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Objective

A cover letter is a crucial document that accompanies your resume, providing a
personalized introduction and a detailed narrative of your professional
qualifications. This guide is designed to help educators craft a compelling cover
letter that addresses the specific needs and challenges of teaching roles. By
following our focused, step-by-step approach, you'll learn how to effectively
showcase your strengths and experiences, making a significant impact on
potential employers and distinguishing yourself in the competitive job market.

Structure

A well-structured cover letter is essential for a strong first impression. It should
succinctly outline your intent, qualifications, and alignment with the position's
needs. Below are the standard sections of a cover letter for educators, designed
for clarity and conciseness to meet role requirements effectively.

Introduction: Mention the specific teaching position you are applying for and
where you found the job listing. Briefly introduce yourself and express your

interest in the role.

Body

* First Paragraph: Outline your teaching philosophy and core educational
values.

e Second Paragraph: Describe relevant teaching experiences, specifically how

they align with the school's goals and objectives.

Conclusion: Reiterate your enthusiasm for the teaching position. Mention any
additional materials included with your application, such as a teaching portfolio,
and suggest the possibility of discussing your application in further detail during

an interview.

Closing: Politely close your letter with a professional closing statement (e.g.,

"Sincerely") followed by your name.
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Cover Letter Example

The cover letter examples on the following pages are provided as examples to
inspire your own writing. Be sure to personalize your cover letter with your
unique experiences and tailor it to the specific needs and requirements of the
schools to which you're applying.




Jane Doe

123 Main St

City, State, Zip

Phone: (123) 456-7890
Email: janedoe@example.com
[Date]

Hiring Manager's Name
ABC Elementary School
123 School Lane

City, State, Zip

Dear [Hiring Manager's Name],

| am writing to express my interest in the Elementary Teacher position listed on
SchoolSpring.com. With a Bachelor’s in Education from XYZ University and a student
teaching internship at a high-performance charter school, | am eager to transition my
theoretical knowledge and practical teaching experience into the vibrant environment at
ABC Elementary School.

During my internship, | developed a project-based learning curriculum in alignment with
the school's commitment to inquiry-based education, which resulted in a 15%
improvement in literacy test scores. My teaching philosophy centers on fostering a
nurturing environment where children can develop critical thinking skills and a lifelong
love of learning. | believe my approach aligns well with ABC Elementary’s mission to
empower students to achieve their best.

| am particularly impressed by ABC'’s use of educational technology in the classroom.
During my training, | specialized in technology integration and am excited about the
opportunity to implement interactive learning platforms to enhance student engagement
and understanding.

| am passionate about the opportunity to contribute to and learn from the esteemed
faculty at ABC Elementary School. Enclosed are my resume and a portfolio showcasing
lesson plans and student work. | look forward to the possibility of discussing how my
background, skills, and enthusiasm align with the goals of your school.

Thank you for considering my application. | am looking forward to the opportunity to
speak with you.

Warm regards,

Jane Doe



RACHELLE BEAUDRY 123 Anyunere 81, Ay O

hello@reallygreatsite.com
www.reallygreatsite.com

Olivia Wilson, 30 Jan 2030
Hiring Manager, Salford & Co

Dear Ms. Olivia,

| am reaching out to express my interest in the Account Executive position at Salford & Co, as per
the advertisement. Holding a Bachelor's Degree of Science in Accounting with a specialization in
Financial Management from the Business University, | am excited to bring my expertise, skills, and
dedication to excellence to your company's dynamic environment.

Throughout my academic journey, | have developed a strong foundation in financial analysis,
strategic planning, and client relationship management. My coursework in financial management
has equipped me with the knowledge to analyze financial statements, develop budgets, and create
financial forecasts, all of which are critical skills for an Account Executive.

Moreover, my previous role at Borcelle Corporation has given me practical experience in client
management and business development. Working closely with senior executives, | assisted in
developing client proposals, conducting market research, and managing client accounts. | also
contributed to sales strategies by identifying potential leads and supporting client presentations.
Additionally, | played a key role in organizing client meetings and presentations, ensuring a high
level of professionalism and meticulous attention to detail.

| have attached my resume for a more detailed overview of my qualifications and
accomplishments. Thank you for considering my application. | am eager to discuss how my skills
and experiences can meet your team's requirements and contribute to Salford & Co's

achievements.

