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Resume and Cover Letter Toolkit
Entry-Level Job Seekers
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[bookmark: _Toc201046689]Before You Send Your Resume or Cover Letter
1. Did you use the job posting?
· I read the job ad carefully.
· I used some of the same words or phrases from the ad in my resume.
· I showed how I match what the employer is looking for.
2. Is your resume easy to read?
· I used a clear font (like Arial, size 12.)
· My name and contact info are at the top.
· My sections are labelled (like “Experience,” “Education.”)
· I used bullet points, not full paragraphs.
· It’s 1–2 pages only.
3. Is your cover letter friendly and focused?
· I said what job I’m applying for.
· I shared one or two things that make me a good fit.
· I used one short story or example from my life or past experience.
· I thanked the employer and said I’m excited to hear from them.
4. Are there any mistakes?
· I checked spelling and grammar.
· I asked someone I trust (like a job coach or support worker) to review it.
· I saved the file as a PDF (if the employer asks for it that way).
5. Did I talk about disability (if I chose to)?
· I only shared what I felt comfortable sharing.
· I focused on skills and strengths, not challenges.
· If I want accommodations, I know how or when to ask.
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1. You don’t have to tell the employer about your disability.
It’s your choice whether or not to share. You can get the job based on your skills, experience, and personality. In Canada, employers can’t legally ask about your disability during the hiring process.
2. Focus on your strengths, not your challenges.
Instead of thinking about what you can’t do, focus on what you can do—and do well.
Examples:
· “Great problem solver with experience adjusting plans when things change quickly”
· “Skilled in using assistive technology to stay organized and meet deadlines”
3. If you do share disability-related experience, show it as a strength.
You might include experience from disability-related programs, advocacy, or volunteer work.
Examples:
· “Completed a supported employment program where I learned customer service and time management skills”
· “Peer mentor for other youth with disabilities at a local community centre”
· “Confident in using screen readers, magnifiers, or speech-to-text software”
4. Include accommodations only if you want to.
If you need workplace accommodations (like flexible hours or assistive tech), you can choose to ask after the interview—or, if you're comfortable, briefly mention it in your cover letter.
Optional example (for a cover letter):
“If I am invited to an interview, I would be happy to discuss any accommodations that support a positive process.”
5. Use plain, professional formatting for accessibility.
This helps both you and the employer.
· Use standard fonts (like Arial, size 12)
· Left-align your text
· Don’t use tables, images, or columns
· Keep sentences and bullet points short and clear
Screen readers and other assistive tools work best with simple formatting.
6. Include non-traditional experience
You can count experience even if it wasn’t a paid job.
· Volunteering
· Helping family with care or chores
· Attending a training or work-readiness program
· Doing a short work placement (e.g., via a disability employment agency)
7. Get support if you need it
You can ask a support worker, job coach, or friend to help you write or review your resume. CCRW offers free resume support and guidance.
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1. Jobscan Resume Builder (https://www.jobscan.co/resume-builder)
· Accessible layout and clear instructions
· Allows you to tailor your resume to a job ad by analyzing keywords
· Offers templates with plain formatting
Great for: Learners practicing job posting “keyword matching”
CCRW clients get a free premium Jobscan account
2. Microsoft Word (with Accessibility Checker)
· Built-in resume templates
· Accessibility Checker helps ensure documents are screen reader-friendly
· Works well with screen readers like NVDA and JAWS
· Offers voice typing (via Dictate) and spelling/grammar help
Great for: All users, especially screen reader or keyboard-only users
3. Google Docs
· Free and cloud-based
· Screen reader-compatible
· Has voice typing (Tools > Voice Typing)
· Works well with extensions like Grammarly or Screen Reader by Google
Great for: Users who need flexibility or collaborate with job coaches/support workers
4. Hemingway Editor (www.hemingwayapp.com)
· Free web tool that checks for plain language and sentence length
· Helps simplify writing for accessibility
Great for: Ensuring cover letters are short and clear
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1. CCRW, Neil Squire, CNIB, or March of Dimes employment programs
· Many of these programs offer free, 1-on-1 support with writing resumes
· Often provide templates that work well with screen readers
· Some offer job coaching or mock interviews
2. SensusAccess (Fee-based document conversion tool)
https://www.sensusaccess.com/convert-a-file/ 
· If a learner receives a resume template or job ad that’s not accessible, this tool converts PDFs or images into readable formats.
Great for: Screen reader users who get inaccessible documents from employers
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1. Speech-to-text tools
· Dragon NaturallySpeaking (paid, but powerful)
· Google Docs Voice Typing (free)
· Windows or Mac built-in voice tools
Great for: Users with limited mobility or learning disabilities
2. Screen Readers
· NVDA (Free)
· JAWS (Paid, but often covered by funding)
· VoiceOver (Mac/iOS)
Great for: Blind or low vision job seekers
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[bookmark: _Toc201046695]LinkedIn Accessibility & Resume/Cover Letter Features
Strengths:
1. Built-in Resume Builder ("Resume Assistant")
· Available under the “Jobs” section
· Helps you create resumes based on your LinkedIn profile
· Offers suggested language from real job titles
· Saves multiple resume versions for different job types
Great for: Users who already have a detailed profile; helpful for tailoring
2. Accessibility Features:
· Compatible with screen readers like JAWS, NVDA, and VoiceOver
· Can navigate most content using keyboard alone
· Uses high-contrast, clean design
· Alt text is used on most images
Great for: Screen reader users and keyboard-only users
3. Plain-text download options:
· You can download your resume in PDF, Word, or text format from your profile
Great for: Simplifying formatting for screen readers or ATS (applicant tracking systems)
4. Inclusive profile sections:
· You can add volunteer work, accommodations advocacy, or disability-related skills
· Optional: add pronouns, alternate names, and accessibility tools used
Great for: Representing your full experience if you choose to


