Dear Ms. Glendale:

Please accept this letter in consideration for the position of ESL Instructor at Intrax International Institute in Chicago.  Sue Norton from DePaul University recommended Intrax as a place of first-rate language education, and I believe I could effectively instruct your diverse group of students.

In November I taught English as a Second Language at Teaching House in New York and earned the CELTA certificate (PASS A). The range of student levels was wide, and I planned lessons with a variety of focuses and methods. In addition to adapted course book materials, I employed authentic texts to target student needs. For example, my pre-intermediate group practiced difficult vowel sounds within a popular song, while my upper-intermediate group discovered the form of information questions by studying a magazine interview. 
I view teaching as a service, and my management experience at the Marriott has developed in me invaluable teaching skills.  Running training sessions has improved my leadership abilities, while supervising a multicultural staff has helped me to communicate with all types of people.  These  skills, along with my creative approach to language education, make me a strong candidate for the position of ESL Instructor at Intrax International Institute. 
Thank you for reviewing my application. You may call me anytime at (847)555-1292 or e-mail me at clairemcnamara@gmail.com. I look forward to speaking with you soon.

Sincerely,

Claire McNamara
