Job Search Manual for Educators
The following guide has been developed to educate prospective teachers and administrators about the
search process. &sessing your abilities and job specifipatipasng professional documents, and
marketingour qualifications appropriately, you will be well on your way to a teaching or administrative
position of interest to you. The sections of this mantia ifotlodéng

Page Section

2-4 Wherdbo | Begin? AmdherFrequenthpskedQuestions

4 How Can the Career Development Belger

5 Informational Interviews

6-7 Documents Needed When Searching for a Te&anmgisirative Position
89 How to Write a Teaclitegume

10 Resumes for Administrative Candidates

11 Action Words

12 Action Word Clusters

13 Resume Template for New Teacher Candidate

14 Resume Template for New Administrative Candidates

15 Resume Templ ate for New Bachelorés Pl us
16-39 Sample Res@s

40 How to Write a Cover Letter

4148 Sample Covketters

49 Reference Page

50 Portfolios

51 Job Search Checklist

5253 Job Searching WithBpecific Geographic Radius

54 Job Searching in Ohio

5556 Job Searching Out of State
5758 Job Search Correspondences
59 Job Fairs

6063 Interview Skills

6467 Outlimg Yur Qualifications

68 Behavior Based Interviewing

69 Sample of a Behavior Based Interview Questions & Answer
7073 Commoiteacheinterview Questions

74 CommoAdministratémtervieWQuestions

7576 Sample Interview Questiohesvers Do 6 s & Dondét s
77 lllegal Questions and How to Handle Them

78 Possible Questions to Ask During an Interview

79 Interviewing Situations

80 Phone Interview Tips

8182 Tips for Successful Interviewing

83 Organizations Do Not Want to Hirelml&afihoHas

84 Thank You Letters

8586 Receiving an Offer

87 Professionalism and Ethics in Accepting Entiploymen

88 Keeping Motivated

89 Map of Ohio Counties

89 List of Ohio School Districts by Geelrgite link

Updated: Summer 2008



Where Db Begin? And Other Frequently Asked Questions

The job search for an education major can be quite different thanaithérwiniajakse time to
understanall of the aspects that gaimjob search for a teaching or administrative gdtion.
guestions listed below are those frequently asked by individuals starting their job search.

Where do | begin looking for a teaching or administrative position?

The followirggepswill assist you in understanding the dstiegestou will need to complete in order

to market yourself for a teaching or administrative position. Break each of these steps down so you dc
become overwhelmed in your search.

TheHrstStep: Assessment

One good way to begin your job searchesnungeyour geographic preference. Remember, the more
geographically limited you are, the less opportunity for jobf gieenamgggeographically limited
(meaningou can only work within a certain radius of where you livedetarithlnag distance

from yothouse that you would travel one way, every dagtnduacksearcho determinghat

school districts are in the geographic area you have détgouinegiterested in and able to
relocatejetermine some type of faxyeur searéhsuch as state or a few cities where you would

like to work.

TheSecondstep: Developing Your Tools

A professional resume and cover letter are the two most essential documents you will need to develor
your job searcBpend a gredeal of time developing your resume and cover letter so they are of the
highest quality and represent you in the best way Yossihllealso have to secure supporting

documents such as letters of reference and traisisripianual discusses all of the documents you

will need for your job search and how to develop them.

TheThirdStep: Marketing

Once you know where you want to apply and you have the tools to apply, you are ready to start the
processMany strategs exist to determine what school districts to apply to and how to find available
positionsStrategies apategorized into thseetions in this manual: Job Searching within a Specific
Geographic Radidsb Searching in Oama Job Searching Outate. Determine which cagsgor

best represent your situatnoithenfollow the strategies listed to maximize your job search.

Marketing also includes developing effective interviewing skills. You will need to become adept at
discussing your dfiedtions for a teaching position during an interview situation and this manual
discussebow to prepare for and present yourself during an interview

When do | apply?
There is no magic date as to when you should start contacting schools andéppsieatoso
The hiring season for teachers and administra

Use the Job Search Checklist for Education Majors to understand more about the ideal time to conduc
each part of your job search.



Wheredo | find school district contact information?

I f job searching i1 n Ohi oisloeatecinmtihiosEducatiomdl di st r i
Directorya manual published yearly by the Ohio Departmenibo{$stupge54). The Mrual is

available in hard copy and is also available on the Ohio Department of EduyaigoirDliebsite
Educational®ctoryn the top right searchbbla&k i ng i n anot her state, re
department of education website to find contact information for school districts.

Can | submit my application materials even if no posiaduastise@

YES!!! Bsure to submit all of your application materials to each school district where you would like to
workwhether or not you know if a position is avaisibecause a position is cutremtbilable,

you want to be sure your application mateviafsi@rghen a position does becraat

How do I conduct my job searicham graduating ibecember?

If you are completing your program in December, you will want to conduct ateeaach for a full
substitutposition available for the remainder of the acadebise ylealob Search Checklist for
Education Majans pag®&1to guide yoin your searfdr a migear position. You will also need to
conduct a job search for-ifidl position beginninghthe academic year.

How do | apply to substitute teach?

If you are interested in substitute teaching, contact the school districts where you would like to substitt
teach and ask them the application procedure to be considered for such procstisno dpey

for a substitute teaching position is typically different than applying for a permanent position. The
application is usually shorter and the process generally takes less time.

Where do | locate information about school districts?

Thetwbest places to find information about a sc
Department of Education website. Conduct an
should be able to f ihmned stchheo odidsst rwiecbtsd st ewe hussiet ey
out the school s mission, enrollment, staffin

involvement. Every school district website is different. Some may be very basie ghite othe
elaborate and provide a wealth of information.

