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 Develop Good Work 
Ethics: 

 A belief  in work as a moral good: a set of  values centered on the 
importance of  doing work and reflected especially in a desire or 
determination to work hard. (Merriam Webster dictionary.) 

 
• https://www.youtube.com/watch?v=4XUD8v9xJ8I 

 

https://www.youtube.com/watch?v=4XUD8v9xJ8I
https://www.youtube.com/watch?v=4XUD8v9xJ8I
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 Pre Interview:  
Cover Letter 

A cover letter, also known as a covering letter or application letter, is a one-
page document that introduces a job seeker’s work history, professional skills, 
and personal interest in applying for a job. 

Three questions that must be answered in the Cover Letter: 
1. Why are you choosing this company? (Research, the company on google) 
2. Why are you interested in this position/area? (Your skill, passion 

interest in this area, experiences) 
3. Why should you be hired?  sell yourself, (strengths, skills 

(communication skills, qualities etc) 



P a g e  | 3 

10/22/2020 
P a g e  | 1 

 

 Cover Letter Sample  
Prescott John  
#12 New Candor Street        Your Name & 

Happy Village     Address  

San Fernando 

 

Wednesday, 21 October 2020     Current Date  

 

Mr. Harold James     Specific Individual 

Human Resource Manager   Position 

R & K Electronics Limited           &    

Cipero Street     Companyôs Address 

San Fernando 

 

Re: Application for the position of an Electronics Technician Assistant/Dear Mr. James or “Sir/Madam” or “To 

Whom It May Concern” 

 

With reference to your advertisement in the ‘Daily Newsday / Express’ newspaper (online advertisement), dated May 13, 

2020, I wish to apply for the above-mentioned position. As a result of having the right skills and qualifications, it gives me 

much pleasure to forward this letter to your organization.  

 

I am a very hardworking and trustworthy individual who possesses maturity beyond my age.  Attending Servol has 

complemented my development in areas such as punctuality, attendance, discipline, respect and cooperation, which can be 

a valuable asset to your company.  I can work in areas with little or no supervision, as well as within a group.   

 

See attached a copy of my résumé for your perusal and please contact me at 653-5436, at a time of your convenience. Hoping 

you will grant me an interview whereby further information will be provided in greater detail.  Awaiting with anticipation 

your favourable response. 

 

Yours respectfully, 

 

………………………….         Your Signature 

Prescott John  

FULL  

BLOCK 

STYLE  

*The Opening 

* The Body 

* The Closing 
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 Pre Interview:  
Curriculum Vitae/ 
Resume 

• A brief  account of  a person's education, 
qualifications, and previous occupations, 
typically sent with a job application. 

(Oxford dictionary) 

 
https://www.youtube.com/watch?v=IliY4-E-WJs  

https://www.youtube.com/watch?v=IliY4-E-WJs
https://www.youtube.com/watch?v=IliY4-E-WJs
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Sample 

Résumé Prescott John 
# 12 New Candor Street, Happy Village, San Fernando 

Date of Birth:  27th January, 1988 

Phone: 653-5436 / 746-3862 

Email: prescot@hotmail.com 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note: 

Two 

references 

are required. 

If references 

are not listed 

in the 

résumé, you 

can state the 

following: 

“References 

upon 

request” 

(last option). 

Professional Profile  

To be employed as an Electronics Technician Assistant in your 

organization where I can be part of a performance-driven team with 

equal opportunity for advancement. 

 

Work Experience 

Jan 2013 - Present 

 

    

Company:  A & E’s Electronics, Marabella 

Position: Electronics Technician Assistant 

Duties: Assisting technicians with repairs of equipment. 

 

Education  

Apr 2011 –  

Dec 2012    

 

 

 

 

 

 

Jan 2011 –  

Apr 2011  

 

Sep 2005 –  

Jul 2010 

 

Servol Hi-Tech / Advanced Skills  

Training Centre - La Romaine 

 

Programmable Logic Control – (P.L.C) Electronic Technician 

Association 

Awaiting Results  

 

N.E.C. Electronics  

(Basic Electronics /Radio/TV)   Grade A 

 

Adolescent Development Programme 

* Spirituality / Self-Awareness / Parenting 

 

Siparia Comprehensive School 

C.X.C (General)  

Subject         Grade 

English Language A     2 

Principles of Business  3 

 

Special Skills 

 

Electronics - Certificate  

* Apply O.S.H. Act  

* Use, Care & Operate    

   test instruments etc. 

 

Computer Literacy - Certificate 

* Introduction to Computers 

* Windows XP 

* Microsoft Word 2007 etc. 

 

Interests 

 

Reading, Hiking, Research via computer and Basketball 

 

Reference 

 

Mr. Evans Harry   

(Teacher II) 

Technical Skills Training Centre, San Fernando 

Tel: 657-2577 
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 The Interview: 

¶ First Impressions: 
https://www.youtube.com/watch?v=JrbnTZPjg0k   

 

¶ Do’s & Donts: 
https://www.youtube.com/watch?v=HG68Ymazo18 

 
¶ Questions & Answers: 

https://www.youtube.com/watch?v=dE5a1mmVJD4 

 
¶ Zoom/Online Interview: 

https://www.youtube.com/watch?v=Si4GLeQoqLA  

https://www.youtube.com/watch?v=JrbnTZPjg0k
https://www.youtube.com/watch?v=JrbnTZPjg0k
https://www.youtube.com/watch?v=HG68Ymazo18
https://www.youtube.com/watch?v=HG68Ymazo18
https://www.youtube.com/watch?v=HG68Ymazo18
https://www.youtube.com/watch?v=dE5a1mmVJD4
https://www.youtube.com/watch?v=dE5a1mmVJD4
https://www.youtube.com/watch?v=dE5a1mmVJD4
https://www.youtube.com/watch?v=Si4GLeQoqLA

