
Education Cover Letter – Letter of Inquiry 

 

150 North Main Street 

Batavia, NY 14020 

 

April 3, 20XX 

 

Ms. Glenda Jones 

Assistant Superintendent 

Cabarrus County Schools 

Human Resources Department 

P.O. Box 388 

Concord, NC 28026 

 

Dear Ms. Jones: 

 

I am writing to inquire about any special education teaching opportunities that may be available in your 

district for the school year beginning in fall 20XX. In December 20XX, I completed a rigorous education 

program in Childhood Education and Special Education at SUNY Geneseo, and I am eager to utilize my 

education and experience in a new teaching setting when I relocate to North Carolina this August. My 

passion for working with students with a range of academic needs and diversifying the curriculum in unique 

ways to best meet the needs of each individual student would assuredly contribute to student learning within 

your district.        

 

I recently finished a placement as a temporary teacher at Mary Cariola Center, and I am currently a Teacher 

Assistant within the agency at the middle school. Through these experiences I have worked with students of 

various ability levels from the ages of 12-20.  During my time as a temporary teacher I took over all 

responsibilities of the classroom including leading themed group lessons, training new staff and facilitating 

team meetings with other professional staff.  In my current position, I provide direct assistance to the head 

special education teacher in areas such as leading group activities and planning individualized student 

instruction.   

 

Additionally, my student teaching experiences provided me with opportunities to work with students in 

diverse settings. First, I taught in a second grade general education setting at Rochester City School #46, and 

my second placement was a 6:1:1 special education classroom with four students through Genesee Valley 

BOCES at Alexander Elementary School. Throughout both of these experiences, I planned and delivered 

creative lessons in alignment with curricular standards, incorporated the use of Chromebooks into math and 

ELA lessons, and collaborated with teachers, administrators, and parents to ensure students’ learning needs 

were being met on a daily basis. I am particularly proud of a unit I designed during my first placement to 

coincide with the Olympic Games, in which students had to research and present on a cultural tradition of a 

participating country.  

 

I look forward to the opportunity to join the teaching community at Cabarrus County Schools, and I have 

attached my resume for your review. Should you wish to discuss my experience and qualifications further, 

please feel free to reach out to me at jacob.smith@gmail.com or (585) 123-7890. Thank you for your 

consideration.  

 

Sincerely, 

 

 

 

Jacob Smith 