You can researtte tOhio Department of Education website to learn district personnel contact informatio
performance scaorasd salariedf you are looking out of state, research ttraetgpzfreducation
website for the state you are looking to move to.

How much will I make?

If you are applying in Ohio, svery1 0 o |  d i satany is listecbos thaGhi® Department of

Education website. If applying out of state, check the department of education for the state you want t
teach in to see if salary information is posted there. School districts may also publigilateir salary sch
on their website.



How do | keep track of where | have applied?
To keep track of the schoolbgweeliappliedreate a spreadsheet or table with the following headings
and update it as appropriate:

School District Dateapplication materisdsit
Street Address Application materisdst

City StateZip Code Date to followp on application
Phone Number Results of follow up

Website Comments

Contact Person

Title

E-mail

What are structured interviews and how do | prepare for them?

Some school districts are using structured interviews (i.e. Teacher Perceiver) as part of the applicatior
process. In strud interviews, interviewers are trained to use a standard list of interview questions an
show little emotion when asking questions. The interviewer does not stray from the standard question
may write down most everything you say. It caunltlie glitfige your performance in a structured

interview because no feedback (verbalerbadhis given. Don't allow the lack of the interviewer's
emotion and feedbsmtiscourage you from providing full and appropriate answers to each question
askel.

You want to prepare for structured interviews the same way you do for any other interview. Be prepar
cite your specific qualifications for the position and-oerstréeinin your answers.

For more information on the Teacher Perceiver, chewklopateeof Carroll College, Waukesha,
Wisconsinhttp://www.cc.edu/studentlife/wyc/jobsearchguide.asp

What can the Careeevelopment Center do for me?
The following page lists the services offered by the Career Development Center. We encourage you t
all of the services relevant to your situation. We are here to help you throughout your job search.


http://www.cc.edu/studentlife/wyc/jobsearchguide.asp

How Can the CareBevelopment Center Help?

The Career Development Center offers a variety of services to meet the needs of teachers and
administrators in the job search process. These servities fotthwieg

Career Consultation Servigeghe Career Developmemit€r povides assistance in the areas-of self
assessment, career exploratnchdecision making through individual appointments.

Job Search AssistanteSeminarare scheduled on topics including: resume and cover letter writing,
interviewing techniques and job search stri@giesn also meet individually with a staff member to
discuss your individual job search.

Resume and Cover Letter AssistanStaff mebers are available to assist students in developing and
enhancing their resume and cover letter to ensure these documents are marketing students in the bes
possible.

Mock Interviews Students have the opportunity to participate in mock witéckienesvideotaped
and reviewed for strengths and weaknesses. To schedule a mock interview, contact the Career
Development Center.

AU Career AlumNietwork (CAN)Established during the 198 academic year, this network of

alumni and friendsigilable for current students to use to seek career information and advice. To lear
more about the Career AlMivork or to request someone to network with, visit the G&N website
http://www.ashland.edrdev/cdiwan.html

Career Resource RoGmA variety of career and school district information is available for student use.
Materials are also available to assist students with resume writing, job seaaciu tieténigves

skills. Compusend printers for job search activities are located in the Resource Room for student and
alumni usen addition, Career Assistants, who are student paraprofessionals, work with students on a
walkin basis and help them with career research, resunee kit icdevelopment, and job searches.

Alumni Services Alumni are encouraged to take full advantage of the services provided by the Career
Development Center.

Career Development Center Welbstt students and alumni are encouraged tosiisibawa
regular basiswatvw.ashland.edu/career

Job Search Servicédn addition to the services mentioned above, the Career Development Center
provides a variety of job search services which can be of assistance to teachers and adeinistrators. T
services, whicheadetailed omagess256 includeRecruitingidinejob posting systejab fairs, and
theDirectory of Candidates for Teaching & Administration.



Informational Interviews

Informational interviewing is the process of gathering information throogtapessidiyalu are
looking tbreak into a career field, change jobs or careers, or move to a new geographical area,
informational interviewingbmasery helpful to ytius different from networking because with an
informationadterview, you are only seékiognation and advice, not a job.

The following rules will guide you in setting up and conducting informational interviews:

1.

2.

7.

Be looking for informatibe.gurpose of informational interviewing is to help you decide what you
want tao. It is not a way to get a job interview.

Talk to people who are doing the type of work that you might §genommnidyou may be

referredo the "person in ai@" but do not start at that level.

Be sure you have located what is available in print about a partieldacoargany,

organization, lousiness before you begin interviewing others for information. Libraries, public
relatiomfficers, personnel direc@mambers of Commerce, and occupational organizations and
associations are sources which provide information.

Always ask for an appointment. State specifically what you are interested in: learning more abo
particulgob, career field, industry or business. Ask for 20 to 30 minutesnts timeepand

be sure to kedipe meeting within that time frame.

Ask if you may use an individual's name when contacting the peescechenmends as a

source durtler informatienf applicable.

Write down the information you received, the name of the person with whom you spoke, and th
date of gurconversation for your records. Later, you can compare information received from
different sources.

Send a th&you note after the informational interview.

The specific questions you ask during an informational interview will depend upon what type of inform:
is mostmportant to you. Questions may center around work environment, advanadtgeatidob sec
job flexibility. Tfadlowing are possible questions to ask:

©CoNokrwWNE

What is a typical day like?

What do you like least about your job? Most about your job?

What types of changes are occurring in your field?

What is a typical career path in your field?

How did you get into this type of work? What is your background?

What types of skills and/or training are needed for your job?

What is the organizational structure of this company?

What type afivancement opportunities alalaeils promotion from veitteased?
Does this company utilize inteis/&stidents?

