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v B cover Letter

B3 your.name@gmall.com R (XXX) XXX-XXXX Q) 142 Your Address Bivd, City Name, CA XXXXX

[Today's Date]

[Hiring Manager’'s Name]
(341 Company Address]
[Company City, State xxxxx]
[exx) o= xexx]

[hiring. manager@gmail.com)

Dear [Mr./Mrs./Ms.] [Manager's Name],

I'm thrilled to be writing to you today regarding the Construction Site Manager vacancy you posted on
[Website Name] recently, As a i d and k ledgeable individ
I'd like to take this opportunity to apply.

| with experience in the industry,

| would bring to your company a variety of construction site experience, including insights of inspection
codes and standards, equipment maintenance, and OSHA construction site safety regulations.
Additionally, | have a proven track record of identifying and developing new strategies to leverage new
construction innovations . With my present employer ~ Fast Bolt Industries Ltd., | have constantly
exceeded all goals set for me, and am valued for my ability to deal with intractable situations by coming
up with robust famr for on average 5 job sites per month, while assisting
in building construction, and ling sheet metal and i

| have extensive experience of over 8 years in this sector, and am very keen to join your company. As a

market leader in your field, you are able to offer i an array of i ble career opportunities
and a position that would present granfvlng challenges. My abilities include project budgeting, managing
client g g, I g disp and critical thinking.

| would be grateful for the opportunity to showcase my abilities further at a personal interview. Please
feel free to arrange a meeting at any time.

Sincerely,

[Name]
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Resume
Natalie Allio 1.1IEIAH§%?‘“ f’éj

75 Morument Rd., London, England W1T 1JY
Co¥: 07956 654 32
axampig-omai@oxample com

PROFESSIONAL SUMMARY

k=111

fi

Dedicated and focused secretary who excels at prioritising, completing multiple tasks 2 1 in *ﬁ E
simult sly. Spec in istrative support to busy engineering tirms. Committed to 77 #
delivering high qualny results with little supervision.Energetic, organised, and prof I
AREAS OF EXPERTISE

* Microsoft Office proficiency * Time management

* Business writing * Professional and mature

* QuickBooks expert * Strong problem solver

—ttalllioCiog L S
WORK EXPERIENCE = s
Secretary, 02/2010 to Current 3 . I lI‘I IS IIII E i Fﬂ ik ’T‘
Harlwoll Enolnoorlng = London, England
¢ Drafted ing ag materials and exocuted follow-up for meetings

and team conferences.

* Managed the receptionist area, including greeting visitors and responding to telephone and
in-person requests for information.

* Designed electronic file systems and maintained electronic and paper files.

o Wrote reports and correspondence from dictation and handwritten notes,

Administrative Assistant, 04/2008 to 01/2010
ProServe Design — London, England
Created PowerPoint presentations used for business development.
Postod open positions on company and social media websites,
Created weekly and monthly reports and presentations.
Managed the day-to-day calendar for the company's chairman,

Secretary, 08/2004 to 03/2008
Scott Engineering — London, England
e Created and maintained spreadsheets using ad Excel functions and cal ions to
develop reports and lists.
* Received and screoned a high volume of internal and external communications, including
email and post.
* Properly routed agreements, contracts and invoices through the signature process.

EOUCATION e ~<
Bachelor of Arts: English, 2004 4 =3 E 5 E ,
University of Oxford — Oxford, England . BBEAE= sx=> L |/




B cv & Resume BRI

cvV 9

Audience:
Academia

Length : as many
pages as needed

Focused on :
Academia
achievement or
research result

Education

Research/ Teaching/
Additional Experience

Grants & Awards
Publications

Conference Presentations
Language

Technical skills

References

Resume a

Audience:
Business

Length : 1-2 Pages
Focused on :

Professional
Experiences

Summary

Education

Experiences

Grants & Awards
Publications
Presentations

Language
Technical/Computer skills
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