Considerations:
· The resume assistant is not a full-feature editor (it pulls from your profile, so edits must happen there first)
· Cover letters aren’t directly built into LinkedIn—you need to upload one when applying for jobs
· Some interface areas are cluttered or change often, which may confuse new users or screen reader users
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Strengths:
1. Resume Builder
· Walks you through creating a resume step-by-step
· Uses a structured format with plain language prompts
· Automatically formats your resume for employers
Great for: Beginners, people who prefer clear guidance or don’t have Word/Docs
2. Download Options
· Can download your resume in plain text or PDF
Great for: Accessibility and screen reader compatibility
3. Cover Letter Option
· You can upload a custom cover letter or write a short one directly in the application form
Great for: Customizing applications easily
4. Accessibility Features:
· Designed with WCAG guidelines in mind
· Keyboard-navigable resume builder
· Compatible with most screen readers
Great for: Basic screen reader use, resume uploading, and simple job applications

Considerations:
· Formatting is limited—you can't customize layout much in the builder
· Cover letters typed in Indeed are very short (not full-page letters)
· Resume preview doesn't always show how it looks to employers, which can be confusing
· Cluttered search pages may be harder to navigate with screen readers
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· Use plain fonts and no special characters or tables when uploading a resume
· Always preview your uploaded resume or cover letter to make sure nothing got misaligned
· Consider preparing your documents in Google Docs or Word first, then copy-pasting
· If using a screen reader, use desktop versions, not mobile apps—they’re more stable
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· Structured Resume Creation: The tool guides users through a step-by-step process to input qualifications, work experience, and education. 
· Pre-defined Options: Users can select from thousands of pre-defined skills and job duties, reducing the need for extensive writing. 
· Multiple Resume Management: Users can build and store multiple resumes tailored to different job applications, with options to download or print them at any time. 
· Template Selection: Two templates are available—Traditional and Youth and Recent Graduates—allowing users to choose the format that best suits their situation. 
Accessibility Considerations
· Web Accessibility Standards: The Canada Job Bank adheres to the Government of Canada's web accessibility standards, aiming to ensure that its tools are usable by individuals with various disabilities. 
· User Feedback: The platform encourages users to share feedback to help improve the accessibility and usability of its tools. 
Cover Letter Support
While the Resume Builder focuses on resume creation, the Job Bank provides resources to assist with cover letter writing:
· Guides and Tips: The platform offers guidance on how to write a good resume and prepare a cover letter, helping users tailor their applications effectively. 
Account Requirements
· Standard Account: Provides access to the Resume Builder, allows users to save favorite jobs, and track job search activity. Requires an email address, name, and address. 
· Plus Account: Offers all features of the Standard account, plus the ability to share resumes, register for Job Match, and receive invitations from employers. Requires an email address and either a Social Insurance Number (SIN) or Express Entry profile number. 
Untapped Talent – CCRW’s Job Service
https://www.untappedtalent.ca/s/?language=en_US 
Find jobs with disability inclusive employers.
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For youth, entry-level, or first-time job seekers
Each category has examples for:
· Transferable Skills (can be used in many jobs)
· Technical Skills (specific tools, equipment, or procedures)
· Employment Experience (phrased for clarity and resume use)
· Qualifications & Certificates
[bookmark: _Toc201046700]Retail, Grocery, and Customer Service
Transferable Skills
· Friendly and patient with customers
· Worked well as part of a team
· Communicated clearly with people of all ages
· Stayed calm during busy times
Technical Skills
· Operated cash register and handled money
