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November 11, 2007
Re: ESL Senior Managerial Position
To Whom It May Concern:

Please consider this letter and the enclosed curriculum vitae as an expression of my interest in applying for a senior managerial position in the field of ESL/EFL education preferably with the publicly funded sector. 
My own career path makes me, I believe, an ideal candidate for your consideration. My background is diversified within various education programmes; with experience in LINC (Language Instruction for Newcomers to Canada), ESL, Literacy and Citizenship Preparation Programs, transferable and applicable to achieve the optimum for an educational facility and students respectively. My current employment with Polycultural Immigrant & Community Services and Toronto Catholic District School Board adds to the expertise gained working in other viable environments and capacities. 

I have a proven track record in research and development of tools, resources, and curriculum guidelines for teachers to enhance ESL, LINC and Citizenship Preparation Programs. In the year 2006, I entered into a contractual agreement with TESL Ontario to provide the role of content expert for the Citizenship and Language Training Project, funded by the Ontario Ministry of Citizenship and Immigration. As an active member of TESL Canada, TESL Ontario and numerous international professional organizations, I have given presentations at TESL conferences and conventions at both the provincial and national levels. I was honoured to represent the Adult Education Department of the Toronto Catholic District School Board during a Citizenship Ceremony and Presentation of the Governor General’s Caring Canadian Awards in 2004. The event was hosted by Her Excellency, The Right Honourable Adrienne Clarkson, Governor General of Canada and His Excellency John Ralston Saul. In the year 2000, I attended the Fifth International Conference on Citizenship Education and participated in workshops that focused on global community issues. My educational and professional contributions were acknowledged by the Federal Government of Canada. I was invited to attend the 1998 Teachers Institute on Canadian Parliamentary Democracy on Parliament Hill in Ottawa and awarded a Certificate of Appreciation in Recognition of Teaching Excellence. Twice, I was awarded a Volunteer Recognition Certificate received from the Minister of Citizenship and Immigration for volunteering the time and energy to welcome those who have chosen Canada as their new home.

Thank you for your consideration. I look forward to further exploring this opportunity with the Search Committee.

 Sincerely,

Career Summary
Progressive education expertise in formal settings (North America and Europe). Familiarity with TESL Ontario and Canada certification standards. Sensitivity to the needs of students from a diverse range of backgrounds including students of Muslim origin. Expertise in the development, programming, instructional design and implementation of curriculum documents and classroom resources. Leadership in professional development initiatives. Collaborative administration. Interpersonal, organizational and time management skills. Ability to successfully manage a number of projects at one time and work under tight deadlines. Capability to nurture public awareness and develop relationship with the broader community. Extensive experience in marketing and coordinating educational training programs. Trilingual: English, Polish and Russian. 
Academic Experience
 • Academy of Pedagogy, Krakow, Poland
   (formerly known University College of Education)                                                                            1978 to 1983

   Master of Arts in Geography, majoring in Education
• Canadian Cooperative for Language and Cultural Studies, Toronto, Ontario, Canada                                 1991   
  TESL Certificate (TESL Ontario & TESL Canada Accredited)
• University of Toronto, Faculty of Education, Toronto, Ontario, Canada                                     1992 and   1993               

  Additional Qualification Programme for Teachers: 

· Junior Education 
· Esl (TESL Ontario & TESL Canada Accredited)
              (Ontario College of Teachers Accredited)
Professional Experience
•Teachers of English as a Second Language Association of Ontario, Toronto, Ontario, Canada                    2006 
 Content Expert

           Instrumental in developing Citizenship and Language Training Curriculum for the Ontario Ministry 

            of Citizenship and Immigration.  

