
Graduation Transitions 12 

Cover Letter and Resume 
 

 
Name: _______________________________________ Date: ________________________________ 
 
For this unit you will create (or update) your resume and cover letter.   
 
Assignment details: 

 Resume maximum two pages 

 Cover letter maximum one page 

 Format your resume in a word processor such as Microsoft Office Word.  When finished export 
it as a PDF.  

 Resume and cover letter must be submitted via email to jennifer.adams@sd8.bc.ca (please 
submit both formats, .docx and .pdf) 

 The email address you send your resume from should have a professional title (ex. 
firstname.lastname@email.com).  If you do not have an email address you will have to create 
one.   

 
Writing a resume and cover letter that will be noticed by an employer can be tricky.  I have compiled a 
few resources for you to help you make yours standout. 

 YouTube video: https://youtu.be/1tMBWQS2WV8 

 YouTube video “5 Resume Mistakes You Need to Avoid”: https://youtu.be/9tdyZWbGWO0 

 Monster.ca article “Make Your Resume an Attention Grabber!”: bit.ly/monsterresumegrabber 

 the.muse article “185 Powerful Verbs That Will Make Your Resume Awesome”: 
https://muse.cm/2EZAE2S 

 TheBalanceCareers.com article: “Tips for Formatting a Cover Letter for a Resume”: 
http://bit.ly/2ERx3nE  

 Use the Internet to your advantage, there are many good resume examples available.  There are 
even online resume builders available, however, be careful they often can be quite expensive. 

 
Other useful resources: 

 Microsoft Office Word Tutorials bit.ly/mowtutorials  

 PDF converter: https://topdf.com/  
 
Assignment Grading 

This assignment is about preparing a professional resume and cover letter to be used for job 
applications.  I want to ensure that you are putting your best foot forward when applying so I 
may return it to you for corrections or edits.  Once your resume and cover letter are polished 
and ready for job applications you will receive a completion mark. 
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