Your name

Street Address
City, Province and Postal Code

Phone number

Email Address

Date

Agriculture Financial Services Corporation
5718 - 56 Ave.

Lacombe, AB T4L 1B1
Phone 403-782-8303

Fax 403-782-6850
To Whom It May Concern:
First Paragraph:

State the purpose of your letter-submit your application, mention the job title and reference number, as well as the source of the job offer (for example, the newspaper or www.afsc.ca). If someone has referred you to the company, mention it.

Second Paragraph:

Explain why this job interests you and explain why the employer should hire you (list your qualifications, interests, aptitudes, knowledge, and experience); invite the employer to refer to your resume. Describe your qualities by presenting examples taken from your previous work experience. It is important to show that this experience will add to their company.

Third Paragraph:

Encourage the employer to contact you for an interview by mentioning your availability and your phone number. Thank the reader for his or her time.

Sincerely,

Your Signature

Name in type

Enclosure:Resume
Your name

Street Address

City, Province and Postal Code

Phone number

Email Address

Objective: (optional) 
What do you want to do? If you include this section it should be a sentence or two about your employment goals. A customized objective that describes why you are the perfect candidate for the job can help your resume stand out from the competition. 

Experience: 
This section of your resume includes your work history. List the companies you worked for, dates of employment, the positions you held and a bulleted list of responsibilities and achievements. 

Company #1
City, Province
Dates Worked 

Job Title
Responsibilities / Achievements
Responsibilities / Achievements 

Company #2

City, State
Dates Worked 

Job Title
Responsibilities / Achievements
Responsibilities / Achievements 

Company #3
City, State
Dates Worked 

Job Title
Responsibilities / Achievements
Responsibilities / Achievements

Education: 
In the education section of your resume, list the colleges you attended, the degrees you attained, and any special awards and honors you earned. 

College, Degree
Awards, Honors 

Skills:

Include skills related to the position / career field that you are applying for i.e. computer skills, language skills. 
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Reference Checking Information Form

Please complete the form including all reference information for related previous work experience

Most Recent

Employer Name:              
Position Title before leaving:              
Manager / Supervisor:              
Contact Phone #:              
 FORMCHECKBOX 
 Please do not contact, for the following reason:               
Employer Name:              
Position Title:              
Manager / Supervisor:              
Contact Phone #:              
 FORMCHECKBOX 
 Please do not contact, for the following reason:               
Employer Name:              
Position Title:              
Manager / Supervisor:              
Contact Phone #:              
 FORMCHECKBOX 
 Please do not contact, for the following reason:               
Employer Name:              
Position Title:              
Manager / Supervisor:              
Contact Phone #:              
 FORMCHECKBOX 
 Please do not contact, for the following reason:               
By signing below, I,                             grant Agriculture Financial Services Corporation (AFSC) permission to contact the references that I have provided above in order to complete pre-employment reference checks.

_______________________________
     
Applicant Signature
Date

