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              Agenda

! “Warm-up”/Introductions 

!Chart Your Questions 

!Powerpoint Presentation & Discussion 

!Review Question Chart  
!Use a Resume Rating Checklist   
!Action Word list



 
What’s the purpose of 
your résumé?

! to make an employer want to learn 
more about you 

! to meet the needs of the people who 
do the hiring, (aka Principals)  

!What do they want to hear?  
!What problem do they have that you 

can solve?



How long should it last?

!A résumé has a useful life of no 
more than six months.  

!An old résumé is a              
liability.



How do I start? 
! A school district’s representatives will quickly know 

if you have researched the organization by your 
résumé.  

! Researching an organization positively displays your 
interest and enthusiasm. 

!All people you encounter are 
potential network contacts. 



What style is best?
! A chronological résumé lists most 

current work experience first.  This is the 
most commonly used style, and it works 
very well for new graduates.  

! Use “sans serif” fonts, minimum 11 point 

! Keep the format consistent 

! Use “white space” effectively



Does size matter? 

! Many employers feel that they can find a 
qualified candidate who has designed a 
good one-page (front & back) résumé.   

! Two pages is a maximum. 

! If it isn’t read, it isn’t effective! 

! Delete repeats.



WHAT ABOUT REFERENCES? 

! List all contact information in the résumé. 

! Prior to listing references, always ask if they will be 
able to strongly recommend you for employment.  

! Keep your references notified of interviews you 
schedule. 



Ask each reference at 
least three questions: 

! “Can you speak with enthusiasm about positive aspects of 
my capabilities?” 

"

! “Is it ok if you are called at work and/or at home?” 

  

! “May I include your contact information in my résumé?” 



What questions will be asked of 
my references?

! Working relationship to candidate  

! Given the opportunity, would you hire this person? 
If no, why not?  

! Do you know of any reason this person should not 
work directly with children?  

! What is a professional goal you would recommend 
for this candidate? 



Should I include a statement of 
objective?

! Not recommended!

! Use instead a statement of your 
most important, interesting, 
measurable skills. 

! Avoid being exclusionary about 
your job preferences.



List references in a   
separate section. 

!Inconveniencing a 
potential employer,  
even a little, is bad! 



What about my license?
! Be clear about “in-process” endorsements, and (expected) 

date received. Include a copy of your certificate. 

! Find out requirements of other states before you apply. 

! Appropriate licensure/endorsement especially important. 



What about personal info?

!Addresses:  Up-to-date!  One invalid postal, email, or 
web address is one too many! 

!Phone:  with a short and clear message if you are unable 
to answer.  Don’t list a work phone unless you are actually 
available there most of the workday.!

!Don’t include:                                      
age, marital status, religion, weight, height, race



Will potential employers “Google” 
or “Facebook” me?  

!Assume the answer is, “Yes!” 

! “Google” yourself first! 

! “Clean up” and “age up”  

!Use social media as a 
professional portfolio, e.g. 
Linkedin



There is no more certain way to 
destroy a job opportunity than to 
fail to respond to an employer’s 

inquiry.     



MAKE YOUR RÉSUMÉ SING  
      your unique story!

! Specific skills and interests 

! Specialized training 

! Experiences, accomplishments, and 
challenges 

! Share your passion for teaching!"
! Challenge:  answer questions in      

“My Unique Qualities” 



Fresh advice!  Collected from 
Hillsboro Administrators this week! 
! Share your interests, and how you’ll support the 

school community beyond the classroom. 

! Simple is better—I just want a quick snapshot. 

! If you don’t list your principal as a reference, I 
typically disregard the application. 

! Experience with children in other            
settings matters, like church, sports,              
or child care.

18



COMMON  
 RÉSUMÉ PROBLEMS

Employers are looking for a reason  
to throw yours in the trash! 



