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To whom it may concern:

Dear Sirs,

My name is Jacqueline Matthews.  I am a 34 year old American English teacher seeking a position as a TOEFL/CELTA teacher.  I am highly motivated and bring excitement and a joy of learning to my classroom.  I understand the needs of second language students. I know a well prepared lesson should be interesting and informative so that it will be well received by the students. I have more than ten years of teaching experience. The last four years have been spent teaching abroad in the UAE.  In my tenure here, I have gained great knowledge and appreciation of the diverse culture.  I chose your school because I feel I have something wonderful to give to the students studying English.  I want to instill in them a love of English and motivation to achieve their full potential. If hope you see my credentials and give me a chance to prove that I am teacher who loves my profession and an asset to any organization I am involved with.
Thank you in advance for your time,
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	Personal information
	
Age: 34
Marital status: Divorced

Nationality: American

	Education
	Currently completing my B.A. in English through Preston University

Norwood English School 

Norwood England 
I received my TOEFL certificate to teach English as a second language. It is recognized worldwide and is honored and accepted in the UAE.

	 
	ّ”Head startْ”program 

Washington D.C. USA 
I received my certification in early childhood education through a government funded program to teach kindergarten level students basic reading, writing and arithmetic skills to enter elementary school.

Old Dominion University                          
Norfolk, Virginia USA                                      

Criminal Justice Major  
I attended Old Dominion University for two years as a law student.  I received high marks and was considered a promising student.  I then, left that University to pursue a career in early childhood education.

	Experience
	September  2006  - until July 5th 2007

Al Resala School of Science

I am currently teaching second grade English.  I have three separate classes consisting of 22 students in each class.  I am responsible for assessing students and tailoring the curriculum to meet the needs of English as second language students. I also use my skills to help the children achieve, not only, top grammatical abilities but also to help them achieve excellent comprehension, pronunciation and fluency in utilizing the English language. My duties include lesson planning, weekly progress reports and mid year and final term examinations and report writing.
August 2005 - June 2006                                            Sharjah UAEAl Mawahib school                                                  
I taught English, science and math to 4/12 and 5 year olds.  My duties included arts and craft activities, lesson planning, weekly progress reports and mid year and final term report writing. 

August 2004 to July 2005                                     Sharjah,  UAE                  School of Creative Science    
Kindergarten Teacher 
I taught English, science, math, daily arts and craft activities and ICT to 31/2 and 4 year old students. My duties included making detailed lesson plans, observations of the children and weekly reports sent home in the homework diaries. I also was asked to enter all attendance, school lessons, assignments and other data into the school intranet system. 
 
March 2004- June 2004                                                  Sharjah UAE 
Al Ansar International School 
Substitute Kindergarten teacher 
I substituted for a teacher who left on emergency leave from the school. I taught English, science and math to 4/12 and 5 year olds.  My duties included arts and craft activities, lesson planning, and report writing. 

 January 2004-March 2004                                                Sharjah UAE Sharjah Women’s Association                        
TOEFL Teacher                                     
I taught English reading, writing and conversational skills to adult women.  My duties included making a syllabus, choosing appropriate books and materials to effectively teach Arabic and Urdu speaking women English.       

	Additional professional 

activities
	During my tenure at the School of Creative Sciences, I was part of the 
after-school activities offered to students.  I was part of the Homework club, stitching club and the reading club. I also helped and advised other teachers in the other clubs on offer such as the horse riding club, Karate club and after-school swimming.

	Languages
	I am a native speaker of the English language. I have studied French for three years.  I have basic reading, writing and conversational skills in French. I also have working knowledge of Arabic and Urdu.  


	Skills and accomplishments
	I have more than 10 years teaching experience.  Before seeking employment outside of America. I was a first and second grade teacher of English for two years.  I was also the owner of a successful Daycare facility for four years. I taught TOEFL lessons to women in the 
UAE and Pakistan.  I received computer training by a certified instructor, through a certification program offered by the School of Creative Sciences.  I have extensive knowledge of computer programs and have the ability to make power point presentations.  I have been trained to teach using the latest in ICT equipment, such as smart boards and high tech educational software. I am a hard worker and I am a talented teacher. If you speak to any former employers they will say that I am honest and that I hardly ever missed a day of work.  I am not sponsored by my husband to live in the UAE and a visa is required by me from my employer. 


