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Sample

Employment

Packet

Below is the order of the documents that should be included when submitting an application.

Cover Letter

Resume

Volunteer Resume

Recommendation Letters

Reference List

Samples of documents are attached.

SAMPLE COVER LETTER WITH EXPERIENCE

Your Name

Address

City, State Zip Code

Home and/or Cell Number

E-mail

Date

Name of Company

Street Address

City, State
Zip Code

Dear Mr. or Ms. Last Name or Dear Human Resource Manager:

In response to your recent advertisement, please accept this letter in application for the <name of> position currently available within your company.

As you can see from my enclosed resume, as well as my diverse <types of> skills, make me a strong candidate for this position.

I would appreciate the opportunity to discuss my credentials with you at a mutually convenient time.

Thank you for your consideration.

Sincerely,

Signature

Print Name

Enclosures:
Job Application

Resume

Volunteer Resume (if applicable)

Recommendation Letters

Reference List

SAMPLE COVER LETTER WITHOUT EXPERIENCE

Your Name

Address

City, State Zip Code

Home and/or Cell Phone Number

E-mail

Date

Name of Company

Street Address

City, State
Zip Code

Dear Mr. or Ms. Last Name or Dear Human Resource Manager:

In response to your recent advertisement, please accept this letter and application for the <name of> position currently available within your company.

Although my application shows that I have <list little work experience or no work experience>, I would like an opportunity for an interview to prove that I am qualified to be a good employee. It has been difficult for me to find work, because of the lack of work experience, but I can assure you, if given the opportunity, I can be a productive and reliable employee, and responsible citizen.

I would appreciate the opportunity to discuss my skills with you at a mutually convenient time. Thank you for your consideration.

Sincerely,

Signature

Print Name

Enclosures:
Job Application

Volunteer Resume (if applicable)

Recommendation Letters

Reference List

	
	SAMPLE RESUME

	
	NAME

	Address
	Home Phone Number

	City, State Zip Code
	Cell Phone Number

	E-mail
	

	
	

	
	


QUALIFICATIONS SUMMARY

· Excellent reputation for working well with supervisors, and co-workers, providing high-quality service to customers.
· Equally effective working alone or as a member of a team.
· Self-motivated, excellent attendance record, punctual and reliable, and realize the importance of being prepared for work and arriving on time.
· Possess good communication and interpersonal skills, excellent understanding of responsibilities: can be counted on to complete projects and assignments, with little or no supervision. Ability to handle multiple tasks and assignments efficiently.
· Computer skills include: Microsoft Word, PowerPoint, Excel, and can type 35 words per minute.
· Bilingual – Spanish.
EXPERIENCE

Stater Brothers - Canyon Country, CA
Start/End Dates

Stocker and Bagger

· Bagged groceries, assist customers with carry outs, and retrieve shopping carts.
· Unloaded and unpacked incoming shipments.
· Stamped, marked, and tagged price on merchandise, and stock merchandise on shelves.
· Answered customers’ questions concerning location and price of merchandise.
Taco Bell - Canyon Country, CA
Start/End Dates

Cashier/Assistant Manager

· Promoted from Cashier to Assistant Manager in less than three months.
· Performed daily operations of supervising and training employees, closing the store, ordering supplies, conducting inventory, and shipping and receiving.
· Managed up to four people preparing drive-thru orders.
· Prepared sandwiches requested by customers, and kept customers informed of daily specials.
· Stamped, marked, tagged price on merchandise, and stocked shelves, counters, and tables with merchandise.
EDUCATION

Canyon High School
Start/End Dates

School Club and/or Affiliations (Example)

National Honor Society

DYFIT Drug Prevention Program

ROP – Photography

SAMPLE VOLUNTEER RESUME

NAME

Home Address

City, State Zip Code



Home Phone Number

Cell Phone Number

E-mail
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VOLUNTEER EXPERIENCE

Community Center Homework Lab

Contact Name

Phone Number

Date of Volunteer Assignment

· Assisted children with homework.
· Read to children.
· Setup and cleanup homework room daily.
Masters Swim Meet

Contact Name

Phone Number

Date of Volunteer Assignment

· Assisted with timing of swimmers in competition and as a runner for timers and officials.
SCV Special Olympics

Contact Name

Phone Number

Date of Volunteer Assignment

· Assisted event organizers in basketball, bocce, tennis, track and field, food service, concession stands, Olympic Village, volunteer check-in, set-up, and clean-up.
McGrath Elementary School

Contact Name

Phone Number

Date of Volunteer Assignment

· Filed, stuffed envelopes, and made copies of school bulletins and flyers.
· Conducted inventory of after school supplies to determine what needed to be ordered.
SAMPLE RECOMMENDATION LETTER

(Need 2-3 Recommendation Letters)

Recommendation letters can be obtained from school administrators, sports coaches, current or previous employers, or anywhere you volunteered.

Date

Dear Mr. or Ms. Last Name or To Whom It May Concern:

It is my pleasure to recommend John Doe for employment with your organization. I have known John for over two years when he worked for me as a cashier for Taco Bell. I was impressed with John’s attitude and productivity within the first month of his employment with me.

He is enthusiastic and motivated, and always willing to help his supervisors and co-workers when needed. I am confident that he will devote himself to a position with your organization with a high degree of diligence. He is a quick learner and has shown tremendous ability to multi-task when operations were hectic.

I highly recommend John Doe for employment. He is a team player and would be a great asset to any organization.

Sincerely,

Signature

Print Name

Home or Cell Phone Number

SAMPLE REFERENCE LIST

Your Name

Address

City, State Zip Code

Home and/or Cell Phone Number

E-mail

References

1. Name Title Company Address

City, State Zip Code Phone Number E-mail

2. Name

Title

Company

Address

City, State Zip Code

Phone Number

E-mail

3. Name Title Company Address

City, State Zip Code Phone Number E-mail

