Leonard Miguel 
59 Castleridge Way NE

Calgary, AB T3J 1P8

Home: (403) 285-9314

Cell: (403) 680-9314

Personal Skills

· Able to prioritize and manage multiple tasks

· Flexible skill set in group dynamics and able to work independently

· Strong ability to quickly learn and implement new procedures

· Dedicated professional attitude committed to doing excellent work

· Creative, self-motivated and able to take initiative

· Proficient in Microsoft Office 

Education

Diploma
Civil Engineering Technology, Southern Alberta Institute of Technology 2003



Recently completed 1st year of program

Expected graduation 2004



Bishop McNally High School 2002



Received high school diploma

Relevant Courses

· Concrete technology “please explain how these courses are relevant to the position that you are applying for; if they’re not relevant then you don’t need to elaborate, maybe don’t even include them”


· Statistics
· Autocadd I & II
· Drafting Fundamentals
· Computer Fundamentals
· Engineering Physics
Awards/Achievements 

· Filipino Lions Club Scholarship: “state why you received it”
· “do you have any more education awards? If you do, put them here; don’t include sport awards here”
Special Projects

“do you have any of these from any of your courses? If you do, put them here” 
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Employment Experience 

Sales Representative Beanie Heaven (2002-Present) 

· Helped customers with their purchases by showing them the various types of beanies that would be most suitable for the person they were buying it for
· Responsible for daily openings and inventory of the store
· Created and organized displays to promote feature beanie products 
Picker


Safeway (2002)

· Loaded several “put # of boxes here” boxes with various food products “how many cans/food put in?” to deliver to numerous Safeway locations across the city and country “did you have a quota per day that you needed to meet?”

· Handled and drove the electrical power jack to move the boxes to different areas within the warehouse
· Picked food products to be loaded and distributed
· Received and shipped food products
Aquatic Technician
East Side Mario’s (2001)

· Washed and organized hundreds of dishes for the restaurant during steady and peak hours

· Prepared food to be served throughout the day

Caterer          

 Stampede Park Catering (2000)

· Prepared and arranged food to be dispensed between various booths located throughout the stadium

· Accepted payments and food orders from hundreds of customers in a fast-paced and busy environment

· Cleaned and prepared the stadium and booths for the football games

Volunteer Experience “do you have any of this? If you do and have more than one, put in this section, but if you only have one, then include it w/ your employment exp. & specify that it is a volunteer exp.”

Interests

I enjoy sports such as basketball, volleyball, and swimming, as well as art and computer technology.

=> “do not put references available upon request, this is assumed; have 3 work references on a separate piece of paper”

Cover Letter Format

Date

Employer’s name

Company name & address

Salutation:

If you know the name:

Dear Mr. Smith,

If you don’t know the name:

Re: Summer Student Position, Posting Number 1234

Introductory Paragraph

State clearly why you are writing the letter, give the title of the position or type of work you are applying for, state where you found out about it (i.e. newspaper ad), and a little background info about yourself (i.e. student at s.a.i.t. and just finished first year of civil engineering).

Middle Paragraph (this can be broken into two paragraphs if you like and it doesn’t matter which one you put first)

1st paragraph: give examples of transferable skills (skills that are important to any company i.e. hardworking, reliable)

2nd paragraph: give examples of skills that are directly related to the position (you should find them in the job ad), and give concrete examples of how you have these skills (i.e. “I have developed creative skills during my experience as a sales representative at Beanie Heaven through creating displays of beanie’s”).

=> this is your opportunity to link yourself to the position and make specific comments about this potential opportunity.  Go into greater depth about your skills and accomplishments as they relate to the position.  Do not simply restate what is in the resume.  Also, include one to two concrete examples to back-up your statements.

Closing Paragraph

Re-emphasize your interest in this position, and summarize your overall interest.  Express enthusiasm for hearing back from the employer.  Include your phone number (the # best to get a hold of you at) and state that you are available for an interview at the employer’s convenience.  

Sincerely,

Signature

Name typed out

=> you should have one of these for every job that you apply to, especially the ones that you really want.

Sample Reference Page

References for Leonard Miguel

Lolita Miguel

Manager at Bank of Montreal

Telephone: 222-1111 (work)




123 4 St. SW




       222-2222 (home)




Calgary, AB
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Tara Miguel

repeat same as above

=> you should have a minimum of 3 work references