How do salaries in this field compare with other fields?

With whom do you suggest | talk for further information?

What suggestions do you have for anyone who is interested in getting into this type of work?
| have a copy of my resume. Do you have any suggestions for improving it?



Documents Needed When Searching for a Teaching or Administrative Position

When applying for a teaching or administrative position, you will typically need to submit a resume anc
cover letter along with a variety of supporting documents. The best way to apply for a position is to co
the school di sreathite € d&sn pef s b hmledianiprootduress Ot r i ct
you know what is required of each school digaietapesubmit the approploaiementsEach

school district may have a different application form and procedure to appbsfoom Be sure

to understand each school district dthonlptheocedur
information requested to show you can follow directions and so you do not overwhelm a school district
information is rexptied that you do not yet have, indicate the status of the document in your cover letter
and state that it will be sent as soon as it is received by you. When sending those documents later, be
to include a cover letter explaining why the docerbeimg sent. Once you have sent in all your
information, be sure to call and follow up appropriately with each school to ensure that your applicatior
materials have been received and your application file is complete. The typical documents needed wt
applying for a teaching position can theddiéowing

Application Forrii Read and follow the application directions carefully. If possible, neatly type your
application to make the best impression. A good suggestion is to photoapplettientdard

complete the copied ame, thesomplete the good one. Read each question aadefugwer all

questions accurately, truthfully, and to the best of your ability. Keep a copy of your completed applica
for yourecords.

Resumé A esume is a marketing tool listing your qualifications for a teaching or administrative positior
and is different from an application form. An application form is a standardized way for a school to ev:
your qualifications, but a resume allowss@ydoricreativity in expressing your qualifications. Treat
each as a separate document. For instance, when completing the experience section of an applicatiol
write out your experiences as requesteds Royio fi see 8ee pges &89for comple

information on how to write a resdmydime you send or drop off a resume to a school district, a cover
letter needs to accompany it. The only time you do not need to submit a cover letter with a resume is
you are bringing your resume mbeawview or you are attending a job fair.

Cover Letter A cover letter is a professional business letter that accompanies your resume and
introduces you to an employer. The letter indicates to the reader why you are writing and explains the
gualifications you posdesthat specific position. Therafooger letter should be individualized to the
position and school district you are applying to. The application will usually tell you who specifically to
address yogover letter to, or you canhmbchool district to get #hee rof the specificrpen. See
pagesA048for more information on how to develop a cover letter.

Licensel The Ohio Department of Education will send you two original copies of your teaching or
administrative license. Once received, you can then photocopy om& 6E¢#msesignd send it with
your application materials if requested by a school district. After you have accepted a teaching or
administrative position, one of the original licenses needs to be submitte dMiavtyeslssto the

other originaténse for yourself.



Transcripi Copies of your transcript can be sent with your application materials if requested by a scho
district.Typically you can send a photocopy of your transcripts with your application materials, unless a
A o f f anscrip requested by the school district. If an official transcriptantesdad,
Registrards Office in writing and request tha
associated with such a request.

Test Scores You PRAXIS test scores can be copied and sent with your application materials if
requested by a school district.

Letters oReferenckLetters of reference are documents written in support of your qualifications for a
teaching or administrative poshiay. are written by individuals such as faculty memdrsrs, advis
employers, student teaching supersisxpsrating teachers, prisgigat/or administrators who are

aware of your abilities. Letters from individuals who have seen your swpabihgésdviay also be

used, if applicablénless specifically asked for by a schooletistrscttdm people who know you, but

have not seen your academic or work abilities (i.e. character references) will not hold a lot of weight as
letter ofeference for an education position.

Foll ow the school districtdés instructions car
districts request letters of reference later in the hiring process, others want only the name, address, an
telephone number of references, and still others want actual letters of reference sent. The best way tc
about the procesfssecuring letters of refermtoeask & individuals to be a reference for ytmu and

write a reference letter for yoe. tli@iveference writers ample time to develop a qualty letter (2

weeks) and check back if a letter has not been received. Present a copy of your resume to your refere
writers so they know all of your qualifications. Provide each referénaermaddrasgised,

stamped envelope to make it convenient to return the completeBeedermnaayreat deal of hiring

occurs in the summer, ask reference writers what the best way to contact them is after the academic y
has concluded. Shouy te contacted at home and if Saswiiia contact informatiBePMember

anyone who writes a letter of reference for you is doing y8ha\fgeoir. appreciation to the people

writing you a letter by giving them ample time to write in(aimic dstter the day before you need it)

and by sending them a thank you note after receiving the letter.



How to Write a Teaching Resume

A resume is a professional document that markets your qualifications to an employer. Itis NOT a life
history. Instead, it indicates your most important qualifications for employment as a teacher. Your res
often i nfl uenc e sofymuas apotendid érploykd. Therefore, yop sheukl sakeo n
great effort in making it the best document possible. It should be easy to read, neat, consistent and fre
from all typographical and grammatical@uidedines for sections that canlb&eddn eesume for

a teacher candidate are highlighted below:

HEADING

¢ Include your name, permanent address/prenihagwell as your present address/phaitéfe
applicable.

¢ Make your name large and bold; it is whattahduwdtsin this section.

OBJECTIVE
¢ Develop a clear, concise statement about the specific type of position you are seeking.
¢ Do not use personal pronouns (I, my) in your objective or any other section of your resume.

EDUCATION

¢ List degree, major, gradoatate, licensure area(s) including grade levels, coneenti@tions
endorsemen($ applicable), school, cilyséate, and GPA (usually abovg a 3.2

¢ List other institutions you have attended, including setieasfbosted above, if you received a
degree.

