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TO WHOM IT MAY CONCERN,

My name is Anthony Patten, and | am a professional adult educator and freelance business writer. |
recently came across Bow Valley College’s job posting for Writing Specialist, and | believe that | am a
perfect match for this position.

| have spent the better part of the last six years working (very nearby) at Global Village Calgary, during
which time | prepared many of my own Business English students for their entry into Bow Valley
programs. | am also a lifelong writer, with extensive experience in the areas of fiction, academia, and
(most recently) business.

Other reasons that | am an excellent fit include:

e 5 years of experience designing, developing, promoting, and facilitating writing courses and
workshops in a corporate-educational context

e Extensive experience with workshopping format and etiquette, and several degrees and
certifications in writing or writing-related disciplines

e Areputation among both corporate and educational stakeholders for commitment,
organization, creativity, politeness, and leadership

e Years of modeling an agile philosophy in the workplace, and of prizing relationships and open
communication with colleagues, students, and managers

e Excellent critical thinking skills and good judgement when taking initiative
e Astrong desire to succeed and grow, both on the personal and organizational levels

e Very strong aptitude for computers and technology

For a more detailed look at my experience, accomplishments, and qualifications, please see the work
and education summaries on the following pages. If you would like to contact me, please don’t hesitate
to call (403) 870-8378 (preferably in the afternoon).

Thank you very much for taking the time to read this letter. | hope to hear from you soon, so that | can
begin to prove why | believe | am a perfect candidate for this position.

Best Regards,

Anthony Patten


https://ca.linkedin.com/in/anthony-patten-5350571b
https://www.anthonypatten.com/
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® Certified technical writer, experienced fiction writer, and ®  Extensive experience teaching and workshopping writing with
expert adult language educator adults in academic, fiction, and language learning contexts

®  Successful freelance proposal, copy, and content writer/editor ®  Proficient with numerous software suites and passionate
in a complex field (Disability Management) about educational technology

®  Strong interpersonal skills and work ethic, both when working ®  (Can be trusted to embody agile methodologies and advocate
unsupervised or as a member of a team for the company

FEBRUARY 2019 — PRESENT
FREELANCE TECHNICAL WRITER, WORK COMP. TECH (WCTL) (A DIVISION OF WINDLEY ELY)

Currently performing the roles of writer (including technical, content, proposal, and copy writing),
editor/proofreader, and web designer for a subsidiary of a national disability management firm

Regularly meeting with executives and SMEs to discuss marketing strategy and communication directives

Worote 4 successful RFP responses to companies seeking disability management services bids, all of which resulted
in contracts, including one of Alberta’s largest power-supply firms and one of Canada’s largest pet-retail chains
Revamped, redesigned, and occasionally rewrote existing company sales materials, including brochures, webpages,
and presentations

Completely designed and created new company webpage (WCTL.com).

JANUARY 2015 - JUNE 2020
BUSINESS ENGLISH PROGRAM DEVELOPER AND INSTRUCTOR, GLOBAL VILLAGE ENGLISH CENTRE

Applied best practices in adult instructional design to create a blended (face-to-face driven) class structure with an
average student rating of 9/10 for quality over 5 years

Designed, Developed, Implemented, and Evaluated the entire Business English Program for 5 years

Workshopped student resumes and business documents one on one

Continually applied the best available online tools to gamify the student learning experience, developing an
informal reputation for technological aptitude among peers, students, and management

Presented at a national conference on the best uses of online training tools for the classroom (TESOL Canada, 2016)
Designed and Executed several professional development seminars on the use and implementation of online
learning tools in the classroom throughout tenure with the company

Led the training of other instructors in the use of online teaching tools at the outset of the COVID-19 pandemic

MARCH 2014 - JULY 2014
TEACHER ASSISTANT, CALGARY BOARD OF EDUCATION

MARCH 2012 — DECEMBER 2013
HUMANITIES AND ENGLISH TUTOR, SEALY TUTORING

MARCH 2012 — SEPTEMBER 2013
VOLUNTEER DOCENT, VANCOUVER MARITIME MUSEUM

MARCH 2012 - MAY 2013
VOLUNTEER MENTOR, VANCOUVER SCHOOL BOARD MENTORSHIP PROGRAM

SEMPTEMBER 2005 - JUNE 2010
SEMINAR CENTRE EVENING STAFF, UNIVERSITY OF CALGARY, FACULTY OF CONTINUING EDUCATION
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EDUCATION

2017 - 2020
TECHNICAL WRITING CERTIFICATE, MOUNT ROYAL UNIVERSITY (GPA: 4.00)

AREAS OF STUDY:
®  Theory and Best Practices for Technical Communication ®  Producing Software Specifications
®  Writing and Editing for Digital Media ®  Site Architecture and Content Writing for Online Media
®  (Creating Training Manuals ®  Design and Authoring for Online Media
®  Writing User Guides ® Documentation Project Management
®  Advanced MS Word ®  Preparing Policies and Procedures
®  Advanced Proofreading and Editing ® Document Layout and Design

2014
ACE TESOL CERTIFICATE, MOUNT ROYAL UNIVERSITY (WITH DISTINCTION)

ACHIEVED CERTIFICATION AS AN ADULT EDUCATOR IN THE AREA OF LANGUAGE LEARNING.

2013-2014
EDUCATION PROGRAM, UNIVERSITY OF BRITISH COLUMBIA

AREAS OF STUDY:
®  Social Studies - Secondary: Curriculum and ®  Applying Developmental Theories in the
Pedagogy Classroom
®  Contemporary Issues in Social Studies: ®  Human Development, Learning, and Diversity
Secondary ®  Classroom Discourses and Teaching English
®  Education, School, and Social Institutions Language Learners: Secondary
®  Education and Media ® Assessment and Learning in the Classroom
®  Inquiry Seminars (2) ®  Cultivating Supportive School and Classroom
®  Applying Developmental Theories in the Environments
Classroom
2011 - 2012

THE WRITER’S STUDIO CERTIFICATE, SIMON FRASER UNIVERSITY

WORKSHOPPED THE NOVELS OF SEVERAL PUBLISHED AUTHORS. LISTED IN THE ACKNOWLEDGEMENTS OF JANIE CHANG’S THREE SOULS AS A KEY CONTRIBUTOR (ISBN:
0062293192). PUBLISHED AN EXCERPT IN THE ANTHOLOGY COLLECTION EMERGE (2011) (ISBN: 978-0-86491-326-5). COURSES WERE 100% IN WORKSHOP
FORMAT.

2005 - 2010
BACHELOR OF HISTORY, UNIVERSITY OF CALGARY

EARNED A GPA OF 3.30. AWARDED A CONNOTATION IN CREATIVE WRITING FOR COMPLETING ALL UOFC CREATIVE WRITING CLASSES. STUDIED UNDER SEVERAL PUBLISHED
AUTHORS. COURSES WERE 100% IN WORKSHOP FORMAT.
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