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Azzam Bin Aamir

= Career Leader, Workshop Facilitator @ Centre
for Career Action

= Physics and Astronomy Student

= Currently on coop as a Data Science Analyst at
Purolator

= Fun Fact : I love cold pizza! (sometimes even
more than regular pizza)
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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://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 | 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?




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

SOsic rays 40
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YOU ALREADY KNOW HOW TO WRITE
A COVER LETTER




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 vy

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!
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WHAT TO WRITE IN A COVER LETTER?




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

COMpm,

Who did what? s (,ﬁd::fw) Roles

Cater to lazy readers

Prioritize what you are sharing

UNIVERSITY OF
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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

= Options to gage what people might want to read

= There are things that we can control




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




416-821-9879

Contact Information pere oronto Coms @

_ linkedin.com/in/john.doe in

Your Name & . John Doe john.doe@gmail.com
VP, Finance & Operati

Sbris Johnson john.doe ®

Human Resources Manager LI
Optimal Workplace Inc. 321 N a me & Ad d FESS Of REC' p | e nt
Employment Avenue. Toronto,

Canada

21 September, 2018 Date
Sa I Utatl O n Dear Ms. Johnson,

As the Vice-President of Finance and Operations at a national food chain, | bring proven .
success in enhancing productivity and gaining an advantage when it comes to profit O p e n | n g
margins. My work spans companies and business units at varying stages of growth, from

start-up to multinational organizations.

With over 20 years of achieving profitability and long-term growth, | seek to monitor
budgets and sales numbers closely to identify areas for improvement. | am known for
enhancing performance through technology upgrades, implementing best practices, .
improving employee training protocols.

Examples of my achievements include:

Drove successful launch of start-up organization through contemporary hiring pracl
defining product implementation, and developing go-to-market strategies to achie'
50% margins and $15M+ revenue within my first three years.

Managed daily operations of a $100M+ consumer goods department that introduce
complete line of products to the U.S. and Canada, improving profit margins by 14%.

» Proved a vital team member that conducted a complete leadership reorganization
resulted in a 10%improvement in productivity within the sales department and a 1
improvement within the technical team.

As a skilled professional with a CPA degree and a background in analyzing and improving C I H
sales numbers, 1 am confident | will prove an asset to your company and respectfully O S I n g
submit my application for your review. | would like to request a meeting to discuss how |

can help meet your goals. | am available at your convenience and hope to hear from you

soon.

Thank you for your consideration.

Sincerely,
Jobn Dos Respects & Your Name UNIVERSITY OF
PRESENTATION TITLE PAGE 18 N novoresume.co Eg WATERLOO




PRESENTATION TITLE

268 Phillip Street
Waterloo, ON 12345

4th September 2019

Humber College
205 Humber College Bivd
Toronto, Ontario

Dear Recruiter,

As a student who one day aspires to be a professor, coming across a job
posting to be a Math Tutor at an esteemed establishment was like a dream
come true. I would like to take this letter to illustrate how my experiences in
science outreach and my passion for academia, have given me the necessary
skills to be a perfect fit for this opportunity.

At the university of Waterloo, I am currently a member of the “Let’s Talk
Science” out reach program, wherein my main duty is to excite the next
generation about the wonders the world of math, physics and engineering
have to offer. I have guided classes of middle-schoolers through their first
lab experiment and have also explained perplexing physics concepts to high-
schoolers. The latter is particularly beneficial, as it has taught me to how to
break down vague and non-intuitive topics, into easy to understand steps.

In addition to the above, I also have excellent leadership and teamwork
abilities, developed through years of volunteer work in a range of areas. In
math class, I am the go-to person for help with assignments, due to my
policy that you do not completely understand a concept until you can explain
it to someone else.

I firmly believe my skills, passion and creativity will be a great asset to this
college and look forward to inspiring and educating the future batch of
scientists and leaders. Thank you for your consideration

Sincerely,
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Making a less generic Cover Letter

LA ?“i;\:;f :

« Advantages & disadvantages of R
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

UNIVERSITY OF
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GOOD TO KNOW
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APPLY
@ Job Posting

= ATS = A p p I i Ca n t Job Posting Status Approved
. Intemal Status
Tracking Systems

APPLICATION REQUIREMENTS

Your application package must contain the following documents
APPLICATION REQUIREMENTS

Your application package must contain the following documents

« Check employer w
. Ur)ivers.'i of Waterloo Co-op Work History
re q u I re m e n ts University of Waterloo Co-op Work History Resume

pIvers Grade Report
Résume
Grade Report

= Scannable Resumes
(OC R_COd ed ) SUBMIT APPLICATION

SUBMIT APPLICATION

O CREATE ACUSTOMIZED APPLICATION PACKAGE O CREATE A CUSTOMIZED APPLICATION PACKAGE

Submit Application =N

W UNIVERSITY OF
PRESENTATION TITLE PAGE 22 @ WATERLOO




DISCLOSURE AND SAFETY




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

w UNIVERSITY OF
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Ontario Human Rights Code

B W,

IARIO HUMAN RIGHTS CODE
s Code came into effect on June 15, 1962 and
and freedom from discrimination as primary elements
Haws Fhefirst legislation of its kind in Canada, the Code was
designed “to “affiem and uphold the “inherent dignity and the equal and
inalicnable rights of all members of the human family™ by providing a legal
mechanism to combat discrimination. The Code was inspired by principles of
individual liberty and minority rights established in Canadian constitutional
traditions, and by international human and civil rights movements that

anti-discrimination statutes to reflect the changing attitudes of O
toward race, religion and equality rights. Since 1962, the C¢
broadened in scope, establishing Ontario as a national and inter
leader in human rights promotion and protection. It continues to make

Ontario a more just, equitable and inclusive society.

Ontario Heritage Trust, an agency of the Government of

PRESENTATION TITLE
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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
http://www.ohrc.on.ca/en/ontario-human-rights-code
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

W UNIVERSITY OF
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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

CCA Career Advisors

= Book an appointment with a Career

Advisor to discuss Resumes, Cover

Letters, Interviews and Work-Search DISGOVER
FUTURE.

= Book an appointment through
WaterlooWorks

CENTRE FOR CAREER ACTION

Home | Centre for Career Action |
University of Waterloo (uwaterloo.ca)

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