¢ List multiple degrees in reverse chronological order.

¢ Do not list high school information.

TEACHING EXPERIENCE
¢ List classrooexperiencgsu have had (student teaching, field expesigrstitgte teaching)
which showwour abilities as a teacher. These activities promote your candidacy to be a teacher and
should stand out on a resume.
¢ Include title (i.e. Teacher Intern, Junior Field Experience), grade level, school, city, state, and dates
¢ Describe your dstiesing differergction worth begin each dgsge pagdOfora list of sample
action word&)reach experience. Possible duties listed coul#sdndand unit planning,
subjects taught, teaching methods, assessthelst classroom managerandspecial
activities (parent/teacher conferences, field trips, duties).
¢ Keep your verb tense consigiast tense) throughout your description of duties.
List experiences in reverse chronological order within each section (most regessififstination
¢ Be consistent in listilages. You could use montlyeardor season and year (i.4-51000r
Spring 2@).
¢ Do not use course numbers, such as ED330, when listing your titles. No one outside the University
knows what that means.

*



RELATED EXPERIENCE

¢ Follow the same format as your Teaching Experience section to list those experiences (paid or ung
which relate to teaching (working with children/youth), but are not actual classroom experience (i.e
camp counseling, coachingnmitahild care, scout leader).

¢ Be sure to include your duties under each position.

ADDITIONAL EXPERIENCE

¢ List positions you have held that do not relate to teaching, but show that you have held a job.
¢ Include the position title, organization, cigndteeges.

¢ Do not include duties in this section; your titles should give enough of.an explanation

PROFESSIONAL DEVELOPMENT
¢ List professional associations you belong to, conferences attended, and presentations given.

HONORS/ACTIVITIES
¢ List honors ybxave received while in college and/or campus or community organizations in which yc
have been involved.

COMMUNITY SERVICE
¢ Listvolunteer activities in which you hasipgtedi

COMPUTER SKILLS
¢ List computer skills you possess that would be forpmtaas a candidate, if applicable.

Formatting Tips

¢ Use the entire page to list your information

¢ Create margins no smaller than %z inch on. all sides

¢ Choose an easy to read font style (i.e. Times Roman, Arial, 8adbNaoraBambréandsize
(1612 pt. depending on font).

¢ Use bold, underline, capitalization, and italics appropriately to make important information stand ou

¢ Be sure your most important qualifications a
appear at the tojptlee second sheet if your information goes to second page. A resume should not b
longer than two pages.

¢ Spell check your resume and proofread it carefully prior to submitting it.

¢ Place your resume on quality resume paper.

Use the tempdaon pge 13oassist you indgoping your resume for a teaching position. Realize that

this template is a guide, and your resume should take on a different format and content depending upc
your individual circumstari2@sNOT format your resume to look exactlhikeemplatelnstead,

personalize your format and content so it displays your information appropriately depending on your
individual needs. Sample resumdistad opages %39, and mayexamples of resume styles are

available in the Career Develup@enter.




Resumes for Administrative Candidates

Realize that when applying for an administrative position, you will want to market yourself as an
administrator, not a teacher. Therefore, you need to include administrative experieackings well as
experience, on your resume. Check to ensure your current teaching resume follows the guidelines list
previously and then modify your resume from a teaching resume to an administrative resume, keeping
these points in mind about the followiogssect

EDUCATION

*
*

*

Place your graduate education on your resume in the Education section.

List the degree and license you will be receiving, your graduation date andattensidtbol you
your Education section.

Place your graduate education aboumgergraduate becaudermation should go in reverse
chronological order.

ADMINISTRATIVE EXPERIENCE

¢

L R 4

Create an Administrative Experience section for your resume and place it above your Teaching
Experience section.

Include your administrative intersshgldlas any other administrative experiences you have had.
Use the same format for listing information as you did for your teaching experience.

Detail the duties of each position becausxpiegmnces are now what qualify you most to be an
administtar.

PROFESSIONAL DEVELOPMENT

¢

*
*

Under this heading, list those activities which show your involvement in professional development |
professional associations, seminars attended, etc.) as it relates to an administrative position.
Include the name ofdhtvity, the place of the activity (if applicable), and date when it occurred.

List information in reverse chronological order.

HONORS/ACTIVITIES

¢

Eliminate this section from your resume. It is used by recent college graduates, not experienced
professials.

Use théemplate oragel4 to assist you in developing youmeesu an administrative position.

Realize that this template is a guide, and your resume should take on a different format and content
depending upon your individual circumdDEh®ST format your resume to look exactly like this
templatelnstead, personalize your format and content so it displays your information appropriately
depending on your individual nesdplé&Sresumes areelisorpages 189 and many examples of

resume styles are available in the Career Development Center.
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Action Words

The following action words can be helpful in describing your experiences and marketing your qualifica
effectively in a resume.

