the people I worked with remained happy.
Communication


A valid Industry Canada license for commercial radio communication, 




as well as the ability to make conversations with people even if I do not 




know them very well.
Self-Motivated


Distinct short-term and long-term goals, for which I make plans every 




week accordingly.
Thank you in advance for this amazing opportunity, I will be eager to take on the next steps towards preparing myself for this job if you are interested in employing me. I am extremely excited to have the opportunity to work with you and look forward to the memories and experience that I will obtain if I am chosen for the position. Thank you very much for considering me.
Sincerely,

John Smith
John Smith
