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INTRODUCTION 

Career is traditionally seen as a course of successive situations that make 

up a person's work life. One can have a sporting career or a musical career 

without being a professional athlete or musician, but most frequently "career" in 

the 20th century referenced the series of jobs or positions by which one earned 

one’s money. 

As the idea of personal choice and self direction picks up in the 21st 

century, aided by the power of the Internet and the increased acceptance of 

people having multiple kinds of work, the idea of a career is shifting from a closed 

set of achievements, like a chronological resume of past jobs, to a defined set of 

pursuits looking forward. In its broadest sense, career refers to an individual’s 

work and life roles over their life span. 

Therefore, to ensure and to self-guarantee a continuously growing and 

developing career horizon, you, as a career-market ‘product’ should be able to 

present yourself well in the eyes of future potential employers and organisation. 

This is done in the form of written statements as how it is significantly carried out 

nowadays. Thus, these statements come in the form of cover letter, resume, etc. 

Hence, this handbook is intended to guide and provide you with some 

ideas on how you could do it correctly and to meet the right purpose, in order to 

ensure that the intended message is delivered and presented at best 
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1.0  WHAT IS A COVER LETTER? 

A cover letter is a letter that you send to accompany your Curriculum Vitae 

or Resume when you apply for job, whether advertised or when you are sending 

an unsolicited application. Do not over look this tool as it can be a great asset in 

your job hunt. 

1.1 WRITING A COVER LETTER 

When applying for a job a cover letter should be sent or posted with your 

resume. If you are not sure what to write, review these cover letter samples. Your 

cover letter should be specific to the position you are applying for, relating your 

skills and experience to those noted in the job posting. Your cover letter is your 

first (and best) chance to make a good impression. 

An effective cover letter should explain the reasons for your interest in the 

organization and in the job you are applying for. Take the time to review cover 

letter examples, and then make sure that your letter explains how your skills 

relate to the criteria listed in the job posting. 

However, it is important not to limit yourself to the ideas presented in 

these samples, but, do review them for ideas and suggestions. 

Keeping in mind that your letter should express a high level of interest and 

knowledge about the job you are interested in. Your cover letter will highlight the 

most relevant experience from your resume and connect that experience with the 

position you are applying for.  

Your cover letter is your first, and best, chance to sell the hiring manager 

on your candidacy for employment so make sure it's perfect!  
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1.2  COVER LETTER FORMAT 

The following cover letter format lists the information you need to include in the 

cover letter you submit with your resume. Use this cover letter format as a 

guideline to create customized cover letters to send to employers. 

Contact Information 
Your Name  

Your Address  

Your City, State, Postcode  

Your Phone Number  

Your Email Address  

Date  

Employer Contact Information  
Name  

Title  

Company 

Address  

City, State, Postcode  

Salutation  
Dear Mr./Ms. 

Body of Cover Letter  
The body of your cover letter lets the employer know what position you are 

applying for, why the employer should select you for an interview, and how you 

will follow-up.  

First Paragraph:  
The first paragraph of your letter should include information on why you are 

writing. Mention the position you are applying for. Include the name of a mutual 

contact, if you have one. Be clear and concise regarding your request. 
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Middle Paragraph: 
The next section of your cover letter should describe what you have to offer the 

employer. Convince the reader that they should grant the interview or 

appointment you requested in the first paragraph. Make strong connections 

between your abilities and their needs. Mention specifically how your skills and 

experience match the job you are applying for. Remember, you are interpreting 

your resume, not repeating it. Try to support each statement you make with a 

piece of evidence. Use several shorter paragraphs or bullets rather than one 

large block of text.  

Final Paragraph:  
Conclude your cover letter by thanking the employer for considering you for the 

position. Include information on how you will follow-up. State that you will do so 

and indicate when (one week's time is typical). You may want to reduce the time 

between sending out your resume and follow up if you fax or e-mail it.  

Complimentary Close:  
Respectfully yours,  

Signature:  
Handwritten Signature (for a mailed letter)  

Typed Signature (for email) 
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1.3 SAMPLES OF COVER LETTER 
 
Sample 1: Replying to an advertisement 
 
22, Lorong Sekama A1 
Jalan Sekama Barat 
93050 Kuching 
 
15 December 2004 
 
45, WestMoore Tower 
Lot 8-12 Section A 
99000 Kuching 
Sarawak 
 
Dear Mr Thomas, 
 
SENIOR PACKAGING INSPECTOR 
 
I am applying for the post of senior packaging inspector with your company, 
advertised in the Globe on Wednesday, 24 November 2004. 
 
You state that you are looking for a fast learner. I believe that I may be a good 
man for the job. The job itself sounds highly motivating, especially after my three 
years experience in freight delivery management. For some time now I have 
wanted to move up from my present position, which has started to become 
routine. The job at your company sounds just the right step upwards. I am sure I 
could come to grips with it right away, and master the details quickly. 
 
You will find enclosed a summary of my qualifications and working experience. 
 
