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CENTRE FOR CAREER ACTION



Whose land are we on?

I respectfully acknowledge that I work on the traditional territory of 
the Attawandaron (Neutral), Anishnaabeg, and Haudenosaunee peoples. The 
University of Waterloo is situated on the Haldimand Tract, land promised and 
never returend to Six Nations, which includes ten kilometeres on each side of 
the Grand River.

Support: The Woodland Cultural Centre

Report: TRC Calls to Action, National Inquiry Into MMIWG

Reading: Embers: One Ojibway's Meditations, The Inconvenient Indian, 21 
Things You May Not Have Known About the Indian Act , 

What land are you on? : native-land.ca
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https://www.landbackcamp.com/
https://woodlandculturalcentre.ca/home/
http://trc.ca/assets/pdf/Calls_to_Action_English2.pdf
https://www.mmiwg-ffada.ca/final-report/
https://douglas-mcintyre.com/products/9781771621335
https://www.penguinrandomhouse.ca/books/93028/the-inconvenient-indian-by-thomas-king/9780385664226
https://www.mcnallyrobinson.com/9780995266520/bob-joseph/21-things-you-may-not-know-about-the-indian-act
https://native-land.ca/


How might we co-create this safe(r) space?

 Take things at your own pace 
and participate in a way that 
works for you

 Take what works for you, leave 
what doesn’t. 

 Ask questions whenever! 

 Listen to each other

 What do you want to add?
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(Why) Do I need a Cover Letter?

 Check out the application 
requirements

 Some recruiters care about 
cover letters, some do not

 The thing with generic cover 
letters
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HOW TO WRITE A COVER 
LETTER?
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The function of a Cover Letter

 Bridging your experience and the 
employer’s needs

 Demonstrate your interest in 
this role

 Add details

 Technical Details, Quantitative Values

 Awards, team-based qualities

 Explain things- if you want to
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YOU ALREADY KNOW HOW TO 
WRITE 

A COVER LETTER
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Write a Cover Letter like a research paper

 Hypothesis: You [y] are perfect 
for the job, because [x]

 You need to know the two 
variables

 Show the “correlation” between x 
and y

 Make the formula yours!
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Write a Cover Letter like a creative writing 
project
 Unique plot & character 

development

 Get creative (content and 
visuals)

 Create a story

 Create writing prompts for 
yourself

 Applicable for all industries!

PAGE  10



WHAT TO WRITE IN A COVER 
LETTER?
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Tell them what you bring!

 Show a match between your experience, interests 

and skills and the employers needs

 Identify your skills & experiences

 Identify the employers needs 

 Show don’t tell

 Market yourself confidently!!
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Organize what you bring

 Be specific

 Who did what?

 Cater to lazy readers

 Prioritize what you are sharing 
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Questions to ask yourself

 Why are you sending this Cover 
Letter?

 Why are you interested in this 
role/ working for this 
organization?

 Why do you fit?
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What do people want to read in Cover 
Letters?
 We cannot control what people want to read in Cover Letters 

 How do we gage what stands out?

 There are things that we can control

 What stories we have

 What experiences we highlight
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The paradox of standing out and fitting in

 You know your skills best

 You know how comfortable you 
are in following or breaking rules 
and conventions 

 Narrative of specific experiences
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STRUCTURE OF A COVER 
LETTER

PRESENTATION TITLE PAGE  17



PRESENTATION TITLE PAGE  18

Your Name & 
Contact Information

Name & Address of Recipient

Date

Salutation

Opening

Body

Closing

Respects & Your Name
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Making a less generic Cover Letter

 Advantages & disadvantages of 
personalized Cover Letters

 Making a less generic cover 
letter the lazy way- finding 
patterns

 Ways to personalize it: name of 
recruiter, name of company, 
projects, specifying job applied 
to

 Re-using and up-cycling Cover 
Letters
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GOOD TO KNOW
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Good to know

 ATS- Applicant 
Tracking Systems

 Check employer 
requirements

 Scannable Resumes 
(OCR-coded) 
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DISCLOSURE AND SAFETY
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Disclosure

 Social safety: You can share, but you 
do not have to share

 Emotional safety: What is coming up 
when writing the Cover Letter?

 Accommodations: Can be requested 
through the companies Human 
Resources
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Ontario Human Rights Code

 Protected grounds: “Age, Acenstry, 
Colour, Race, Citizenship, Ethnic 
Origin, Place of Origin, Creed, 
Disability, Family Status, Marital 
Status, Gender Identity, Gender 
Expression, Receipt of public 
Assistance, Record of Offences, Sex, 
Sexual Orientation” The Ontario 
Human Rights Code | Ontario Human 
Rights Commission (ohrc.on.ca)
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http://www.ohrc.on.ca/en/ontario-human-rights-code


Where to find support:

 Empower ME

 KW Counselling Services

 OK2BME

 Counselling Services and Embedded Wellness Counselors

 WUSA: Student Legal Protection Program

 Conflict Management & Human Ressources at Uwaterloo

 Human Rights Legal Support Centre
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https://uwaterloo.ca/campus-wellness/services/empower-me
https://www.kwcounselling.com/
https://ok2bme.ca/services/counselling/
https://uwaterloo.ca/campus-wellness/counselling-services
https://wusa.ca/services/student-legal-protection-program
https://uwaterloo.ca/co-operative-education/news/supporting-co-op-students-new-embedded-wellness-counsellors
https://wusa.ca/services/student-legal-protection-program
https://uwaterloo.ca/human-rights-equity-inclusion/cmahro/how-can-we-help
http://www.hrlsc.on.ca/en/about-us#:~:text=The%20Human%20Rights%20Legal%20Support%20Centre%20%28HRLSC%29%20is,of%20Ontario%20to%20resolve%20a%20human%20rights%20dispute.


CCA Career 
Advisors

Home | Centre for Career Action | 
University of Waterloo (uwaterloo.ca)
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 Book an appointment with a Career 
Advisor to discuss Resumes, Cover 
Letters, Interviews and Work-Search

 Book an appointment through 
WaterlooWorks

https://uwaterloo.ca/career-action/


Harassment advisors: role & responsibilities 
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Harassment advisors:

• Will do their best to provide you with a safe space to chat 
and share.  Their job is to make you feel comfortable!

• Will listen, advise, and share options. 

• They do not provide legal advice.

• They do not act without consent of student (unless someone 
is in danger).

To contact a harassment advisor, you can call in to the Centre for Career Action via our Live Chat or 
call 519-888-4047. 



Harassment advisors: who are they?
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Harassment advisors:

Eden Mekonen – eden.mekonen@uwaterloo.ca

Graeme Beaton - graeme.beaton@uwaterloo.ca

To contact a harassment advisor, you can call in to the Centre for Career Action via our Live Chat or 
call 519-888-4047. 



HOW DID WE DO?
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We are always looking for ways to improve and your 
feedback is important. Complete the feedback survey 

delivered to your inbox at the end of this week.

Our mission is to educate and motivate all members of 
the University of Waterloo community to develop and 
take action to achieve current and future career goals.



Q&A

PRESENTATION TITLE PAGE  31