Accelerated  Computed Experimented Launched Produced Serviced
Accompligl  Conceived Explained Learned Lectured Programmed Set
Achieved Concluded Explored Led Projected Shaped
Acquired Conducted Executed Lifted Promoted Simplified
Acted Constructed Expanded Listened Proposed Skilled
Activated Consulted Expressed Located Protected Solved
Adapted Contacted Facilitated Logged Proved Spoke
Added Contributed Fashioned Made Provided Staffed
Addressed Controlled Financed Maintained Publicized Started
Administered Coordinated Fixed Managed Published Stimulated
Advanced Corresponded Focused Manipulated Purchased Strategized
Advised Counseled Followed Mapped Queried Streamlined
Advocated Crafted Formulated Marketed Questioned Strengthened
Aided Created Fostered Mastered Raised Stressed
Allocated Critiqued Found Maximized Ran Stretched
Analyzed Cultivated Founded Measured Read Structured
Answered Dealt Framed Mediated Realized Studied
Anticipated Debated Gained Mentored Reasoned Substantiated
Applied Decided Gathered Met Received Succeeded
Appointed Decreased Gave Minimized Recommended Summarized
Apprised Defined Generated Modeled Reconciled Supervised
Approved Delegated Grouped Moderated Recorded Supported
Arbitrated Delivered Guided Modified Recruited Surveyed
Arranged Demonstrated Handled Monitored Redesigned Sustained
Assembled Designed Headed Motivated Reduced Synthesized
Assessed Determined Helped Narrated Referred Systematized
Assisted Developed Identified Negotiated Regulated Tabulated
Attained Devised lllustrated Networked Related Talked
Augmented  Diagnosed Imagined Observed Relied Taught
Authored Directed Implemented Obtained Reorganized Terminated
Averted Discovered Improved Offered Repaired Tested
Balanced Displayed Improvised Operated Reported Theorized
Briefed Dissected Inaugurated Ordered Represented Traced
Broadened Distributed Incorporated Organized Researched Traded
Built Documented Increased Originated Resolved Trained
Calculated Drafted Indicated Oversaw Responded Translated
Cared Earned Influenced Participated Restored Trimmed
Chaired Edited Informed Perceived Revamped Tutored
Changed Educated Initiated Perfected Reversed Uncovered
Checked Eliminated Inspected Performed Reviewed Understood
Clarified Empathized Instituted Persuaded Revised Unified
Coached Enabled Integrated Piloted Revitalized Used
Collaborated Encountered Interpreted Planned Rewarded Utilized
Collected Encouraged Interviewed Practiced Saved Validated
Combined Enforced Introduced Predicted Scheduled Verbalized
Communicate« Enlightened Invented Prepared Screened Verified
Compared Enlisted Inventoried Presented Searched Visualized
Compiled Ensured Investigated Preserved Selected Widened
Completed Established Involved Prevented Separated Worked
Complied Evaluated Judged Prioritized Served Wrote
Composed Examined Kept Processed Settled
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Action Word Clusters

You should vary the use of action words as much as possible on your resume. Try to use each action
only once in the entire document. Listed below are sonaetomwamds used in an education

resume and synonyms that could replace that word. Be sure the action word used is a good fit with th
duty being stated. Don't just insert a synonym without reviewing the statement to ensure appropriaten

Created/Deloped Supervised/Managed Taught
Acquired Administered Addressed
Assembled Challenged Challenged
Compiled Coached Coached
Composed Consulted Conducted
Conceived Convinced Demonstrated
Constructed Coordinated Educated
Crafted Counseled Enlightened
Created Delegated Experimented
Designed Directed Explained
Devised Empowered Explored
Drafted Encouraged Facilitated
Established Facilitated Guided
Formulated Guided lllustrated
Founded Hired Informed
Gathered Initiated Instructed
Generated Inspired Introduced
Made Integrated Lectured
Modified Led Mentored
Obtained Mediated Motivated
Organized Moderated Practiced
Originated Monitored Presented
Piloted Monitored Spoke
Planned Motivated Stimulated
Prepared Negotiated Talked
Produced Organized Trained
Proposed Oversaw Tutored
Provided Performed
Published Processed Assessed
Redesigned Produced Changed
Reorganized Restructured Checked
Reported Reviewed Examined
Restored Scheduled Investigated
Revamped Solved Judged
Revised Strategized Monitored
Synthesized Tracked Reviewed
Wrote Tracked Tabulated
Trained Tested
Verified

12



Resume Template for New Teacher Candidates
NAME
Permanent Addreg8hone NumbeEmail
(if applicable) Present Adar&smne NumbeEmail

OBJECTIVE (State specific positionareuapplying for including subject area and grade level)
EDUCATION Bachelor of Science in Education Graduation Date
License(license/grade level) GPA:

Concentratisror Endorsemer(iapplicable)
Ashland University, Ashland, OH

TEACHING Teacher Interédgrade level Dates
EXPERIENCE School, City, State
o (list duties of position as approjstaté each duty with an action word)

Field Experienaggrade level Dates
School, City, State
o (listduties of position as appropstaet each duty with an action word)

FieldExperiencé grade level Dates

School, City, State

o (list duties of position as approjstateéeach duty with an action word)
[ ]

RELATED Title,Organization, City, State Dates
EXPERIENCE o (list duties of position as approjstateé each duty with an action word)
Title,Organization, City, State Dates
o (list duties of position as approjstaté each dutytwén action word)
Title,Organization, City, State Dates
o (list duties of position as approjstaté each duty with an action word)
ADDITIONAL Title,Organization, City, State Dates
EXPERIENCE Title,Organization, City, State Dates

PROFESSIONAL (list professional affiliations, conferences attended, and presentations given
DEVELOPMENT 1 if applicable)

HONORSS (ist honorand/or org&ations you belong to, including offices helalicable)
ACTIVITIES

COMMUNITY (list volunteer experiences you have participaegapiicable)

SERVICE

COMPUTER (list programs you know how toitiapplicable)

SKILLS

13



Resume Template for New Administrative Candidates

NAME
Address Phone NumbeEmail
OBJECTIVE (Statespecific position you are seeking)
EDUCATION Master of Education in (subject area) Graduation Date

Licenseflicense/grade level)
Ashland University, Ashland, OH

Bachelor of Science in Education Graduation Date
License(license/gradkevel)
School, City, State

ADMINISTRATIVE Administrative Intern Dates
EXPERIENCE School, City, State
0 (list duti es | stdrteguhodsty with aon acticm svordd p p r
0
0
0

