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Jane Smith
123 Prairie Street



Camp Point, IL  62320
September 20, 20XX
Mr. Eric Stotts
Principal
Central Elementary School
109 West School Street
Camp Point, IL  62320
Dear Mr. Stotts,
As a participant in Central High School’s Workbase Learning Program, I have asked to be placed in an unpaid position at your school to learn more about the teaching profession.

Currently, I am a junior at Central High School and would like to prepare myself for a future in education.  Even though I have little experience in this field, I am a fast learner and a hard worker.  I appreciate the opportunity to gain hands-on experience from you and your staff in order to develop my skills in classroom management and working with children.

Thank you for your time and willingness to work with me through this program.  My enclosed resume provides further information about my activities, interests, and work experience.  I am looking forward to being at your site and meeting you on Monday, October XXth

.

Sincerely,

Jane Smith
Enclosure


