
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Name:  ___________________      Date:  ___________



 

AMANDA JACKSON 
#321 - 2222 Reynolds Avenue 

Ottawa, ON  K1G 3T5 

(613) 555-1212 

ayjackson@gmail.com  
 

OBJECTIVE: 

To obtain a part-time position with a retail company as a sales associate. 

 

Resume Action Word List

mailto:ayjackson@gmail.com


 

o 

o 

 

o 

 

 Essential Skills Check-List

 

TECHNICAL SKILLS: 

 Cashier training – POS & VISA experience 

 Assess customer needs re: size, fit 

 Ordering, stock replacement, inventory control 

 Organize/plan/set up displays 

 Good understanding of safe work practices 

PERSONAL SKILLS: 

 Excellent team worker, focused 

 Well-presented, style-conscious 

 Outgoing, great interpersonal and communication skills 

 Reliable, honest, hard worker 

 

 

WORK EXPERIENCE: 

 Jacob Annex, Ottawa, ON    May – September, 2012 
Sales & merchandise display 

 

 Wal-Mart, Orleans, ON   Dec./2011 – March/2012 

Shelf stocker 
 

 Hunt Club Community Centre   July – August/2011 
Summer Camp instructor 

 
 

http://www.conferenceboard.ca/education/learning-tools/esp2000.pdf


 

EDUCATION: 

 Sir William Gray H.S.     Sept./2010 - present 
Ottawa, ON 

 
 

 

 St. John Ambulance First Aid   Sept./2011 

 WHMIS Certificate     Sept./2011 

 Heart & Stroke Foundation   Feb./2012 

Volunteer Canvasser 
 

 

REFERENCES: 

Available on request 
 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

http://www.jobbank.gc.ca/
http://www.workingincanada.gc.ca/home-eng.do
http://www.monster.ca/
http://www.workopolis.com/




 

 
AMANDA JACKSON 

#321 – 2222 Reynolds Avenue 
Ottawa, ON  K1G 3T5 

(613) 555-1212 

ayjackson@gmail.com  
 

OBJECTIVE: 

To obtain a part-time position with a retail company as a sales associate. 

TECHNICAL SKILLS: 

 Cashier training – POS & VISA experience 

 Assess customer needs re: size, fit 

 Ordering, stock replacement, inventory control 

 Organize/plan/set up displays 

 Good understanding of safe work practices 

PERSONAL SKILLS: 

 Excellent team worker, focused 

 Well-presented, style-conscious 

 Outgoing, great interpersonal and communication skills 

 Reliable, honest, hard worker 

WORK & VOLUNTEER EXPERIENCE: 

 Jacob Annex, Ottawa, ON    May – September, 2012 
Sales & merchandise display 

 Wal-Mart, Orleans, ON    Dec./2000 – March/2012 

Shelf stocker 

 Heart & Stroke Foundation   Feb./2012 

Volunteer Canvasser 

 Hunt Club Community Centre   July – August/2011 
Summer Camp instructor 

 

EDUCATION: 

 Sir William Gray H.S.    Sept./2010 - present 

Ottawa, ON 

 St. John Ambulance First Aid    Sept./2011 

 WHMIS Certificate     Sept./2011 

REFERENCES: 

Available on request 

mailto:ayjackson@gmail.com


NAME 

Address 

Phone No. 

eMail 
 

OBJECTIVE: 

 

TECHNICAL SKILLS: 

   

   

   

  

PERSONAL SKILLS: 

   

   

   

  

WORK EXPERIENCE: 

  
  

 

  
 

  
 

EDUCATION: 

   

   

   

  
 

 

REFERENCES: 

Available on request 



Essential Skills CheckList:  

Put a checkmark in the column that best describes you.  

 

Skills Examples Good in this 
area 

Need 
improvement 

Communication 
Skills: my ability to 
read, write, speak and 
listen. 

 Read a newspaper 

 Complete order forms or shift reports 

 Carry on a conversation with co-workers 
or customers 

 Understand and follow directions 

  

"Numbers" Skills: my 
ability to know when 
and how to use 
numbers accurately 

 Total customer bills, receive payments, 
and make change 

 Estimate costs & amount of time needed 
to complete a job 

 Measure accurately 

  

Computer Skills: my 
ability to use a 
computer and other 
electronic devices. 