Title Dates
School, City, Stat

0 (list duti es | stdrteguhodsty with an acticm svordd p p r
0
0
0

TEACHING Title School, City, State Dates

EXPERIENCE 0 (list duti es i sdrtegelhodsty vith an actic svordd p p r
Title Sclool, City, State Dates

0 (list duti es i sdrtegehodsty vith an acticm svordd p p r

Title School, City, State Dates
0 (list dut i es | sdrteguhodsty with an acticm svordd p p r

PROFESSIONAL (listappropriate commitie®k and seminars you have atieihdpglicable)
DEVELOPMENT

COMMUNITY (list volunteer experiences you have participiegapiicable)
SERVICE

COMPUTER (list programs you know how tbitia@plicable)

SKILLS
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Resume Templ ate for Bachel ords Plus Tea

NAME

Address O Phmihe Number o6 E
OBJECTIVE  (Content area and grade level; preferred setting and interest in extracurricular activities optional)

LICENSURE 2 year provisional license, content aggade levepending (or issue date)
Endorsementsmolyr (if applicable)
Bachel orés Plus Program (mo/yr)
Ashland Universi§olumbus, OH
(Note: Bachelorés Plus is not a degree grantin

DEGREE Bachelor of major, minor or concentration (mo/yr)
UniversityCity, State
(Master of Education should be included here, if in process. Any new license or endorsement to be receiv
through that graduate work would fall under Al
with 3.0 as nimum for inclusion.)

TEACHING Student Teachggrade level (maryo/yr)
EXPERIENCE Organizatio€ity, State
e Beginwith a verb in the proper tense.
e Make cleaa learnettansferable skill.
e Exclude information that is presumeditbs. job t
e Provide enough detail that readers can visualize the process. Stating that you
crede lesson plans is not enough. Detail a particularly effaciane
e Topics to consider: differentiated instruction, team teaching, parent communication, classroom
management,gni e uni ts/ methods, assessmentsé
e Do not include the same positioriftas vealtim under more than one role.

Field Experiencgrade level (mefyo/yr)
OrganizatioCity, State

Substitute Teacher

OrganizatioCity, State, grade level (rogyyr)
Organizatioity, State, grade level (rmodyyr)
Organizatioity, Stat grade level (meatyw/yr)

RELATED Include positions related to teaching/children in which you were not thim lead teacher
EXPERIENCE a traditional classroom environment. Consider SundegrSphpnitoring and so forth.

Additionaieadings

COACHING EXPERIENCE

OTHER EXPERIENCE

PROFESSIONAL DEVELOPMENT

COMMUNITY LEADERSHIP

TECHNOLOGY SKI(LBr oader t h & mclufira Ai\paguipenent, SnkaitBodjds exc.

Do not state AReferences Upon Request. 0

Provide 5 professional referencesparate sheet, with summer contact info. Character references, if requested, are in
addition to those 5. If you have a professional contact in the school district where you apply, include them. Cooperating
teachers and university supervisorasemxeellent contacts for prospective emplolmvssaRgdle layout on page 49.

Letterhead format of name/contact info should be consistent across ressiiaued ifeezeter.
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Amy S. Smith

555 Rainbow Dr. ~ Columbus, OH 43555 ~ (555) 555-5555 ~ amy.smith@columbus.rr.com

Objective

Licensure

Education

Teaching
Experience

To obtain a position as an educator in the visual arts field at the elementary, intermediate, middle,
or high school level

2 Year Provisional License, Visual Art, PreK-12 Pending
Substitute Teaching License 2/01
Ashland University, Columbus, OH 5/07
Bachel ords Plus Program GPA 4.0
Bowling Green State University, Bowling Green, OH 5/90

Bachelor6 sf Fine Art, specialization in Graphic Design

Substitute Teaching Experience i Grades K-12

Marysville City Schools, Marysville, OH 3/01-present

A Taught all grade levels in both regular and special education classrooms

Facilitated lessons provided by the teacher

Provided learning activities when necessary that could be adapted to a variety of grades and
subjects

Addressed behavior problems in compliance with classroom/school policy

Performed additional teaching responsibilities such as lunch and recess duty, after school
dismissal, and individual tutoring of students

>> >

Student Teacher - Visual Art - Grades 9-12

Marysville High School, Marysville, OH 4/07-5/07

A Prepared and implemented lessons for high school art students independently using a wide
variety of multimedia tools and resources

Designed an art criticism lesson which enabled students to work cooperatively in small groups
Used a variety of instructional strategies to address diverse student learning needs

Instructed several lessons on various art topics (painting, drawing, and graphic design) to
different small groups during the same class period

Utilized team teaching with mentor teacher during times of differentiated instruction

Created assessment tools such as rubrics and self-reflection sheets to evaluate student
performance

Established a classroom management plan that maximized student involvement and
minimized disruptions

Participated in staff meeting on teenage drug awareness hosted by the Marysville Police
Department

Attended various Marysville School District Art Shows and shared ideas for future projects with
attending art teachers

> > >>» >>> >

>

Student Teacher - Visual Art - Grades K-4

Mill Valley Elementary School, Marysville, OH 2/07-4/07

A Collaborated with cooperating teacher in planning and teaching art lessons on a daily basis
Developed a unit on Japanese printmaking focusing on culture and the use of various
elements of art such as line, shape, and color to create exceptional prints

Delivered lessons and graded projects for 125 students

Assessed and evaluated students by reviewing art projects and recording student progress

