
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Principal's Name 

Private School's Name 

School's Address 

City, State, Zip Code 

Dear [Principal's Name], 

I am writing to express my interest in applying for an internship position at [Private School's 

Name]. As a [Your Year, e.g., junior] at [Your College/University], majoring in [Your Major], I 

am eager to gain hands-on experience in the education field and to contribute positively to your 

school's environment. 

Throughout my academic journey, I have developed strong [mention relevant skills, e.g., 

communication and organizational skills] that I believe will be beneficial in an internship at your 

esteemed institution. I am particularly drawn to [mention any specific programs or values of the 

school] and would love the opportunity to support your team in [mention a specific area of 

interest, e.g., tutoring students, assisting teachers, etc.]. 

I am enthusiastic about the prospect of learning from your dedicated staff and contributing to the 

growth and development of students at [Private School's Name]. I have attached my resume for 

your review and would be grateful for the opportunity to discuss my application further. 

Thank you for considering my application. I look forward to the possibility of working together. 

Sincerely, 

[Your Name] 