Yours Sincerely, 

 
 
 
 

Geoffrey  Halford 
 
Enc 
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Sample 2: General Covering Letter  
 
60, Lorong Juara E7  
Jalan Sukma Ria 
Petra Jaya 
93050 Kuching 
 
13 December 2004 
 
99, Altec Design Westwing Tower 
Lot 8-12 Section A 
99000 Kuching 
Sarawak 
 
Dear Mr Haydon, 
 
I have recently completed an HNC in textile manufacture, and am currently 
looking for suitable long term employment. My main interest at college was in 
dyes and fabric treatment. While at college, I held exhibitions of my work, which 
received favourable comments from staff and the local press.  
 
I have recently moved to this area. Your company was brought to my attention by 
one of my lecturers at Twintech College Sarawak, who said that you were 
involved in progressive work in dyes, and suggested that I should contact you. 
While I realize that I have so much to learn in this field, I am very keen to start 
with a company known for its forward-looking policies. 
 
If you think you have any suitable vacancies for me, could you please let me 
know. I would be grateful to speak to you at any time. 
 
Yours Sincerely, 

 
 
 

 
Nigel Smart 



  TECHNOLOGY COLLEGE SARAWAK 

 Page 7 of 15  CAREER DEVELOPMENT 
  HANDBOOK 

2.0 WHAT IS A RESUME? 

The resume is a selling tool

2.1 WRITING YOUR RESUME 

 outlining your skills and experience so an employer 

can see, at a glance, how you can contribute to the employer's workplace. 

Regardless of your experience, qualifications or intelligence, you will need 

to apply for jobs and pass through the selection procedure. To apply for jobs you 

need to write a resume. Luckily, resumes are free because you can write them 

yourself. 

Your resume is made up of:  

• An accurate summary of your credentials  

• Education, achievements, job experience and goals  

• It should flow naturally and be easy to read  

Depending on their personal circumstances, people have different reasons to 

write a resume. It's important you have a clear idea of why you are writing a 

resume before you start as this will help you choose the correct resume style. 

You want to write your resume because: 

• You are applying or looking for a new job in the same industry / area.  

• You are applying or looking for a new job in a different industry / area.  

• You would like to group your experience / qualifications in one document.  

• You were asked to provide a copy of your resume.  

A resume must contain accurate information. For this reason, it is a good idea to 

keep your resume updated after each major task, accomplishment or 

qualifications received. Keep up to date with all your job contracts, qualifications 

and job descriptions. 

http://www.cvtips.com/resume.html�
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The following will help you to write your resume. 

• Contracts  

• Job Descriptions  

• Periodical Performance Reviews  

• Letters of Reference  

• Letters of Appreciation  

• Qualification Certificate's  

• Specialist Courses  

Basically, a resume is: 

• Your Life History  

• Your Job History  

• Your Achievements  

• Your Skills  

Writing a resume is hard work and it is important to get help, or at least have 

your resume reviewed, before you send it to employers. There are quite a few 

options available for getting help with your resume. If you are a college student or 

alumnus, the career services office or counsellor at your college may be able to 

help you with resume writing and with resume reviews. 

 
2.2 RESUME FORMAT 
 

The following sample resume template provides you (job seekers) with 

example of resume format that will work for almost every job seeker.  

One thing should be kept in mind is not to just copy a resume format that you 
like. Instead, choose your resume very carefully. Review sample resumes, and 
then select a format that highlights your strengths and achievements. 
Remember, your resume needs to impress the hiring manager enough so you 
get the interview. That means it needs to be perfect. 
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CURRICULUM VITAE 

 
Name 
Address 
Telephone 
Nationality 
Date of Birth 
Marital Status 

 
 
  
 
 
 
 

EDUCATION 

 
DATES SCHOOL/COLLEGE COURSE 

 
 

QUALIFICATIONS 

 
DATES EXAMINING BODY SUBJECT 

 
 

WORKING EXPERIENCE 

 
DATES EMPLOYER POSITION/DUTIES 

 
 

ADDITIONAL  INFORMATION 

 
 
 
 
 
 

REFEREES 

 
 

1 2 
 
 
 
 
 
Date 
 Virginia 22046 
 

PROFILE 

Give personal details (if 
appropriate add race, I/C 
number, citizenship) 

Compose a summarized 
personal profile 

Tabulate three 
columns in 
chronological 
order 

Don’t just put 
three O-Levels 
– list them all 
individually 

Present job 
first, working 
backwards 

Hobbies?  
Special achievement? 
Results awaited? 

Previous employer? 
Teacher? 
 Club leader? 

