Co-op Cover Letter (before)
200 King Street

Waterloo, ON A1A 1A1  
September 12, 20xx
ABC Company

123 King Street North

Mississauga, ON M3P 2N1

Dear Sir: 
When I read your advertisement for a Research Assistant on WaterlooWorks on September 10, 20xx, I noticed how well your requirements fit with my career goals.  I’m a 3rd year student at the University of Waterloo enrolled in Environmental Studies. I do have some research experience. XYZ Company has a strong reputation in the environmental field and I would like to be a part of your organization.
During one of my co-op work terms, I was a research assistant in a laboratory. The professor I was working for was absent most of the term attending conferences. This required me to independently manage a major section of a research project. This involved conducting expensive journal and internet research. I compiled the information in a database so that my supervisor could easily search and retrieve the information he required. On my own time, after researching, I produced a user manual so that the database could be updated by future students. I got an excellent on this work term.  

In addition to my research and organization abilities, I also offer effective written and oral communication skills; developed over several co-op work terms. In each of my roles, I responded to various client and staff inquiries by telephone and email in a timely and professional manner. My references (noted on my attached resume) will speak of my success with the application of those skills.
I am confident that I can be a part of your team and look forward to describing my background in more detail. Thank you for your consideration and time. 
Regards, 
John Smith
