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Dear 5ir or Madam

Iam a hard-working and determined professional seeking an opportunity to

succeed in 8 dynamic company such as yours. I am confident that my

knowledge, ability and experience allow me to deliver successful results for

any company in & range of administrative positions

Please allow me to highlight my key skifls:

+ able to effectively manage my time through careful planning and
organization of work activities

+ an aptitude for identifying and resolving problems efficiently

+ excellent communication skills that result in positive interpersonal
relationships

+ 3 track record of meeting deadlines #nd producing accurate work of a high
standard

« proven ability to make sound decisions based on valid information

.
Iam convinced that I can be an asset in any position requiring hard work,

enthusiasm and reliability and I look forward to hearing from you in the near
future.

The enclosed resume expands on my qualifications and experience.

Thank you for your time and consideration.
Sincerely,

Janet Smith

Enclosure
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Follow these instructions to combine your
resume, cover letter, and proof of certifications
into one document while keeping the file-

size under the maximum allowance of 10 MB
(Megabytes).

Begin by opening Microsoft Word and creating
a New document.

Paste your cover letter text into the first page.

*Be sure to keep your text formatting as clean
and consistent as possible.
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JOHN SMITH

john.smith@jchnsmith.com

www.johnsmith.com

555-555-5555

Aenean ante nisi, commodo vel tincidunt quis, eleifend vel magna. Pr:
iat magna congue. Etiam vulputa

EXPERIENCE Impressive Job, Seattle, WA zoo9-present

welante farmentum,

=lerisq)
Praesent pulvinar faucibusfringilla. Ut ultrices tellus a nisi
ultrices vulputate. Suspendisse elementum interdum
consactetur. Vivamus |zcus lorem, 2uismod sed sliquet nac,
aliquzam eu tellus. Etizm valutpat sem 2 lea elementum
euismod.

Impressive Job, Seattle, WA zoo9-present

2lerisq velznte fermentum.
Praesent pulvinar faucibusfringillz. Ut ultrices tellus a nisi
ultrices vulputate. Suspendisse slemeantum interdum
consectetur. Vivamus lzcus lorem, euismod sed zliquet nec,
aliquzam eu tellus. Etizm valutpat sem 2 lea elementum
euismod.

11
SKILL! Morbi semper, augue uttempor ports, purus urna gravida

lactus, nac pretium metus nibh ac mauris. Nam tempor tellus
lobortis ante varius tincidurt.

EDUCATION Impressive University zooz-zo006
BS Structural Engineering

Professional Summer Summit zoo03
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Paste your resume text into the beginning of
the next blank page.

*Be sure to keep your text formatting as clean
and consistent as possible.
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Scan copies of the following:
e High school diploma or GED equivalent.

e Current Arizona State EMCT, EMT, or Paramedic Certification.
NOTE: National Registry certification or other State EMCT certification will not be accepted as an equivalent.

e (Current Healthcare Provider or Professional Level CPR Certification (and ACLS and PALS for CEPS).
NOTE: CPR cert/card MUST be issued by one of the following certifying agencies: AHA, ARC, NSC, ASHI, ECSI.

e |alid Arizona driver’s license with a good driving record.

Include the following if you possess these as well:
e Arizona State Firefighter | and Il Certification or International Fire Service Accreditation Congress
(IFSAC) or ProBoard Certified

e Associate of Applied Science in Fire Science degree from a regionally accredited college or university
recognized by the Department of Education.

Save these scanned copies as individual “jpg” files where you can find them and give them
an appropriate name you can easily recognize. For example: “jSmith_EMT_Cert.jpg”
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On the following pop-up window, navigate to
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Word Document
Save the file as a Word Document.

Word Template

Save the document as a template that can
be used to format future documents.,

Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003,
OpenDocument Text

Save the document in the Open Document
Format.

PDF or XPS

Publish a copy of the document as a PDOF or
XP5 file,

Other Formats

Open the Save As dial
all possible file types.
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The next step is to save your Word Document
as a “PDF”,

1.) Click on the round Windows Icon
in the top left,

2.) Click on “Save As”

3.) Click on “PDF or XPS”
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Next, make sure your newly published PDF
document is in the location you specified.

Check the filesize to ensure it is under the
maximum allowance of 10 MB (Megabytes).

The example to the left is “966 KB”
For reference, 1,000 KB is equal to 1 MB

The PDF to the left is less than 1 MB and well
below the maximum allowance of 10 MB.

At the end of your GRFD ADP Application, where
you are asked to upload your resume/certifica-
tions, upload the file you have created follow-
ing these instructions.



