Your Street Address

Town, State, and Zip

Today’s Date

Administrator’s Name

Administrator’s Title (if available)

School or District Name

Street Address

Town, State, and Zip

Dear __________: (If unknown, use “Dear Search Committee” not “To Whom It May Concern, or Dear Sir or Madam”)

The first sentence must name the specific position for which you are applying.  This is because the very first reader of your resume will probably be a secretary who needs this information to place your letter in the correct pile.

Begin your second paragraph with a standout sentence that accomplishes three goals:  It grabs the attention of the reader, shows how you can help the school address its needs, and sets a well-written, genuine tone.  Continue with a brief but effective description of your strengths and accomplishments as they relate to the needs of the school.  You can highlight other special skills or knowledge that sets you apart from other candidates at the end of this paragraph.  If you have any special connection to the school—e.g., you are a graduate of the school or you student-taught there—mention it in the first sentence of this paragraph.

Use the third paragraph to reveal yourself more fully to the reader.  You have two choices here:  Candidates who are returning to the workforce after raising their families, those who are changing jobs or careers, and inexperienced applicants can explain these circumstances.  Alternatively, you can amplify some of your accomplishments or special talents.

The fourth paragraph expresses your heartfelt commitment to teaching and to helping children.  You should conclude by thanking the reader and requesting a personal interview.

Sincerely,

Your Name 

Enclosure:  Resume

Source:  How to Get the Teaching Job You Want, Robert Fiersen and Seth Weitzman
Opening: Use standard business format

What position are you applying for?

How will you meet the school’s needs?

Spotlight special talents or circumstances

Closing

