
Best Practice: Use the Job Description to Create Your Cover Letter 

 

In writing a cover letter, it is a good idea to carefully relate your experiences to the employer’s job posting. 

Please note: The underlined text is intended to illustrate the direct connections the applicant made when writing 

the letter. Do not actually underline the text when writing a cover letter.   

 

Job Information   

 

 

Job Description   

We are seeking individuals who will make the commitment to teach and lead with determination, integrity and 

purpose, embodying these essential qualities: 

* Able to assist students in establishing goals and developing an individual student learning plan. 

* Supervising, monitoring, and guiding of students 

* Teaching excellently, utilizing project based learning and maintaining a creative learning environment 

* Past experiences and actions reflect a commitment to CASB mission, vision, and core values 

* A passion and ability to follow, and help build and sustain the 5-12 CASB model in a high need, urban 

environment 

* Work in a school that demonstrates a sense of urgency and the relentless pursuit of high academic student 

achievement 

* Reflective, self-aware and adaptable to communication and work styles of others 

* Critical thinker and problem solver who takes initiative 

* Belief in the power of collaboration and works to build a collaborative culture with CASB stakeholders 

including the community, staff, families, and students. 

* Able to differentiate instruction through data. 

* Able to lead Parent-Teacher Conferences and drive communication with parents through various mediums 

(website, newsletters, phone calls, etc.) 

  

Job Requirements   

* Possesses a valid Indiana Teachers Certificate/Licensure and be Highly Qualified as defined by the HOUSSE 

Rules. 

* Understanding of curriculum, and ability to analyze data. 

* Dual licenses preferred. 

* Ability to use data to differentiate teaching 

* Understanding of Project Based Learning 

* Instructional and classroom management expertise 

 

Job Qualifications   

* Demonstrates effectiveness in building leadership skills 

* Demonstrates excellent written and verbal communication skills 

* Demonstrates proficiency in technology, including but not limited to, Microsoft Office Applications 

* Possesses the ability to work independently and manage time effectively 

* Firm grasp of curriculum and commitment to data-driven instruction 

* Stamina to handle long days and the intensity required to work in a high performing charter school. 

* Proven track record of mediating conflict situation 

 

Title /Position:  Middle School Teacher  

Date Posted: Monday, September 22, 2014 

Date Close: Monday, December 22, 2014 

Corp Name: Career Academy at South Bend 

School: Career Academy at South Bend 



Ann Tree 

548 Locust Street 

Terre Haute, Indiana 47809 

 

September 29, 2014 

 

Tamara Collins  

South Bend Career Academy 

3801 Crescrent Circle  

South Bend, Indiana 46628 

 

Dear Ms. Collins,  

 

Having reviewed the Middle School Teacher position, listed on the Indiana Department of Education job bank, I 

respectfully submit my resume for consideration. I will graduate from Indiana State University with a Bachelor 

of Science degree in Elementary Education in May 2015. I plan to obtain my Indiana Teachers 

Certificate/Licensure shortly after graduation. I believe that my teaching experience, understanding of Project 

Based Learning and technology competencies directly align with the candidate you seek.  

 

As a student teacher at Woodrow Wilson Middle School, I administered a practice ISTEP test to improve test 

scores. I used the results from the practice test to enhance my lessons and as a result the class showed a 10% 

increase. Also at Woodrow Wilson Middle School, I worked on a project to enhance students’ interest in STEM 

fields. I worked closely with Junior Achievement to introduce students to different careers in the STEM fields. 

The students displayed their learning of the different fields by having a Career Fair and the students pretended 

to be employers from various STEM fields.  

 

During my student teaching experience at Davis Park Elementary School, I was charged with creating a Parent 

Communication Plan to keep parents/guardian informed of the various activities at Davis Park Elementary 

School. With the support of the principal, every student was given a form to give to their parents requesting 

which avenue they would prefer to receive information. After receiving the information, I created a monthly 

newsletter to be sent home with each student. The newsletter was also published on the website. Parent/teacher 

conferences and the PTA involvement increased by 15%.  

 

While attending Indiana State University, I also worked as a Student Support Center Specialist for the Office of 

Information Technology. This experience allowed me to become familiar with various technology programming 

including Microsoft Office, Blackboard, Google Classroom, etc. I also learned how to arrange the technology 

based classrooms in a way that is conducive to the material being presented and classroom management. 

 

If granted the opportunity I look forward to assisting in changing the face of education at South Bend Career 

Academy. I would welcome the opportunity to meet with you to discuss my qualifications in greater detail. 

Please feel free to contact me at (812) 111-2394 or atree@sycamores.indstate.edu. I look forward to hearing 

from you in the future. Thank you for your time and consideration.   

 

Sincerely,  

 

 

 

Ann Tree 

 

Enclosure 

 

mailto:atree@sycamores.indstate.edu

