HOW TO USE THIS SAMPLE (delete this box and the grey paragraph labels before submitting): This letter follows the four-paragraph structure - opening, pitch, why me, request for action - and fits on one page. Replace the [bracketed] details and rewrite the body in your own voice, swapping the sample's specifics for your own experience and, crucially, for what YOUR research uncovered about the school. Match the font and formatting of your resume, keep it to one page, and have someone proofread it before you send.
[Your Full Name]
[Suburb, State]  |  [Mobile]  |  [professional.email@example.com]
[Date]
[Principal's Name]
Principal
[School Name]
[Street Address, Suburb SA Postcode]
Re: Application for Primary Teacher (Years 3/4), Term 1 2027
Dear [Principal's Name],
Paragraph 1 — The opening: position, source, and who you are, in three sentences.
I am writing to apply for the position of Primary Teacher (Years 3/4) at [School Name], as advertised through Switch Education. I am a registered primary teacher with three years' experience across Years 2 to 5 in South Australian schools, and I believe my classroom practice and commitment to student wellbeing make me a strong candidate for this role.
Paragraph 2 — The pitch: specific, relevant accomplishments that show your practice, not a repeat of your resume.
In my current role at [Current School], I plan and teach a differentiated program across all learning areas of the Australian Curriculum, using literacy and numeracy data to set individual learning goals for every student. This year I introduced a daily review routine drawing on explicit teaching principles, which lifted our class mean in the school's numeracy screening by a full band, and I catered for a composite cohort that included students with autism and EAL/D learners through visual scaffolds and tiered tasks. Beyond the classroom, I coordinate the junior choir and coach the Year 3/4 netball team, because I believe children connect with school through the things they love.
Paragraph 3 — Why me: connect your strengths to what your research uncovered about this school.
What draws me to [School Name] in particular is your whole-school focus on [priority from your research - e.g. the Berry Street Education Model and your published targets for reading growth]. My experience with trauma-informed practice and structured literacy sits directly alongside these priorities, and your latest newsletter's emphasis on [specific program or value - e.g. nature play and community partnerships] reflects the kind of learning community I want to contribute to. I would bring energy to these initiatives, not just alignment with them.
Paragraph 4 — The request for action: enthusiasm and a clear invitation to the next step.
I would welcome the opportunity to discuss my application further at interview and to show you how I could contribute to [School Name] from day one. Thank you for considering my application; my resume, including referee details, is attached.
Yours sincerely,
[Your Full Name]
