
COMM 202

cover letters



why write a cover letter?

• shows your INTENTIONS & INTERESTS 

– shows SINCERITY and RESEARCH

• demonstrates ABILITY TO COMMUNICATE 

– CREATIVE and PROFESSIONAL

• opportunity to elaborate on YOUR STORIES 

– drawn from your SKILLS MATRIX



can, want, fit

CAN you do 
the job?  

Do you 
WANT

the job?  

Are you 
the right 

FIT? 



resume vs. cover letter

• what’s the difference?

is about

YOU                                    THEM 

OSCAR LIU 
2222 Markam Street, Vancouver, BC, V5Z 3M# 

(604) 360–2222  | oscarkhhiu@gmail.com | www.linkedin.com/in/oscarkhiu 

 

PROFILE 
 

Third year Sauder School of Business student with experience leading and working in teams. Specializing in Accounting and 

pursuing a career in public accounting after graduation. Able to persevere and thrive in stressful situations through working since 

the age of 16 and extensive involvement in clubs. Developed a keen interest in building genuine personal and professional 

relationships through experiences of travelling around the world and frequently moving from one place to another since a very 

young age. Fluent in English and Cantonese, conversational Mandarin and French. 

 

EDUCATION 
 

SAUDER SCHOOL OF BUSINESS, UNIVERSITY OF BRITISH COLUMBIA                             Vancouver, BC 

Bachelor of Commerce –Specialization: Accounting, Cumulative Average: 85.6%                         Expected Completion: May 2019 

 Key Courses: Financial Accounting (98%), Intro to Finance (93%), Management Information Systems (91%), 

Microeconomics (89%), Managerial Accounting (85%), Macroeconomics (85%), Quantitative Decision Making (85%) 

 Case Competitions: Invited to PwC Toronto as BC Region Winners for PwC Ignite, invited to and placed second in 

Premiere 32: Gala Round, placed second in Premiere 32: Second Round, placed second in First Year Case Competition 

 Involvement: COMM290 (Quantitative Decision Making) Teaching Assistant for two lab sections of 35 students each, VP 

Internal for UBC Business Communications Club, Events Director for Enactus UBC, Quick Service Attendant at Canucks 

 

WORK EXPERIENCE  
 

ASSURANCE ASSOCIATE, SUMMER                                          Vancouver, BC 

PricewaterhouseCoopers LLP                                                      May 2016 – Aug 2016 

 Perform controls and substantive testing for clients using audit and office software such as Aura and Microsoft Excel 

 Called external companies to confirm bank records and accounts receivable records using strong communication skills 

 Facilitate a positive environment by leading the yearbook committee to document the summer internship experience  

 

FRONT END ASSOCIATE – CASHIER                                     Vancouver, BC 

The Real Canadian Superstore                                                       Aug 2013 – Nov 2014 

 Improved efficiency of transactions by rapidly processing 24 items per minute, an increase of 26% from the average  

 Maintained a high level of customer satisfaction by resolving customer complaints with courtesy and efficiency  

 Organized cash drawer, upwards of $6000 per shift; minimized counting error through perfectly balanced drawers  

 Recognized by management and received accolades from unique and repeat customers of customer service excellence 

 

EXTRA-CURRICULAR ACTIVITIES 
 

CORPORATE RELATIONS MANAGER                                           Vancouver, BC 

Commerce Undergraduate Society                                          Apr 2015 – May 2016 

 Acquired two sponsors for the Commerce Undergraduate Society by organizing a networking breakfast in a team of six for 

fifty delegates and fifty students to discuss potential sponsorship opportunities 

 Maintain positive rapport through effective communication via email and phone while liaising with CUS-affiliated services  

 

SPEND IT RIGHT PROJECT ASSOCIATE/EVENTS DIRECTOR                                                                    Vancouver, BC 

Enactus UBC                    Sep 2014 – Feb 2015, May 2015 – Apr 2016 

 Liaised and presented to six high school teams in the Greater Vancouver region to provide insight about utilizing business 

tools (SWOT, Excel, Breakeven) for their own entrepreneurial soap-making endeavors 

 Organized a business case competition between five high school teams, hosting 55 people in total, to showcase their social-

entrepreneurial product which was met with great response from the high school teachers 

 Decreased expenses by 17% by securing in-kind and monetary sponsorship for the competition via phone calls and emails 

 

SUMMER EVENTS COORDINATOR AND WEEKLY VOLUNTEER                                  Vancouver, BC 

Cedar Cottage Neighbourhood House                                                            Sep 2010 – Jun 2014 

 Planned and successfully ran five park days for parents to bring their children to play with a team of six dedicated youths 

 Coordinated two annual holiday meals for seniors and youths by setting up food and cutlery and preparing Christmas carols 

 

INTERESTS 
 

 Building puzzles and Rubik’s toys, graphic design, recreational photography, all genres of music, Greek mythology 



resume vs. cover letter

The posted job description
or known opportunity

Your job history, 
experience, 

and skills

Letter Content



cover letter elements

Opening Skill Matching Closing

Branding Integration Formatting



cover letter components

Opening 

•"The Hook"

•Mention company information sessions or employees you've networked with

•Do your research

•Company values, mission, vision

Body 
Paragraphs

•2 paragraphs, 3 is the absolute maximum

•Read the job posting and identify 2-3 key skill areas that match your strengths

•Use the S.T.A.R.L. formula

Closing

•Summarize the ways in which you add value to the company

•Call to action! 

