[image: image1.jpg]O
SPEEDWING





Dear Sir/ Madam,

Re: WORK HOLIDAY PROGRAM SINGAPORE

[Introduction
]

[What you are currently doing and your Experience/ Skills
] 

[Other relevant skills
] 

[Thank you note
]

Yours faithfully,

Sign off

Enclosed: Resume
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Email
	OBJECTIVE



	


	QUALIFICATION



	Start month & year – End month & year (Expected)

	Name of University, State, Country

Full name of course 

Major  


	Work experience



	Start month & year – End month & year
	Name of company, position

Duties or responsibilities done.



	Start month & year – End month & year
	Name of company, position

Duties or responsibilities done.




	Activities



	Start month & year – End month & year
	Name of society/club, Position

Duties or activities done



	Start month & year – End month & year
	Name of society/club, Position

Duties or activities done


	Awards/ Achievements



	Year
	Name of award 


	Languages


	Proficiency level
	Language (Test score if it’s not your native language)




	Interests/ Skills


	





Presentable, neat-looking colour photo with a smile. 











Photo











�PAGE \# "'Page: '#'�'"  �� The first section introduces you to the potential employer that you are hoping will interview you. You can write what you hope to achieve by choosing Singapore as an internship destination and what type of jobs you are interested in. You can add in the duration of the internship that you can commit.


�PAGE \# "'Page: '#'�'"  �� The second section should cover what you are currently doing, the experience and skills you have. This is an elaboration of what you have written in your resume. Explain in detail about a particular work experience or skill you have acquired that you think will be relevant to the job you are applying for. This section is important as the employer will decide if he/she wants to interview you based on what you have written. Start a new paragraph if it is too long or if you are elaborating a few skills.


�PAGE \# "'Page: '#'�'"  �� An optional section can cover other skills you may have that you think can contribute to the company. You can include anything else that you want to let the potential employer know or be aware of.


�PAGE \# "'Page: '#'�'"  ��Thank the potential employer for his/her consideration and mention your enclosed resume.


�PAGE \# "'Page: '#'�'"  �� What you hope to do or achieve by embarking on Work Holiday Program Singapore and working in Singapore.


�PAGE \# "'Page: '#'�'"  �� Include any school exchange program that you have gone on. Do not include your grades, unless it is good.


�PAGE \# "'Page: '#'�'"  �� Put the expected year of graduation if you have not graduated.


�PAGE \# "'Page: '#'�'"  �� Start with the most recent job held or internship.


�PAGE \# "'Page: '#'�'"  ��Start with the most recent activity.


�PAGE \# "'Page: '#'�'"  �� If any.