> >
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Volunteer

Other
Experience

Computer
Skills

> >> >

Adapted learning activities for students with special needs

Amy Smith, page 2

Engaged students in mini-critique sessions to promote art appreciation and student self-

esteem
Worked with mentor teacher to implement behavior management policy

Assisted visiting artistand cooper at i ng teacher with

masks

construction

Performed additional teaching responsibilities such as assisting with math tutoring during

special intervention times, hallway monitoring and lunch duties
Attended in-service and staff meetings on curriculum alignment

Senior Field Experience- Visual Arti Grades K-4
Mill Valley Elementary School, Marysville, OH 1/07-2/07

A Teamed with cooperating teacher to gain ideas and develop lessons for students

A Integrated state content standards and general education material into art lessons

A Taught whole group lessons and led interactive discussions by the use of question/ answer
sessions

A Practiced learned classroom management strategies such as specific praise and reward
systems to foster a positive learning environment

A Prepared materials for 5 art classes and for parent volunteers daily

Junior Field Experience i Visual Art1 Grades 9-12

RB Hayes High School, Delaware, OH 9/06-10/06

A Observed daily routines of the teacher and the students

A Assumed instruction on art projects in progress

A Provided small group and individual instruction

A Developed a lesson plan which focused on the painting techniques of Vincent Van Gogh such

A

as color usage, repetition of lines and value scale, building on previous knowledge gained from

a prior lesson study on color

Incorporated technology into the classroom with the use of a PowerPoint Presentation

Edgewood Elementary, Marysville, OH 8/04-5/07
Experience A Ohio Reads Program i Worked with 2" graders on improving reading skills in a
guided reading setting

A Participated in planning of fundraisers such as Edgewood Elementary Extravaganza, Holiday
Catalog Sales, Market Day, and the Annual Spaghetti Dinner

A Chaperoned several field trips such as The Franklin Park Conservatory and Slate Run
Historical Farm

A Assisted teachers in my childrenés classroom:
working with children one-on-one with math, reading, or writing

Sunday School Teacher i PreK 1/03-6/05

Emmanuel Baptist Church, Marysville, OH

Intermittent Office Aid 3/05-6/05
Marysville City School District Board Office, Maysville, OH

School Childcare Worker i Grades K-4 1/05-6/05
Marysville City School District Latchkey Program, Marysville, OH

Childcare Provider i Infant-Age 12 6/99-6/03
Certified In-Home, Marysville, OH

Proficient with Microsoft Windows 95, 98, 2000, and XP

Microsoft Word, Microsoft Publisher, and PowerPoint
Internet and various educational software programs
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5555 Brichwood_ane
Grove City, OH 8555

Donna L. Barnes

(H) 5555555555
(C) 5555555555

OBJECTIVE

A Spanish language teaching position, gra¢e

LICENSURE

Two-year Provisional Spanish-K2 pending for licensure
Ashland University, Columbus, Ohio
Bachel ordéds Plus (12/2009)

Long-Term Substitute License, Mulfige (3-21/Grade PKL12), Spanish, Five year license (9/2007)

DEGREE

IndianaUniversity, Fort Wayne, Indiana
Bachelor of Science, Criminal Justieeinor, Spanish5/1991

TEACHING
EXPERIENCE

Southwestern City Schools, Grove City OH (10/2@03004, 9/200-resent)
Substitute Teacher Grades K12
e Substitute in a variety @fducational experiences in short term positions.

Central Crossing High school, Grove City, OH (2/2€8J2004) (6%~ weeks)
Long term substitute

e Instructed 4 periods of'@year Spanish to primarily {ayrade students
Instructed 2 periods of'lyear Sparsh to 9" grade students
Facilitated lessons provided by teacher on leave for first two weeks
Composed lesson plans for the remaining 4 ¥2 weeks
Taught skills in reading, grammar, speaking , listening and writing
Utilized computer grade book system amgbkrecords for grading period
Coordinated with other instructors to facilitate learning process for students

Northwest Allen Community Schools, Fort Wayne IN (9/1:95/1.992)
Substitute Teacher Grades K12
e Substituted in a variety of gradesIR shortterm positions

SPANISH-
LANGUAGE
EXPEREINCE

Girl Scouts, Seal of Ohio, Columbus, OH (8/2005)

Day Camp Program Leader Camp Fiesta
e Developed programming for 55 Hispanic students and 75 Girl Scouts for a uniqgue summ
e Facilitated information exch@e between girls and Hispanic students on camp and culture

Our Lady of Perpetual Help School, Grove City OH (3/28(2005)
After School Enrichment Coordinator
e Developed programming, coordinated outside resources, instructors, and volunteers
e Assistedplanning class curriculums for over 250 students in languages and sciences
e Coordinated with three high school language clubs to provide programming for students
Spanish, French, and German Languages

Catholic Charities, Fort Wayne, 1(8/199510/1997)
Bi-lingual Case Manager
e 90% percent of caseload served Hispanic clients from various countries

State of Indiana, Division of
Caseworker(Medicaid, AFDC, Food stamp Programs)
e Approximaely 40% of clients served were Spanish speaking

Fami Il /198) Chi |

AQUATIC -
INSTRUCTION
EXPEREINCE

YMCA of Central Ohio, Grove City, Ohio
Swim Lesson Instructor(9/2002present)
e Plan and instruct group and private swim lessons agek®
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e Instruct and mentor to neparents in the parent/child swim class
Swim Lesson Instructor Trainer (8/2006i present)

e Mentor, instruct, and orient new instructors on how to teach swim lessons
Arthritis and Injury Exercise Instructor (8/2005i present)

e Instruct members on arthritexercise in order to maintain movement and flexibility

LEADERSHIP
EXPEREINCE

Girl Scouts, Seal of Ohio, Columbus, OH
Girl Scout Leader (11/1995 present)
e Provide leadership for 2 groups of girls grades five and nine
e Organize various activities and trips
e Help girls to set and achieve goals and awards, developingetiatice

