Teacher Application Letter
Free template and two complete examples from all-docs.net. No signup required. Replace the bracketed text with your own details.
Full-block template
[Your Name]
[Your Address]
[Town, Country / City, State ZIP]
[Email]  |  [Phone]

[Date]

[Principal's Name]
[School Name]
[School Address]

Dear [Mr./Ms./Dr. Principal's Surname],

I am writing to apply for the [subject / grade] teaching position at [School Name], advertised [where you saw it]. I am a [qualification, e.g. licensed teacher / education graduate] with [X years / student-teaching] experience and [one specific strength].

[Paragraph 2: your teaching experience or training, with one concrete result. Name a method, a grade level, or a measurable outcome.]

[Paragraph 3: why this school. Show you know something specific about it and connect it to what you do.]

I have enclosed my resume and can provide references and copies of my credentials on request. I would welcome the chance to discuss how I can contribute to [School Name] and can come in at whatever time suits your timetable.

Thank you for your time and consideration.

Yours sincerely,
[Signature]
[Your Name]
Example 1: experienced teacher
Grace Mensah
14 Ridge Road
Accra, Ghana
grace.mensah@example.com  |  +233 20 555 0167

3 September 2026

Mr. Kwabena Antwi
Head Teacher, Ridgeway Preparatory School
12 School Lane, Accra

Dear Mr. Antwi,

I am writing to apply for the Primary 4 teaching position at Ridgeway Preparatory School, advertised on your school notice board. I am a licensed teacher with six years of experience in upper-primary classrooms and a consistent record of raising literacy results.

In my current post at St. Andrew's Primary, I teach English and Mathematics to a class of 38. Over two years I moved the class reading average from below grade level to a full year above it by running daily 20-minute guided-reading groups and tracking each child's progress week by week. I also coordinate the school's inter-class spelling competition, which has lifted engagement across the lower school.

Ridgeway's focus on small-group teaching and its new library are the conditions I do my best work in. I would bring the same structured, progress-tracked approach to your Primary 4 class and support the wider literacy programme you are building.

I have enclosed my resume and can provide references and copies of my teaching licence on request. I would welcome the chance to discuss the role and can come in on any afternoon, since my teaching day ends at 2.30.

Thank you for your time and consideration.

Yours sincerely,
Grace Mensah
Example 2: teacher with no experience
Joy Adeyemi
27 Unity Close
Ibadan, Nigeria
joy.adeyemi@example.com  |  +234 80 5555 0118

3 September 2026

Mrs. Funke Bello
Principal, Crownfield Secondary School
5 Awolowo Avenue, Ibadan

Dear Mrs. Bello,

I am writing to apply for the Biology teaching position at Crownfield Secondary School, advertised in the Nigerian Tribune on 28 August. I am a 2026 B.Sc. Ed. (Biology) graduate of the University of Ibadan. I am new to full-time teaching, and my training and results so far speak to what I can do in your classroom.

During my one-year teaching practice at Government College, Ibadan, I planned and taught Biology to two SS2 classes of more than 40 students each. I introduced a weekly practical built from low-cost local materials, and my supervising teacher recorded a rise in class test averages over the term. I hold a credit pass in all my teaching subjects and completed my NYSC orientation this year.

I chose to apply to Crownfield because of its strong science results and its reputation for supporting new teachers. I learn quickly, I prepare thoroughly, and I would value mentoring as I grow into the role.

I have enclosed my resume, my NYSC discharge certificate, and my degree result. I do not ask you to overlook my lack of experience. I ask for the chance to show what I have prepared for, and I can teach a sample lesson on request.

Thank you for your time and consideration.

Yours sincerely,
Joy Adeyemi

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
Free template from all-docs.net/cover-letter/teacher-application-letter-example/
