8.1c: Letter of application


A letter of application should state clearly your reasons for applying for the post, matching your qualifications, experiences, particular skills and personal qualities to the post as described in the information sent to you from the school. The letter should normally be no more than two sides of A4 in length. A suggested format is given in Figure 8.1.1.Address [at top right hand of page]
Date

Name of head teacher Address

Dear Sir/Madam or Name of head teacher

Paragraph 1
In reply to your advertisement in [name of publication] of [date] I should like to apply for the post of [subject(s)] teacher [quote reference number if one is given] at [name of school]. Or I have been informed by my institution that, in September, you will have a vacancy on your staff for a teacher of [subject(s)] and I should like to apply for this post.

Paragraphs 2/3
This section should begin by explaining why you are applying for this particular post. It should then carefully match your qualifications, experience, particular skills and personal qualities to those required by the school, indicating what you could contribute as a teacher of the subject(s) specified.

Paragraphs 3/4
These might begin: The attached curriculum vitae provides details of the content of my teacher education. I would also like to draw your attention to . . . [here outline any special features of your ITE and your particular interest in these, anything significant about your teaching and any other work experience, anything else you have to offer above required specifically by the post, including being able to speak a language other than English; extra-curricular activities; a second subject; skills in information and communication/digital technology; pastoral work, etc. that you wish the school to be aware of and any other information about interests and activities related to the post or to you as
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a teacher, including additional qualifications, awards and positions of responsibility you have held].

[If you are unavailable for interview on any days, this is the point to mention it [see notes in unit 8.1 about this]. You might indicate this by including a statement such as ‘It may be helpful to know that my examinations [or other event] occur on the following date(s) [quote actual dates]. Unfortunately, this means that I am not able to attend for an interview on those dates. I hope this does not cause inconvenience as, should you wish to interview me, I could come at any other time.’]

Yours faithfully
[or Yours sincerely if you use the head teacher’s name]

[Signature]


Figure 8.1.1 Format for a letter of application