•Polycultural Immigrant & Community Services, Toronto, Ontario, Canada                                    994 to Present

  LINC Teacher 

Teaching English to immigrants and convention refugees in LINC Programme (Language Instruction to Newcomers to Canada) delivered to learners representing newcomers mainly from Afghanistan, Bangladesh, India, Pakistan and the Middle East. Designing/implementing long range and current lesson plans for students at several ability levels in accordance with the Canadian Language Benchmarks (CLB). Evaluating and preparing progress reports. Incorporating in lessons social awareness topics such as anti-racism, human rights, equity, multiculturalism and citizenship issues. 
•Toronto Catholic District School Board, Toronto, Ontario, Canada                                               1992 to Present    
  Citizenship Preparation Program Instructor in Charge                                                       1994 to Present 
  International Languages Program - Polish Instructor  (Elementary)                      1994 to Present                                                             
  Adult ESL Instructor in Charge                                                                                                                   1992 to 1994  
  Adult ESL Instructor                                                                                                                                                            1992 
•Toronto Catholic District School Board, Toronto, Ontario, Canada                                                   1999 to 2000                                                              
 CITIZENSHIP PREPARATION Program Consultant 

Supervising, supporting and advising 20 Citizenship Instructors. Integral resource mandated to liaise between Board of Education and Instructors. Preparing/presenting bi-weekly and monthly statistical reports. Developing and implementing programs appropriate to identified learner goals.
•Polish Community Services, Toronto, Ontario, Canada                                                     1993                                                                      
 Job Search/Workshop Coordinator   

•Toronto District School Board, Toronto, Ontario, Canada                                                                1994 to 1998 
  Occasional Teacher - Elementary Schools

•The Board of Education for the City of York, Toronto, Ontario, Canada                                           1991 to 1992

 Occasional Teacher - Elementary/High Schools
•Exclusive Replacements, Toronto, Ontario, Canada                                                                           1986 to 1991
  Training and Development/Teaching consultant
•The Polish Community, Athens, Greece                                                                                               1984 to 1985                                                                                                                               

 Outreach community Coordinator
• Krakow Board of Education, Krakow, Poland                                                                                   1983 to 1984
   Teacher - Geography & English Grades 5-8
 Recognition/Awards
•
Represented Toronto Catholic District School Board at a Citizenship Ceremony and Presentation of the Governor General’s Caring Canadian awards hosted by Governor General of Canada at Jarvis Collegiate Institute, Toronto, Ontario, 2004
•
Recipient (twice) - Volunteer Recognition Certificate from Honourable Lucienne Robilliard, the former Minister of Citizenship and Immigration, Canada.
•
Selected, as one of 70 teachers from a group of 199 candidates to participate at The Teachers Institute on Canadian Parliamentary Democracy, Ottawa, Ontario, 1998.  Mandated to develop lesson outlines that were part of “A Collection of Lesson Plans” for inclusion in The Library of Parliament and available to social science, citizenship, ESL and LINC educators from across Canada. 

•
Presented by Hon. Gilbert Parent (Speaker of the House of Commons) and Hon. Gildas Molgat (Speaker of the Senate) Certificate of Appreciation in Recognition of Teaching Excellence, Parliament Hill, 1998.

•
The Fifth International Conference on Citizenship Education, Forum 2000, Calgary, Alberta. Attended workshops and participated in discussions that focused on global community issues featuring internationally renowned professionals.

•
TESL Canada 2002 Convention hosted by SCENES, Regina, Saskatchewan. Led the seminar “The Institutions & Key Players of the Federal Government" to Canadian & international educators.

•
Presented workshops at TESL Ontario, Annual Conference 1999, 2000, 2004 and 2006. 

•
Toronto Catholic District School Board - (Professional Development Day) - Presented on citizens issues.                                        
Affiliations
•
Ontario College of Teachers - Certificate of Registration
•
TESL Ontario Certificate

•
TESL Canada Permanent Professional Certificate Level Four
•
TESL International Diploma, Canada

•
International Association of Teachers of English as a Foreign Language (IATEFL), United Kingdom
•
Teachers of English to Speakers of Other Languages, Inc., (TESOL), USA
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