(Cover Letter example – A4 size)


Josephine Sample

21/209 Culloden Road

Manly 2095


     
Phone: 0417 345 678

josephine.sample@email.com
__________________________________________________________________________________

Internships Program Officer

Macquarie Abroad

Macquarie International

Macquarie University

Building E3A, Level 1

NSW 2109 Australia

Wednesday, 31 October 2007

Dear Sir/Madam,

Your cover letter should outline key education, skills, professional experience, and career/internship goals. Use short, concise sentences and limit it to 4 or 5 short paragraphs with plenty of white space. 

Outline what you would like to achieve from your internship in broad terms and the industries/sectors you are interested in. For instance, “I hope to gain a better understanding of organisational culture and marketing departments.” Do not mention specific companies you would like to work for. We need your cover letter to be as generic as possible.

Other important points: use the same header as that of your resume for consistency, make sure your email address is included in your contact details, the reader should not have to search to locate your name or contact information, page numbers should be on each page of the resume and on the cover letter.

Write about what you have learnt at university and in the workplace if relevant. This may include particular skills eg: project management and/or specific areas of study. You may like to relate this to what you can bring to the internship organisation.

Close your letter with a concluding statement.

Yours faithfully,

Josephine Sample

Encl. Resume

(CV example – Australian resumes are usually 2-3 pages long)
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__________________________________________________________________________________

RESUME

JOSEPHINE SAMPLE

__________________________________________________________________________________

Summary of key skills and experience 
· Proven ability in managing and supervising staff.

· Sound organisational and leadership skills.

· Strong background in all areas of customer service and support.

· Professional approach to all areas of work.

______________________________________________________________________________
Professional Experience

May 2006-October 2007 

Kangaroo Hotel - Shift Manager
(summarise what the company does and your role)

Kangaroo Hotel is an independent 3 star hotel with approximately 200 rooms in Sydney’s

CBD. I implemented a new system of staff responsibility to improve handling of customer requests

and complaints.

(Your main achievements)
Analysis and Review

• Conducted a review and analysis of average delay in responding to customer

complaints and requests.

Management

• Managed and motivated a team of 15 staff.

• Trained new staff and supervised staff during their shifts.

Customer Service

• Adept at handling confrontational situations and resolving them appropriately.

• Handled customer inquiries and complaints in a professional manner.

January 2004-April 2006

Gully Motel - Desk Clerk

Gully Motel is a small 2 star motel north of Sydney. It has approximately 10 rooms. I

addressed and handled customer inquiries and complaints in a professional manner.

Customer Service

• Responded to customer requests, inquiries and complaints in a timely and professional manner.

• Manager received a large number compliments on my level of customer service.
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__________________________________________________________________________________

Internships

May 2007 - June 2007 (8 weeks)

McDonalds Corporation

(Include a summary of the Internship and what you learnt)

McDonalds Corp. is a large multinational corporation in the fast food industry. I worked

in their marketing department for 8 Weeks. This internship taught me how to work in a

professional environment within a large multinational company and increased my

understanding of marketing.
Key Skills Used:

•  Strong market research skills

•  Increased understanding of consumer behaviour

•  Increased understanding of overall branding strategies

Achievements

•  Presented to the Marketing Managers of McDonald’s worldwide on my findings regarding consumer behaviour.

Volunteer Experience
September 2006-January 2007

UNHCR - Volunteer Assistant
Volunteered at UNHCR’s Sydney Office 2 days a week. During my volunteering I

improved project management and developed relationships with two new commercial

business sponsors.

Clerical

•  Introduced the use of Microsoft Project Management. This resulted in a larger number of projects being completed on time and more staff awareness of current organisational projects.

•  Typing of correspondence to new commercial business sponsors.

Research

•  Researched and organised the articles relating to Africa in the monthly newsletter.
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__________________________________________________________________________________
Education
2007-2009 (to be completed – 06/12/09)

Bachelor of E-Commerce – Macquarie University, Sydney Australia

The Bachelor of E-Commerce is a 4 year degree which aims to promote excellence in IT.

It is a requirement to complete 2 Internships. I currently have a 3.75 GPA

2003

High School Certificate – Little High School, Sydney Australia.

Professional Skills and Development (optional)
• Strong knowledge of Windows Products: Word, Excel, Powerpoint, Explorer, Access

• Photoshop

• Completed OH&S Training

• Attended one day workshop on Project Management

Languages (optional)

• IELTS/TOEFL score of 7.0 (tested March 2007)

• Spanish - proficient

Memberships (optional)

• Member of Greenpeace

• Member of UNHCR

• Active Member of WWF

Sports and Hobbies (optional)
• Captain of several teams in Netball and Softball

• Sailing

• Amateur Photographer

Professional Referee: (optional) 



Academic Referee: (optional)

Name:







Name:

Position: 






Position:

Company: 






Institution:

Email: 







Email:

Phone: 







Phone:

(If you don’t have a professional referee, you may wish to include a personal one. This is a person with good standing in society (doctor, religious leader, lawyer, etc) that is not related to you but who has known you for a few years.)
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