· Stocked shelves and followed product displays
· Cleaned work area and followed food safety rules
Employment Experience Phrases
· Helped customers find products and answered questions
· Handled returns and solved problems politely
· Supported teammates by restocking items quickly
Qualifications
· Safe Food Handling Certified – 2023
· Conflict Resolution Workshop – 2022
· Workplace Readiness Program (via CCRW)
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Transferable Skills
· Reliable and always on time
· Good attention to detail
· Comfortable working independently
· Followed a routine and safety steps
Technical Skills
· Used cleaning tools (mops, vacuums, buckets)
· Followed WHMIS safety instructions
· Cleaned bathrooms, offices, and floors
Employment Experience Phrases
· Maintained clean, safe spaces for staff and visitors
· Checked supplies and restocked cleaning carts
· Followed checklist and worked with support worker
Qualifications
· WHMIS Certified – 2023
· Janitorial Skills Program – Employment Centre
[bookmark: _Toc201046702]Childcare, Eldercare, and Caregiving
Transferable Skills
· Kind, patient, and responsible
· Took care of others’ needs
· Good time management
· Able to handle routines and changes
Technical Skills
· Helped with meals, hygiene, and medication reminders
· Supervised play and group activities
· Followed daily care routines
Employment Experience Phrases
· Provided after-school care for two children
· Helped prepare snacks and support homework
· Cared for elderly family member during recovery
Qualifications
· First Aid/CPR – 2022
· Personal Support Training (non-certified)
[bookmark: _Toc201046703]Volunteering or Informal Work
Transferable Skills
· Good at organizing or helping out
· Willing to learn new things
· Supportive and dependable
· Worked with people in my community
Employment Experience Phrases
· Volunteered at food bank to sort donations
· Helped coach a youth sports team
· Assisted at cultural centre with events
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These verbs are clear, easy to understand, and suitable for describing informal, volunteer, or supported work.
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· Helped
· Cared for
· Supported
· Watched
· Fed
· Guided
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· Did
· Worked
· Cleaned
· Cooked
· Lifted
· Moved
· Stocked
· Sorted
· Folded
· Swept
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· Talked
· Welcomed
· Greeted
· Answered
· Asked
· Listened
· Shared
· Explained
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· Made
· Built
· Set up
· Decorated
· Organized
· Put together
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· Learned
· Practiced
· Trained
· Tried
· Improved
· Joined
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· Helped
· Worked with
· Supported
· Took part in
· Joined
· Backed up
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· Followed
· Used
· Followed directions
· Followed a checklist
· Used a computer
· Used a phone
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Resume Template
YOUR NAME							youremail@youremail.com
City, Province									     (###) ### - ####

HIGHLIGHTS

· Emergency First Aid/CPR Certification - YYYY
· Stress Management and Conflict Resolution Training - YYYY
· Relevant Work Experience (if any)
· Transferable Skills and Personality Traits
· Hard / Technical Skills or Experience
· Education or Programming

EDUCATION

Month YYYY – Month YYYY				Program Name
							School Name
							City, Province

WORK EXPERIENCE

Month YYYY – Month YYYY				Job Title	
							Employer Name
							City, Province

Month YYYY – Month YYYY				Job Title
							Employer name
							City, Province
				
ADDITIONAL QUALIFICATION

· Any extra skills or accomplishments to highlight.
· You can put any extra volunteering or certificates here that you’ve accomplished. 
· Personal characteristics that may be connected to your transferable skills.
· Keep it to 4 to 6 points.



REFERENCES
Name of Reference
Reference’s Position/Title
Organization
City, Province
(###) ###- ####
email@email.com 

Name of Reference
Reference’s Position/Title
Organization
City, Province
(###) ###- ####
email@email.com 

Name of Reference
Reference’s Position/Title
Organization
City, Province
(###) ###- ####
email@email.com 


2

image2.png
[@yUNTAPPEDTzlent.




