Cover Letters

In many cases, your cover letter for a job in a school will receive more attention than would cover letters in
most other industries. Administrators view your cover letter as an indication of your enthusiasm for teaching
and of your ability to communicate. The best cover letters come alive—that is, they convey something of your
personality in a way that your resume generally will not. Cover letters present the opportunity for you to do
several things:

1. Demonstrate that you are interested in applying to that particular school district.

2. Highlight your two or three strengths as a teacher—and reflect your unique experiences as a teacher.

3. Express your enthusiasm for teaching, for working with young people and/or for the particular grade level or subject
you will teach.

How do you demonstrate that you are interested in a district?

Research that district and include a bit of what you find in your cover letter. For example, if you went on a district's
website, and you saw that they offer a variety of teacher mentorship programs, you might write a sentence or two about
how the mentoring you've already received as a student teacher has influenced your teaching style, and that you are
excited about the opportunities to be mentored by experienced teachers in the district. (Only if that's the truth for you -
don't make things up!)

How do you highlight your strengths?

While your resume presents your background in chronological form, your cover letter offers you the opportunity to draw
your readers' attention to a couple of your main strengths (preferably as they relate to the expressed philosophy or
needs of the district, though often it is difficult to make such a direct link).

The best cover letters use specifics to back up general statements. These specifics can reflect your unique experiences
in the classroom and the strengths they represent:

"To my practicum teaching experiences, | have brought classroom management techniques that were honed in my two
camp counseling jobs, where | was frequently in charge of 30 to 40 seven- and eight-year-olds, without any assistance."

OR "l believe it's important to understand the different learning styles and strengths that students bring to the classroom.
In my clinical practice experience at Jane Doe Elementary School, | used movement and dance to encourage the more
tactile learners. For the more auditory learners, | incorporated music, rhythms and nature sounds into some of my
science lessons."

OR "l strongly believe that every child is teachable. This was made real for me when a first-grader who had been
diagnosed with a learning disability, and with whom | had been working one-on-one for nearly a semester, had a
breakthrough in his reading ability that surprised even his classroom teacher."

The point is, your cover letter should emphasize your strengths as a teacher, which are most effectively demonstrated through positive,
concrete examples.

PRACTICAL TIPS:

1. Keep arecord of all correspondence.

2. The letter should be addressed to a particular individual in the district. If that person is not apparent from
the website, call the district office for that person's name and title.

3. Use simple, direct language and correct grammar.

4. Use plain bond paper in white, off-white, light beige or light gray. Use the same paper for your cover letters
and resumes, and you can use matching envelopes, as well.

5. Strive for a "picture frame effect" with your margins. Business letters are folded in thirds and mailed in long
envelopes, about 9 1/2 inches long.

6. Have a friend carefully proofread your letters for errors.

7. Be sure to sign your letters, and make certain your address is plainly visible.

8. Ask for an interview, and include your phone number and email address in your closing paragraph.
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