 Create a letter or report – using MS 
Word 

 Use electronically-controlled equipment 

 Program devices such as a PVR 

  

Decision-making and 
Problem-solving 
Skills: my ability to 
think about a problem 
and make good 
choices to solve it. 

 Fix a scheduling conflict at home 

 Decide purchasing priorities within a 
fixed budget 

 Help two friends who are having an 
argument 

  

Learning Skills: my 
ability to keep on 
learning throughout my 
life. 

 Keep on top of current events through 
various news media 

 Develop a new hobby/interest 

 Consider mistakes as opportunities to 
learn 

  

Creative Skills: my 
ability to think of new 
ways to do or make 
things 

 Decorate a room 

 Bring together people who could 
organize an event – tournament, 
reunion, etc. 

 Figure out ways to stretch your budget. 

  

Teamwork Skills: my 
ability to work well with 
other people 

 

 Participate in a neighbourhood function 

 Volunteer for a community organization 

 Play on a sports team 
  

Personal 
Management Skills: 
my ability to manage 
my life well 

 Set goals and meet them 

 Be on time for appointments 

 Recognize stress and handle it 
  

Physical Skills: my 
ability to handle 
physical tasks 

 Do precision work 

 Have perseverance and endurance 

 Sitting at a computer or standing for 
long periods 

  

 



 

 

Work/Volunteer 
Experience 

Responsibilities Skills you acquired 

1.  

 

 

 

  

2.  

 

 

 

  

3.  

 

 

 

  

4.  

 

 

 

  

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Job Summary 

Company  

FGL Sportswear 

Location  
Nepean, ON K2H 8X3 

  

Industries  

Retail  

Job Type  

Part Time Employee  

15 – 20 hrs/wk. 

Education Level  

High School or equivalent  

Career Level  

Entry Level  

Job Reference Code  

81954M49  

Contact Information  
        Forward Resume & Cover Letter  

 
Attention: 
June McCann 
FGL Sportswear 
3657 RICHMOND RD., 
NEPEAN, ON 
K2H 8X3 

 

 
 



Sample Cover Letter 
 
 
Amanda Jackson 
#321 - 2222 Reynolds Avenue 
Ottawa, ON   
K1G 3T5 

(613) 555-1212 
 

 
May 10th 2012 
 
 

Ms. June McCann 

FGL Sportswear 

3657 RICHMOND RD., NEPEAN, ON 
K2H 8X3 
 
Dear Ms. McCann 
 

RE: SALES ASSOCIATE/TEAM MEMBER POSITION posted on the Monster.ca 
site - May 9th 2012.  Job Reference Code 81954M49  

 
I would like to apply for the sales associate position posted yesterday on the 
Monster.ca site. I am currently finishing my final year at Sir William Gray H.S. I 
am very interested in the position being offered, and am willing to start work 
immediately. 
 
Through my experiences in retail, I have demonstrated a firm belief in the 
importance of customer service. I am also confident in the skill of maintaining 
stock.  Along with being reliable, hardworking, and possessing excellent 
interpersonal skills, I truly value the concept of working on a team. I have 
included my resume for you to review.   
 
I look forward to meeting with you to discuss the above position with your 
company. I will call to arrange a meeting, at your convenience. 
 
Sincerely, 
 
 
 
 
Amanda Jackson 
/Enclosure 
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This Job Trek kit is based on a blend of online ideas & activities found on sites such as: 
 

Calgary Youth Employment Centre – www.nextsteps.org  
 
Conference Board of Canada Employability Skills 
http://www.conferenceboard.ca/education/learning-tools/esp2000.pdf 
 
HRSDC Essential Skills - http://www.hrsdc.gc.ca/eng/workplaceskills/LES/index.shtml   
 
monster.ca - A comprehensive commercial resume site, and job bank: 
http://resume.monster.ca/ 
 
 
Job Star Central: Job Search Guide from your local library: 
http://jobsmart.org/tools/resume/ 
 
 
Essential Skills and Work Habits in the Ontario Skills Passport 
http://skills.edu.gov.on.ca/OSPWeb/jsp/en/OSPskillsandworkhabits.jsp  
 

 
.  .  .  combined with numerous job search ideas and activities created and 
collected over the years. 
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