TEACHER COVER LETTER 


Include an introductory cover letter with each resume you send to employers. They are usually one page.  
Address optional 
Phone/Email 
Date 

Person's Name*, Title
Employer Name
Street Address
City, State, ZIP Code 

Dear (Mr., Ms., Dr., etc.):† 

First Paragraph:

Purpose:  To grab the reader's attention and establish interest in employment with that school!

· Provide an opening sentence which entices the reader to continue reading

· Name the job for which you are applying if you know of a specific vacancy with the school district.  Also, tell how you learned of the position.

· Mention specific knowledge of the school to indicate your interest.

Second (and third if needed) Paragraph: 
Purpose:  Demonstrate your ability to add value to the school, and highlight your key strengths and abilities.

· Acknowledge the skills required by the teaching position in which you are interested.

· State the specific skills/strengths you are prepared to bring to the school.  These skills should parallel those qualities needed to succeed in the teaching position you are applying for.  Give examples of your skills and any related work experience (quantified results, accomplishments, achievements.)  Explain how these skills will transfer to the position for which you are applying.

· Try not to repeat the information on your resume.  Instead, refer reader to enclosed resume or application.

Final Paragraph

Purpose:  Ensure follow-up action and extend your appreciation for being considered!

· Make it easy for the person to contact you.  Even though it is on your resume, you should list phone number(s), days, and times when you can be reached.

· Thank them sincerely for their time and consideration of your application.

Sincerely,

Type your name

Enclosure(s) (refers to enclosed resume and other required materials) 

* Make every effort to get a specific name. If you absolutely cannot get a specific name, address your letter to the right department, making sure you know the current name of the department--for example, Human Resources vs. Personnel. 

† If you are unable to get a name or do not even have the employer name (for example, if you are replying to a "blind" ad), do not use "Dear Sir/Madam" or "To Whom It May Concern." More appropriate salutations might be "Dear Employer," "(Position Title) Search Committee," or "Director of (fill in appropriate department)". 
509.555.1234 
s.wildcat@cwu.edu
February 10, 201x






Dr. Nellie Sherman, Superintendent

Valley View Elementary School
PO Box 333

Ellensburg, WA  98926






Dear Dr. Sherman:
I have enclosed my resume in response to your vacancy announcement listed with Central Washington University's Career Services job search engine.  After becoming aware of your vacancy, I researched your school district’s web page and am especially impressed with the level of technology that has been incorporated into your classrooms.

As a student teacher with the Ellensburg School District, I successfully taught math, science, literature and social studies at the 4th grade level.  I am receiving my bachelor's degree in June 202x in Elementary Education with a minor in Social Studies and Spanish through Central Washington University.  During the past several years, I have been preparing myself for a position as a teacher in an established school system, where I can apply my teaching, training and administrative experience to manage and motivate a classroom of diverse students.  A key component to student success is differentiated instruction and it was a focal point during my student teaching.  I was also exposed to using the Common Core State Standards during lesson planning and instruction as well as becoming accustomed to the Charlotte Danielson Framework for the new teacher assessment.  
As per the job description, your school district values an employee that possesses experience in differentiated instruction, promoting critical thinking and problem-solving, and lastly, the passion for teaching students.  I know that I can demonstrate these desired skills and would be grateful for the opportunity to discuss how I can implement them in the classroom.
The enclosed materials provide an overview of my background, but I would like the opportunity to meet with you to explain my qualifications and the ways I can contribute to the Ellensburg School District.  The best way to reach me is by calling (509) 555-1234 or email at s.wildcat@cwu.edu. Thank you for your time and consideration.
Sincerely,







Skylar Wildcat

Enclosure(s):  Resume and references  
CWU Career Services, www.cwu.edu/career, 509.963.1921
June 18, 2020 vs