Sincerely,

7

Rachelle Beaudry



What to Do

Tips for Crafting an
Effective Cover Letter

Do maintain a professional yet
passionate tone, reflecting your

dedication to teaching.

Do customize your cover letter for
each application. Research the school
and mention specific programs or

initiatives that excite you.

Do use concrete examples to
demonstrate your teaching methods
and successes. Include brief stories or
anecdotes that show your skills and

impact in the classroom.

Do highlight any relevant certifications
or training. Especially those specifically
valuable or required in the district you
are applying to.

What to Avoid

Watch Out for These
Common Mistakes

Don't merely repeat information from
your resume; provide additional

insights into your qualifications.

Don't use a generic or impersonal tone.
Your passion for teaching should come

through clearly in your writing.

Don't overlook the importance of
formatting and proofreading. Errors
can be seen as a lack of attention to
detail.

Don't write a lengthy cover letter. Keep

it concise; one page is typically

sufficient.




Resources

Canva: Canva is a graphic design platform that provides tools and templates for

creating cover letters and more digital assets. Using a free Canva account, you
can access a template to craft your own unique cover letter.

o Click here to learn more and view a Beginner's Guide to Canva.

o Click here to explore Teachers of Tomorrow’s collection of Canva cover

letter and resume templates.

SchoolSpring: A free comprehensive job board for educators that also provides

resources for creating effective job application materials.

The Chronicle of Higher Education: Provides career advice for teachers entering

academia, including guidance on crafting cover letters and CVs.
o Some resources free; subscription plans start at $7.42/month for digital

access.

Zety: Offers comprehensive cover letter guides and templates, including
industry-specific examples.

o Free basic tips; full access to tools starts at $14.70/month.

LiveCareer: Offers tools and templates for crafting cover letters, with tips for
educators.
o Free samples; full access to builder and templates starts at $1.95 for a 14-
day trial, then $39.95/month.



https://www.canva.com/
https://www.canva.com/learn/how-to-canva-beginners-guide/
https://www.canva.com/learn/how-to-canva-beginners-guide/
https://www.canva.com/design/DAGPK9E5I5k/p9ijyUYZEW6Seci9QlYpLA/view?utm_content=DAGPK9E5I5k&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview
https://www.canva.com/design/DAGPK9E5I5k/p9ijyUYZEW6Seci9QlYpLA/view?utm_content=DAGPK9E5I5k&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview
https://www.canva.com/design/DAGPK9E5I5k/p9ijyUYZEW6Seci9QlYpLA/view?utm_content=DAGPK9E5I5k&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview
https://www.schoolspring.com/
https://www.chronicle.com/career-resources/
https://zety.com/cover-letter-builder
https://www.livecareer.com/resume-examples/teacher#blade-10

About the Author

Dr. Jeff L. McCanna is a distinguished educational administrator with significant
expertise in human capital management, instructional leadership, and strategic
planning. Residing in Spring, Texas, he currently serves as the Officer of Human
Capital for Fargo Public Schools in North Dakota, a position he has held since
November 2022. In this role, he oversees HR activities, focusing on staffing and
retention, and implements effective HR management strategies.

Previously, Dr. McCanna was a Strategic Staffing Coach - Consultant at Texas Tech
University’s US PREP and Texas Education Association, and Chief of Human Talent
at Tomball Independent School District, where he led significant HR initiatives. His
career began at Aldine Independent School District, advancing from Principal to
Director of Human Resources, where he notably led Parker Intermediate School to
five consecutive years of State Recognized status.

Dr. McCanna holds a Doctor of Education from Texas A&M University, a Master's in
Education from Stephen F. Austin State University, and a Bachelor of Science in
Social Science from Mayville State University.

Honored as Administrator of the Year by the State of Texas
in 2003 and recipient of multiple awards from Texas A&M
University, Dr. McCanna'’s leadership is pivotal in advancing
educational excellence and nurturing potential across
educational communities.

Dr. Jeff L. McCanna
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