Pool Manager(Seasonal 1/2008/2006), (4/2008/2007)
e Developed programming for over 1800 students each summer;
e Led, taught, supervised, monitored and adjusted activities for agekdinappropriateness
e Coordinated 8 camp directors & managed 7 staff members setting schedules & provided

Our Lady of Perpetual Help School, Grove City OH
School Volunteer(8/1995present)

Sunday Preschool Instructor (9/1999 5/2000)

Mo t h e rodpd eader (10/1996 5/1998)

YMCA of Central Ohio, Grove City, Ohio (1/20aB)/2007)
Building Supervisor

City of Grove City, Grove City, OH (9/2008/2003)
Sewing Instructor

American Sewing Guild, Columbus, OH
Special Events Coordinator(9/20015/2003)
Newsletter Editor (5/20035/2005)

La Leche League International, Ohio Chapter, Grove City, OH (8/208@01)
Accredited Leader

ADDITIONAL
EXPEREINCE

Garrett Police Department, Garrett, IN
Dispatcher (11/1990 6/1992)
Reserve Police Office(6/1988 6/1991)

Dekal b County Sherriffoés Department, Auburn
Telecommunications Office9/198%10/1989)
Jail Officer (6/198%9/1987)

HONORS

Girl Scouts, Southwestern Service Unit, Grove City, OH
e Leader of the year, and Volunteer of the year

Indiana University, Fort Wayne, IN
e Deanod-2vyelrs st
e Whods Who Among Students in American Uni
e Pi Alpha Alpha member, National Honor Society for Public & Environmental Affairs and
Administration
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Sally Shafer

3 Devonshire Blvd., Medina, OH 0008@000) 0060000e sally.shafer@hanail.com

OBJECTIVE
An Early Childhood Educatioteaching position, grades&

EDUCATION
Bachelor of Sciencen Education Graduation Date: May 2005
License:Early Childhood Education (PreK-3) GPA 3.917/4.0

Endorsementkeading (K-12)
Ashland University, Ashland, Ohio

TEACHING EXPERIENCES

Student Teacheri 2" grade

Mapleton Elementary School, Ashlandhi® Spring 2005

e Collaborated with cooperating teacher in planning and teaching lessons in all subject areas.
Devised a week long science unit on weather and a two week science unit on light.
Created and implemented a two week integrated unit on pieedbmaps and geography.
Utilized cooperative groups to educate students about character education topics.
Adapted learning activities for students with special needs.
Worked with students in a guided reading group.
Coordinated an integrated lesson on researching famous Americans.
Assessed and evaluated students by reviewing work samples and recording student progress.
Devised a classroom management plan and an individual reward system.

Senior Field Experiencei K-1* grade

Crestview Elementary School, Ashland, Ohio Fall 2004

o Cooperated with field experience teacher in planning, creating, and teaching math, science,

and social studies lessons.

Monitored progress of a st udée€Rgoalsntaldssorsn | EP
Taught lessons that met the needs of students at both the kindergarten and first grade level.
Created and executed a lesson introducing the concept of addition to the students.

Designed an integrated lesson on voting.

Integrated language arts into science and social studies lessons.

Conductedyuided reading group.

Reading Tutor
Becker Reading Center, Ashland, Ohio Spring 2004
e Tutored a first grade student in reading.
e Prepared and taught language arts lessnoggporating vowel sounds, writing, and word
attack strategies.
e Monitored childds progress and kept anecdot al
e Prepared a parent newsletter and held a parent conference.

Junior Field Experiencei 1% grade

Sherman Elementary School, Mansfield, Ohio Fall 2003

e Worked in a multicultural setting.

Assistedn planning, creating, and teaching several language arts Idesassd orreading.

Worked one on one with students needing extra assistance in reading.

Taught small and whole group lessons axd¢eractive discussions.

Created and executed a wéeRg thematic unit oRilgrims.

Assessed and evaluated performance by keeping anecdotal notes and reviewing work samples.
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Sally Shafer- Page 2

Sophomore Field Experience Spring 2003

Tri-County Cooperative Preschool, Loudonville, Ohio

o Workedwith field experience teacher to plan, create and teach art, mathematics, social
studies, and fine motor lessons.

e Worked in small and whole group settings and assisted students with special needs.

RELATED EXPERIENCES
Assistant Head Start Teacher/Camp Counselor Summer 2004
Horizon Activities CenterElyria Ohio
e Monitored childrerages 3 to 12.
e Assisted lead teacher in whole gragiivities, outdoor play, and learning center activities.
e Prepared and implemented activities for children agE2.7
e Managed large groups of children on field trips.

Volunteer 2™ grade classroom Winter 2003
Firelands Elementary Sche@berlin, Ohio
e Assisted the classroom teacher with projects, reading, and math.

ADDITIONAL EXPERIENCES
Cook,Boccar di 6 s irnkngleam,&Ohic ant , B19992004
CashierODD JORB Closeout Storeklyria, Ohio Summer 2003

HONORS/ACTIVITIES
Graduated Summa Cum Laude and Gamma Alpha Kappa
El ected to Whods Who Among Students in America
Vice President, Kappa Delta Pi, International Education Honor Society
Teacher Education Scholars
Deands List
Alpha Lambda Delta, Honorary
Community Care Teasouth and Literacy Team
Intramural Basketball
AU GIVS Participant, a food drive for Ashlamdmmunity
SoupKitchenVolunteer

COMPUTER SKILLS :
Microsoft Works Word Processor, Microsoft Word, and PowerPoint
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