


Covering Letter

Steven Taylor 	Comment by Steven Taylor: According to may sources including Citizens advice. Your personal address and contact details should always be in the top right of the formal letter. This is to ensure that the recipient has a clear a concise way of whom to contact with a reply. (Citizens Advice Scotland, 2021)
56 Cliffe Terrace, 
Burry Port, SA16 0HL
07474 513 030
Mr_taylor1984@hotmail.co.uk

Burry Port, 1st March 2023

Primary School, 
1 North Road, 
The Town, 
PO57 3DE 

To Whom it may concern, 
				I am writing to you to register my interest in the position you have advertised for a primary school teacher. 	Comment by Steven Taylor: A journal article written by McDowell, 1987 surveyed many employers and recruiters and found that they use very little time processing and weeding out cover letters. An initial sentence that states why the formal cover letter has been written is essential to show immediate interest in the position advertised. 

	I am currently in my second year at the University of Wales Trinity Saint David studying Primary Education Studies. Throughout the course so far, I have gained valuable skills within the subjects of teaching within the digital age, educational history, lifespan development, rights and inclusion, and creativity and values. Within these subjects I have learnt various teaching styles and methods, how to think outside of the box to solve an issue, how children develop year on year at different rates and speeds, and, understanding all learning needs, special educational needs, and how to include children of all abilities within the classroom. It is this last area of the curriculum that has had the greatest and most long-lasting effect on me. In fact, it was my desire to understand and learn more about Special Educational Needs along with my hope to help affected children that led me to examine this field of opportunity.	Comment by Steven Taylor: Cover letters are not just used to accompany CV's they are also used to accompany journals for potential publication etc. No matter what the covering letter is being used for the first paragraph should always be used to 'sell' yourself or the idea. This needs to be done in a clear and concise manner but should not come across as egotistical or this can have an adverse effect on the potential employer. (Yates, 2017)
	Comment by Steven Taylor: The reasoning of this paragraph is to continue to 'sell' oneself, but to include broader information that will support the points made in the paragraph above. Employers look for an individual who is able to draw from educational, personal, and employment experiences to  show they are capable. (Hafner, 2010)
Throughout the 2020/2021 Lockdowns I assisted both of my children, one of whom is in secondary school and one who is in primary school and has special educational needs, with home schooling. While many parents may have regarded these as problems they did not want to address I found that I grew both mentally and emotionally as I had to take very direct control of my children’s wellbeing and education. I learnt firsthand some of the difficulties of helping children learn and of shaping learning to suit the individual. This was of course in an amateur fashion, however I found that I had a flair for this, and it allowed me to connect with my children on a level very different to that of just being their father. This experience alongside losing my employment due to the pandemic is what has spurred me to pursue a new career by becoming a primary school teacher. 

I am convinced that through my life experience, education, and desire to constantly develop my teaching skills and understanding I am now able to present myself as an outstanding candidate for your teaching position. I look forward to discussing my potential employment and sharing my vision of my future in education with yourselves soon. 	Comment by Steven Taylor: Final paragraph is used to sum up ones self to show self confidence. In a study undertaken where 81 managers reveiwed cover letters and stated they look positively on self-confidence throughout a cover letter. (Knouse, Giacalone, and Pollard, 1988)

Yours Sincerely, 	Comment by Steven Taylor: Spelling errors, poor grammar, and poor organization of the cover letter are some of the main points a person may be rejected by a potential employer. Although in this case "yours" is spelt correctly and the correct formal sign off is used, this is a common area where a simple mistake could be make which could turn out to be detrimental to an individual seeking employment. (McDowell, 1987)
Mr. Steven Taylor
07474 513 030 
Mr_taylor1984@hotmail.co.uk
Curriculum VitaeContact Details                                       

EMAIL
mr_taylor1984@hotmail.co.uk

ADDRESS
56 Cliffe Terrace, 
Burry Port, 
Carmarthenshire, 
SA16 0HL

PHONE
07474 513 030

DRIVING LICENCE
AM, A, B1, B, f, k, p, q


Languages                         

English
· Native

Welsh
· Level 1

Skills                                 

Microsoft Office: Advanced Level 

Communication: Expert 

Presentations: Advanced Level

Supervising: Advanced Level

Mathematics: Advanced Level

Problem Solving: Expert 

Steven Taylor 

	A highly motivated, outgoing person with a strong work ethic. I always take pride in both the quality of my work and in my punctuality. I am currently in my second year studying Primary Educational Studies at the University of Wales Trinity Saint David’s, I also have a range of previous work experience in both the clerical and security sectors undertaking a range of tasks. 
	Working well with others and as a strong team leader illustrated by being a supervisor in multiple jobs which I have held. When it comes to using computers, I’m an extremely confident user of Microsoft Office including Excel and PowerPoint. My communication skills both written and oral are excellent along with my presentation skills. Managing my own time and workload comes easily to me, being able to combat tasks and solve problems on time. 
	My hobbies mostly include modifying cars and music. I have taken part in many cars shows and cruises across the country. I play guitar and bass and enjoy listening to a great range of music. 


Work Experience 

Door Supervisor 
(Sands Nightclub, Saundersfoot. Dec 2016 / Dec 2019)

Ship Crew
(Stena Line, Fishguard. Aug 2018 / Oct 2018)

Head Doorman
(Monkton Swifts Social Club, Monkton. Dec 2016 / Jan 2018)


Education

B.A (Hons): Education Studies Primary – 2nd Year
The University of Wales Trinity Saint David’s, Carmarthen, 2023

NVQ Level 3 Mechanical Engineering – Merit
Pembrokeshire College, Haverfordwest, 2003

G.C.S.E’s
Bush School, Pembroke, 2001






Annotations of Curriculum Vitae

As I used text boxes to create the curriculum vitae I cannot annotate it in the same way as I have the covering letter. I will be highlighting areas within the CV which will correlate to the annotations made in the same colour below. 

	The personal statement on a cv usually covers half of an A4 page. This area is used for the individual to outline with strengths and interest to a potential employer. It is important that this area is clear and concise. Waffle or spelling and grammar mistakes are easy ways to have a CV dismissed almost immediately by a potential future employer. (Teixeira Da Silva et al., 2020)

	For previous employment, the most recent 3 – 5 places of employment are desirable to place onto the CV. Each listing of employment should have a short description of what was undertaken at that particular post. This is missing from this CV and could cause an employer to look less favorably on this, as they would have to seek out this information from the individual directly and if they have many CVs to sort through, this will not be a priority to the potential employer. (Gallagher and Wodlinger Jackson, 2010)

           The education area of a CV needs to be short and punchy. Although this CV is showing the educational history there is missing information. The information missing within this area includes the breakdown of which G.C.S.E’ where undertaken and what grades where accomplished. If needed for a specific job an employer would have to contact the individual directly to get this information which may make them look less favorable over this individual compared to someone who’s CV is equipped fully with the information. (Thoms et al., 1999)

	The information laid out in the red box down the side is all the personal information an employer would need to immediately process this CV and get in contact with the individual. Laying it out in this clear and easily readable manner will cause an employer to look favorably on this CV as they are not needing to hunt for information. (Gallagher and Wodlinger Jackson, 2010)
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