Date

Dear Sir or Madam, | Dear Hiring Director, | Dear Name (if you know it), | To Whom it May Concern, 
In this paragraph, state the position you are applying for and why you are applying for it. Include:
· Your interest in education and teaching English
· Why you are interested in the specific school you are applying to (name the school)
· Why you are interested in teaching in the country
This next section can be broken down into 1 – 2 paragraphs if needed. Describe why you are a good candidate for the position and school. Include:
· Details about your education including any degrees and TEFL certification
· An explanation of current or past teaching experiences. If you don’t have any, talk about your practicum experience here. What skills did you gain? How has this prepared you to be a teacher?
· Other specific skills that you may offer and that may distinguish you from other candidates such as business experience, technological skills, specialties in the fields of medicine, art, music, etc.
· Personality traits of other skills such as your ability to commit, adapt to new situations, take on challenges, communication skills, leadership, etc.
· Any international experience you’ve had
In the last paragraph, end your cover letter with the following:
· Reiterate how interested you are in the position and reference your resume if relevant
· State when you’ll be available to begin working, and if applicable, when you’ll be in the country
· Thank them for their time and consideration and let them know that you hope to hear from them
Sincerely,

Name
Email
Phone number

*Contact information can be placed at the bottom, top, or as a header in a cover letter. Be sure to keep the cover letter to one page maximum.
