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What childcare workers do Useful skills, experience and training  

Keep children safe and healthy 
- First aid and CPR 
- Health and safety training 

Entertain children 
- Knowledge of games, songs, and activities 
- Experience working with groups of children 
- Patient, caring attitude 

Teach children 
- Knowledge of how children grow and learn 
- ECE or other formal training 

Work with parents and other 
daycare workers 

- Strong communication skills  
- Being a positive, cooperative team member 
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Research Tip #2: 
 
If you have a job ad, read it carefully!  
 
If an employer asks for something in an ad, and 
you have it, tell them in your cover letter! 
  
You can also get good ideas for other cover 
letters: if one employer wants a particular skill, 
others probably do too! 

Research Tip #1: 
 
Try to find out useful information about specific 
employers. For example, maybe there’s a 
daycare centre that really prides itself on being 
homey and friendly. If you apply there, you can 
add “warmth and friendliness” to your list of 
things they want in employees.  



2nd Chance Employment Counselling 4  

������
����	����

����
�
9����
���	��������
�
������

���:�������
��
*����������� ��
���	��������������������
	����	 ���
������
�����
����������
������
��������������	��
�0����������������������
�����������
����
�����'�
�
�
�

When you do this: The employer thinks this: 

Use good quality paper, envelopes, and 
printer (never handwrite it!) 

Good, I can read this. 

Show your knowledge of the company This person is really interested and thorough 

Include key skills That’s just what I was looking for!  

Be brief and direct, never more than one 
page 

I have time to read this – this person is efficient 

Leave salary expectations out    (unless it 
is asked) 

I wonder what this person expects to be paid  – I 
will have to ask them at the interview 

Talk about your skills, not yourself (be 
careful not to use “I” too much) 

This letter doesn’t sound self-centred. It sounds 
like the person who wrote it cares about my 
company and how he can help us. 

Use a name (instead of “dear sir”) and 
make sure it is spelled right.  Never use “to 
whom it may concern.” 

This letter is for me – better read it 
Or aha! This person took the time to find out     
– she is really conscientious 

Show your knowledge of the position This person knows what it takes,  and he has it 

Make it look nice  
·  use matching format for cover letters 

and resumes 
·  don’t cram too much on one page 

This looks easy to read – and this person is a tidy, 
professional type 

Be careful 
·  sign and date your letter 
·  check for spelling and grammar errors 
·  make sure you are sending it to the 

right place and the right person 

This person is a mature, professional person 
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