
 
17 Rabbit Lane 
Buffalo, New York 14222 
February 14, 2007 

 
Mr. Richard M. Galante 
Superintendent 
Medina Central School District 
One Mustang Drive 
Medina, New York 14103 
 
Dear Mr. Galante: 
 
 Dr. Wendy Paterson, Chair of the Buffalo State College Elementary 
Education and Reading Department, recommended I contact you regarding any 
elementary openings available for the September 2007 school year.  From my teaching 
experience, both one-on-one and in classroom settings, I have learned a great deal about 
the importance of discovering the way each child learns.  I believe that a teacher must 
provide the most effective methods to challenge, and at the same time, motivate each 
child to want to learn.  Your district believes in the value of working with each child to 
encourage learning.  I would like to be considered for an elementary position in your 
district and know I would be a great asset to your school system.       
 
 Currently I am substitute teaching at the elementary level for the Buffalo 
Public Schools. I have been offered a long term substitute position for a 1st grade class 
that will begin in April and continue until the end of the school year. For the past year I 
have worked as a 4th grade teacher in a private school.  This experience has given me 
skills in planning activities to meet the children’s individual learning styles, interacting 
with parents on a daily basis and developing behavior management programs.  My 
diverse experiences in extremely different school districts has solidified my philosophy 
that all children can learn; however, it is up to the teacher to create the environment for 
learning to occur.  
 
 I would enjoy visiting the district and talking with you about possible 
openings.  I will call you next week to arrange a convenient time if I have not heard 
from you before then. Thank you for your consideration as a candidate for an 
elementary education position with Medina Central School District. 
 

Sincerely, 
 

     Amanda Jones 
 

        Amanda Jones 
 
Enc. 

EDUCATION LETTER OF REFERRAL 

2100 Woodchuck Lane 
East Setauket, New York 11733 
March 5, 2007 
 
 
 
Ms. Sherry J. Alessandro 
Assistant Superintendent for Human Resources and Administration 
Rocky Point Schools 
170 Route 25A  
Rocky Point, New York 11778 
 
Dear Ms. Alessandro: 
 
I am writing to inquire about any special education teaching openings that may be available 
for the fall 2007 school year.  I know your district believes strongly in keeping close ties 
with the community.  As a teacher in a preschool I have had extensive experience keeping 
parents involved and informed.  A strong partnership between parents, faculty, students 
and administration is a successful way to accomplish effective teaching and learning for all 
students.  I am confident my skills and experience will be an excellent match for your 
district. 
 
For the past six years I have worked as a Teacher Assistant in a preschool, and recently 
was appointed Head Teacher.  Throughout this experience I have worked extensively with 
children 6 weeks - 5 years of age, some of who had physical disabilities.  I returned to 
school for Special Education certification in order to be able to work more closely with 
students with disabilities and their parents.  I have had extensive experience creating IEPs 
and designing behavior management programs.  My success as a Special Education teacher 
is based on the collaborative partnerships I was able to establish with parents and other 
teachers. 
 
I have enclosed my resume for your review. Please send me any application materials or 
other information you may have available on your school district.  If I do not hear from you 
in three weeks I will call you to set up a possible interview. Thank you for taking the time 
to look over my resume as a candidate for a special education position. 
 
Sincerely, 
 

Jane Joy 
 

Jane Joy 
 
 
Enc. 
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