Grade 9 Assignment #3 for Microsoft Word

#3 - Work Cover Letter

Using Microsoft Word write a cover letter for the following...

· An application for a position listed on the Government of Canada Job Bank web site. Be sure to include the Advertisement number (e.g. #2422408) in your letter.

· Include the web address for the institution

· Include information about the position - compare your skills to those they are seeking

· Remember that for positions where there isn't an individual to address the letter to, it is common to begin with "Dear Sir or Madam," or, "To whom it may concern,".

Assume that you can move anywhere within Canada and that you have completed the program you applied for in Letter #1 before you apply for the position in Letter #2. For example, if you write a letter to take nursing at Memorial University of Newfoundland, you could then apply to a nursing position in Manitoba. You could also (for the second letter) apply for a job (that is posted) that requires only a high school diploma.
Go to this website for more info: http://bbt.nbed.nb.ca/grade_09/careers_09/careers.html
