Your Address
Your Email
Your Phone Number

Their Address

30 October, 2020


R.E. Application for Principal Post in…………………….

Dear Ann,

I would like to apply for the position of DP/Principal in …………….  As requested, I am enclosing my application form with referees included and my Teaching Council Registration.

I have been an active member of ……….. for…. years. This period has seen considerable changes  for example….  
What three things would you want the selection panel to know about you that they might not fully appreciate from reading your application form? Their answers should guide the three headings.
Further to my information in the job application form - here are three of my top career achievements that I’m most proud of.  
· Point Number 1: 
· Point Number 2: 
· Point Number 3: 

I would be delighted if you would consider me for this role, and I welcome the opportunity to discuss this further with you at the interview.  


Yours Sincerely


_________________________
Your Name

Some Useful Phrases
· Developing People: I place significant value on recognising the strengths of colleagues and creating opportunities for...
· Leading School Improvement: I understand the importance of using evidence, consultation and collaboration to...
· Thinking Strategically: I recognise that effective school leadership requires balancing immediate priorities with…

· The Strengths I Would Bring: One of my key strengths as a leader is my ability to...
· The Values That Guide Me: My approach to leadership is grounded in...
· The Difference I Hope to Make: I would welcome the opportunity to build on...


· My Understanding of Your School: Having considered the school's context, ethos and priorities, I recognise the importance of...
· My Contribution Going Forward: If appointed, I would be particularly keen to contribute to...

SAMPLE LETTER: 

[Your Address]
[Your Email]
[Your Phone Number]
[Date]

Re: Application for the Position of Deputy Principal at [School Name]
Dear [Chairperson's Name],
I wish to apply for the position of Deputy Principal at [School Name]. Please find enclosed my completed application form, including referee details, and confirmation of my Teaching Council registration.
I have been a committed member of the school community for the past 12 years. During this time, I have witnessed significant changes in education, including developments in inclusive practice, curriculum and approaches to teaching and learning. I have actively contributed to these developments and welcomed opportunities to take on additional leadership responsibilities.
Further to the information outlined in my application form, I would like to highlight three areas that reflect my leadership approach and the contribution I believe I could make as Deputy Principal.
· Developing People and Building Strong Teams: I believe one of my greatest strengths is recognising the abilities of others and encouraging them to take on new challenges. Through my experience coordinating school initiatives and supporting colleagues, I have learned the importance of listening, building trust and creating opportunities for shared leadership. I would bring this collaborative approach to the Deputy Principal role.
· Leading School Improvement: Throughout my career, I have demonstrated a commitment to improving teaching and learning. My involvement in school self-evaluation and the development of whole-school initiatives has strengthened my ability to identify priorities, engage colleagues and translate plans into meaningful action. I recognise the importance of using evidence, consultation and reflection to guide sustainable school improvement.
· My Contribution to the Future of the School: I am particularly motivated by the opportunity to build on the school's existing strengths while supporting its continued development. I understand that effective school leadership involves balancing the daily operational needs of a busy school with longer-term priorities. If appointed, I would work closely with the Principal, staff, pupils, parents and Board of Management to support a positive, inclusive and ambitious school community.
I believe my leadership experience, professional values and commitment to the school community have prepared me well for the responsibilities of Deputy Principal.
Thank you for considering my application. I would welcome the opportunity to discuss my suitability for the position further at interview.
Yours sincerely,
_____________________
[Your Name]