Month and year only 
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2.3 SAMPLE RESUME 
______________________________________________________________________ 
ROBERTO CORTEZ 
5789 Crosswoods Drive 
Falls Church, Virginia 22046 

 
Home: (703) 987-0086 Office: (703) 549-6652       

OBJECTIVE 

 
Accounting management position requiring a knowledge of international finance 
 

 
 
 
 
3.0 RESIGNATION LETTER 

 EXPERIENCE 

March 1999 to 

present 

Staff Accountant/Financial Analyst, Inter-American Imports                         

(Alexandria, Virginia) 

 Prepare accounting reports for wholesome giftware importer ($15 million 
annual sales) 

 Audit financial transactions with suppliers in 12 Latin American countries 
 Created a computerized model to adjust accounts for fluctuations in currency 

exchange rates 
 Negotiated joint-venture agreements with major suppliers in Mexico and 

Colombia 
 Implemented electronic funds transfer for vendor disbursements, improving 

cash flow and eliminating payables clerk position 
October 1995 to 

March 1999 

Staff Accountant, Monsanto Agricultural Chemicals                                               

(Mexico City, Mexico) 

 Handled budgeting, billing, and credit-processing functions for the Mexico 
City branch 

 Audited travel/entertainment expenses for Monsanto’s 30 member Latin 
American sales force 

 Assisted in launching an online computer system to automate all accounting 
functions 

 EDUCATION 

1993 to 1995 Master of Business Administration with emphasis in international business 

George Mason University (Fairfax, Virginia) 
1990 to 1993 Bachelor of Business Administration, Accounting 

University of Texas, Austin 
 INTERCULTURAL AND TECHNICAL SKILLS 
  Fluent in Spanish and German 

 Traveled extensively in Latin America 
 Excel 
 Access 
 HTML 
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It is usually not easy to resign. Even if you hate your job and cannot wait 

to start that new job, it still can be difficult to resign diplomatically and tactfully.  A 

resignation letter can help you maintain positive relationship with your old 

employer, while paving the way for you to move on. You never know when you 

might need that previous employer to give you a reference, so it makes sense to 

take the time to write a polished and professional resignation letter.  

3.1 HOW TO WRITE A RESIGNATION LETTER 

When writing a letter of resignation, it is important to keep your resignation 

letter as simple, brief, and focused as possible. It should also be positive.  

Once you have made the decision to move on, there is no point in 

criticizing your employer or your job. Your letter of resignation should include 

information on when you are leaving. You can also let the employer know you 

appreciate your time with the company. When you are not sure what to write, 

review resignation letter samples to get some ideas.  

Your resignation letter should include:  

• The fact that you are leaving and date when your resignation is effective.  

• Thanks to your employer for the opportunities you have had during your 

employment.  

Regardless of why you are resigning or how you feel about it, if you 

mention why you are leaving, make sure that you do not include anything 

negative or disparaging about the company, your supervisor, your co-workers, or 

your subordinates. This letter will be included in your employment file and could 

be shared with potential future employers; therefore, it should be professional 

and polite. 

3.2 RESIGNATION LETTER FORMAT 

http://jobsearch.about.com/od/sampleresignationletters/�
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The following resignation letter format will show you what to write in your letter of 
resignation. Your letter should be brief and factual. Simply state that you are 
resigning and give the date your resignation will be effective. 
 

Resignation Letter Format 

Your Contact Information 

First Last Name  

Address  

City, State, Postcode  

Phone Number  

Email Address  

Date  

Employer Contact Information 

Name  

Title  

Organization  

Address  

City, State, Postcode  

Salutation 
Dear Mr./Ms. Last Name,  

First Paragraph  
Your letter should say that you are resigning and state when your resignation is 

effective.  

Middle Paragraph 
The next (optional) section of your resignation letter should thank your employer 

for the opportunities you have had during your employment with the company.  

Final Paragraph 
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Conclude your resignation letter (also optional) by offering to assist with the 

transition.  

Close  

Respectfully yours,  

Signature  

Handwritten Signature (for mailed letter) 

Typed Signature (for email) 
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3.3 SAMPLES OF RESIGNATION LETTER 

Sample 1: Letter of Resignation 
Use this letter of resignation letter sample to formally inform your employer that 
you are submitting your resignation. This sample is brief and to the point. There 
is no need to give the employer any more information than they need to know, 
which is the fact that you are resigning and when you are leaving. 
 

Your Name 

Your Address  

Your City, State, Postcode  

Your Phone Number  

Date  

Name  

Title  

Organization  

Address, City, State, Postcode  

Dear Mr./Ms. Last Name:  

Please accept this letter as formal notification that I am leaving my position with 

XYZ company on September 15.  

Thank you for the opportunities provided to me during my time with the company. 

If I can be of any assistance during this transition, please let me know.  

Sincerely,  

Your Signature  

Your Typed name 
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Sample 2: Letter of Resignation 
Use this resignation letter example when you want to thank your employer and 
provide a reason for your resignation 
 
Your Name 

Your Address  

Your City, State, Postcode  

Your Phone Number  

Date  

 

Name  

Title  

Organization  

Address, City, State, Postcode  

 

Dear Mr./Ms. Last Name:  

The purpose of this letter is to announce my resignation from Company Name, 

effective two weeks from this date.  

This was not an easy decision to make, on my part. The past 10 years have been 

very rewarding. I have enjoyed working for you and managing a very successful 

team dedicated to a quality manufactured product delivered on time. 

I have accepted a position as Sales Executive at Grandour Enterprise in Kedah. 

This opportunity gives me the chance to grow professionally and we will only be 

a few miles from our families.  

I wish the company all the best. I do hope our paths cross again in the future.  

Sincerely,  

 

 

 

Your Signature  

Your Typed Name 
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