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Before you Start Your Cover Letter and Resume 
 
Writing an application for a position of interest is no easy feat.  It takes a considerable amount of time to 
put together an effective cover letter and resume that will stand out from the many applications an 
employer will receive.  Starting the cover letter and resume preparation process early will allow you to 

https://www.123test.com/


JOB APPLICATION PREPARATION 
 

2 
 

T-Chart Example: 

Job Requirements/Qualifications What have you done to demonstrate these?  
(Match your experience, education, and skills) 

We are seeking a highly motivated Co-op 
Accounting student to join our finance team in 
West Kelowna.  This role is suited to an 
individual committed to advancing their 
knowledge in a fast-paced, dynamic, team-
oriented organization. 

Provide an example(s) to demonstrate that you have 
performed in a fast-paced, dynamic, team-oriented 
environment.  Think of something you’re proud of 
(i.e. an accomplishment) where you collaborated 
with a team to accomplish a goal. 

Good organizational skills with the ability to 
prioritize numerous tasks. 

Provide an example to demonstrate your 
organizational skills/ability to prioritize.   
Example: Taking five courses, working part-time and 
maintaining a 90% average. 

Ability to communicate effectively, both 
verbally, and in writing. 

Provide an example(s) to demonstrate your 
communication ability.  Think of something you’re 
proud of (i.e. an accomplishment) where 
communication was required.  Have you presented 
in front of a large group, communicated pertinent 
information to a customer, written an extensive 
term paper, etc.) 

Previous experience in an office environment is 
an asset. 

If you have previous office experience, make sure 
you list it within the Experience section of your 
resume.   

 Assist with month-end journal entries & audit 
requests  

 Prepare monthly account reconciliations and 
analyze general ledger accounts  

 Assist with fixed asset ledger maintenance 
and monthly reconciliations with general ledger  

 Assist with Accounts Payable and Accounts 
Receivable   

 Develop Excel models and templates to assist 
with efficiencies in reporting and analysis  

 Document scanning, filing and document 
management responsibilities  

Have you taken any courses that would address your 
learning related to these tasks you would be doing?   
 
Have you worked on any projects where you were 
responsible for any of these tasks?   
 
Do you have any professional or volunteer 
experience where you performed any of these 
tasks? 

 3rd – 4th year business/accounting student  

 Good business acumen; strong desire to learn  

 Outstanding attention to detail  

 Excellent computer skills with proficiency 
using Microsoft Office programs; Excel skills 
must be intermediate or above 

In the first paragraph of your cover letter, state that 
you are currently pursuing your BBA in Accounting.  
Provide an example(s) to demonstrate your 
attention to detail.  In your Highlights of 
Qualifications section on your resume, state your 
Excel skills.  What examples can you provide to 
demonstrate using Excel. 

Position: 4-month Co-op Accounting student 
position with the potential to be extended.  
Monday to Friday, 40 hours per week. 
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Writing an Effective Cover Letter and Resume 
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