
Letter of Intent 

Date: [Insert Date] 

[Your Name] 

[Your Address] [City, State, Zip Code] [Your Email] [Your Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[School District/Institution Name] [Address] [City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my intent to apply for the Education Administrative role at [School 

District/Institution Name] as advertised [where you found the job listing]. With a strong 

background in educational administration and a passion for fostering an effective learning 

environment, I am excited about the opportunity to contribute to your team. 

In my previous role as [Your Previous Job Title] at [Your Previous Institution/Organization], I 

successfully [mention a relevant achievement or responsibility]. This experience has equipped 

me with the skills necessary for [mention specific skills related to the job]. I am eager to bring 

this expertise to [School District/Institution Name] and help enhance the educational experience 

for students and staff alike. 

I believe in the importance of collaboration and community involvement in education. I am 

committed to working with educators, parents, and the community to create programs that 

promote student success and engagement. 

Thank you for considering my application. I look forward to the opportunity to discuss how my 

experience and vision align with the goals of your institution. I am available for an interview at 

your earliest convenience. 

Sincerely, 

[Your Name] 