•"I look forward to the the opportunity to meet with you in person to discuss my qualifications further."

•"I would welcome the opportunity for an interview to further demonstrate my suitability for this position."



opening

Dear ,

My name is , and 

I applying to . 



opening takeaways
• expresses keen and genuine interest and/or passion for position

• genuine and unique primary and secondary research indicating 
interest in company (make sure the research you show is tied to 
your interest)

• name drop (where applicable)

• makes a clear expression of the skills/experience matching the job 
description



an example

Dear Ms. Moffat,

“I will just follow my gut” was my mindset when I started my venture on campus. 

However, I soon realized that just having an idea wasn’t enough to succeed. Profitable 

businesses need good logistics so I turned to UBC Sauder’s Operations and Logistics 

program to help build the competencies necessary to turn my idea into action. I learned 

that consumer communication and supplier/customer relations, two of Nestle’s main 

principles, are the most important elements in improving logistics. Equipped with 

analytical skills, solid academics and an entrepreneurial spirit, I am confident that I will 

help Nestle achieve the lean operations in strives for in its global supply chain.



another example



you need a hook!

How fast can you change four tires? One hour? Ten minutes? A few years ago I witnessed a 

Formula One team do it in 2.7 seconds. They said a perfect run would be just one second. In 

everything that I do I strive to reach that one second – that perfect test score, that perfect 

presentation, that perfect career. After speaking with Jake Woodson, a recent hire, Dion Chen, and 

other industry professionals, I know that my personality and passion lies in sales and trading. 

Through my unique athletic background and passion, I will provide competitiveness and drive that 

will set a benchmark for future interns. I cannot wait to sit on a trading floor, execute trades, and 

engage in research while receiving mentorship from the most world-renowned investment bank. A 

career with Goldman Sachs is my one second and this is how I will help Goldman reach its own 

one second ideal: 



skills matching
• skills from your skills matrix match 

the job description (use STARL)

• best relevant experiences

• link education and other training to 
the job, and link to the co/position if 
it’s not obvious

• any other qualifications

if it doesn’t belong, don’t include it!



skills matching example



skills matching example

As an Airfreight Export Agent at Kuehne + Nagel Ltd., I helped clients export perishable 

goods quickly and efficiently. One simple mistake could result in a transportation delay, 

which could destroy the entire cargo. Under such demanding circumstances I strived to 

achieve excellence by navigating the company’s complex software for documentation 

processes while abiding by standard operation procedures. I organized my documents 

and prioritized multiple tasks to complete the job while double-checking my work to 

ensure accuracy. Most importantly, I worked as a team player, asking relevant questions 

and voluntarily offering help when needed resulting in shortened timelines, customer 

satisfaction and stellar feedback from my supervisor. The exposure to the transportation 

of goods and my strong work ethic have prepared me to add value to Nestle.



skills matching example

To bolster my analytical skills, this past term I took a Quantitative Decision-making 

course. The course involved building complex Excel models, analyzing sensitivity 

reports, and finding the optimal solution to problems. In building these models, I was 

determined to focus on the details to ensure the success of my model. By thinking 

critically, I gained a strong understanding of the core concepts and excelled on the 

assignments and exams. To further develop my MS Excel skills, I am currently taking 

an online course that covers data analysis including pivot tables and mathematical 

functions. With these new skills in hand, I look forward to contributing to the success 

of Nestle’s process management.



skills matching example



skills matching
• each line proves you have the necessary skills & aptitudes to 

perform on the job

• always link to the company / position if not obvious

• use skills listed in the job description



closing

“Thank you for looking at my application. I hope 

that I have shown you that my interpersonal 

skills, my leadership skills, and my ability to 

perform on a team make me a perfect fit for ABC 

position. Thank you very much and I hope to 

hear from you soon.”



closing
• make a good final impression

• show your passion

• restate skills with a different wording

• give genuine thanks

• leave a call to action

• tie to previous examples/stories (tie to hook)



closing
• address the elephant in the room

– bad grades

– relocation

– year of study



closing examples



closing examples

My experience in inventory management and strong grasp of data driven 

decision-making has prepared me for Nestle’s fast-paced, innovative and 

consumer-oriented environment. I am confident that my skills will help 

accomplish your goal of achieving lean operations. I look forward to an 

opportunity to discuss my qualifications in more detail at your convenience. 

Thank you for your consideration.



branding
• remember your brand? Use it

• consistent throughout cover letter

• fits in with the company’s values + yours

• good impression

• use Job Research Assignment



integration

• cover letter + resume use 

SAME formatting

• stands out!

• cover letter reflects and 

expands on resume

• be mindful of spacing



integration

Header Header



template

Header HeaderHeader

Profile

Education

Experience

Interests

Header

Address

Opening

Skills Matching

Closing

Sign Off



Date

Contact Name

Their Title

Company

Address

City, Province, Postal Code

Re: Position Title

Dear Mr. / Ms. Their Last Name OR Hiring Manager

These spaces are 

important

If unknown, this can be 

omitted

AVOID:

“To Whom it May Concern”

“Dear Sir or Madam”

Country is typically 

unnecessary unless 

applying outside of 

Canada



formatting example





formatting example