Common problems

! grammar and/or spelling errors !
! invalid contact information 

! frou-frou 

! stale/out-dated!
! missing Employment/Education Information 

! résumés composed by a                                            
professional service



Common problems, page 2
! general responsibilities performed 

by all teachers 

! buzz words/jargon/abbreviations 

! too wordy 

! fuzzy reference information  

! “truth stretchers”  & hyperbole 



SAMPLE RÉSUMÉS
"
              
"
"

From  
MAT graduates
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SHARON A. C--- 

5--- NW ---., Buxton, OR 97--- 
---@pacificu.edu 

Phone: (503) ------- 
 

 

 
Education 

 
Master of Arts in Teaching, Pacific University, Forest Grove, OR  GPA 4.0  Anticipated May 2014 
 
B.S. Bio-Agricultural Sciences, Arizona State University, Tempe, AZ (no period needed after this type 

of abbreviation)       May 1982 
 

Licensure 
 

License:  Initial Teaching 1 (Highly Qualified) 
Authorization: Early Childhood and Elementary 
 

Student Teaching Experience 
 

Banks Elementary School, Banks, OR                  Jan-June 2014 
Created and taught a ten-lesson poetry unit, integrated with language arts, science, technology, and 
expressive arts, with a focus on the craft of writing poetry, to 24 second grade students.  This class 
included 4 English Language Learners, 2 special education students, 1 student receiving assistance for 
speech, and 6 students receiving Title 1 reading assistance.  This poetry unit was integrated with 
language arts, science, technology, and expressive arts. 
 
Will create and teach Planning an integrated, eight lesson electricity unit for 29 sixth grade students.  
This group includes 5 special education and 3 speech and language students. pulled out for special 
education, and 3 students pulled out for speech. 
 
LMV School, Kathmandu, Nepal, a project of Hands in Outreach, Boston, MA                     April 2014                   April 2014 
Will create and teach an electricity unit to fifth through seventh graders.  All students will be English 
Language Learners.  Will train local Nepalese teachers in individualized reading assessments. DIBELS 
testing of students.  I suggest you not use the term DIBELS, as some Districts have moved away from 
this test.  Plan to keep in touch with U.S. students through a blog. 
 

Community Leadership 
 
Valley Catholic Middle School Regional Science Fair, Beaverton, OR                   March 2014 
Judged physics and chemistry categories for the annual event regional science fair, for the categories of 
physics and chemistry. 
 
Banks Elementary School                  Sept –Nov 2014 
Volunteer in the Structured Learning Center, a self-contained classroom for (how many?) moderately to 
severely disabled students.  I learned how to redirect students to the desired task, use direct instruction 
and visual schedules, and to allow time for students to process instructions.   
  
Banks Elementary School                          Jan–May 2013 
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MALLORY C--- 
7727 NE --- Hillsboro, OR 97--- 

PHONE phone: 503---- ˚ E-MAIL email: malc--@live.com 
TEACHING WEBSITE  website: http://mal---.wix.com 

 
OBJECTIVE: 
Seeking an elementary teaching position that will utilize my strong dedication to children’s emotional 
development and to their educational needs.  I  would  omit  th i s  s e c t ion ,  un le s s  you can come up wi th  

word ing  that  r ea l l y  s e t s  you apar t  f rom a l l  o ther  candidates .    

 
LICENSURE: 

Initial I Teaching, Multiple Subjects Self Contained, Early Childhood & Elementary 
Expected June 2014 

 
EDUCATION: 
 

PACIFIC UNIVERSITY: 
Expected Graduation May 2014 

GPA: 4.0 
Masters of Arts in Teaching 
Early Childhood Education &  

Elementary Education 

OREGON STATE UNIVERSITY: 
Graduated June 2009 

GPA: 3.4 
Bachelor of Science: Human Development 

& Family Sciences 
Minor: Sociology 

 
EDUCATIONAL EXPERIENCE: 
 

Student Teaching-Kinnaman Elementary, Beaverton School District                 Sept. 2014-Present 
• Active in Teach for Beaverton Student Program Teaching Program  - 2nd and 4th grade* 
• Strived for proficiency in 5D+ Teacher Evaluation goal: Students Engagement* 
• Instructed 56 diverse learners that included in c lud ing  sixteen second language learners students 

for whom English is a second language, four students who receive special education services, six 
who are identified as talented and gifted, and one student who is diagnosed with Attention Deficit 
Hyperactivity ADHD and a sensory disorders   ( I  took out  mos t  o f  the  cap i ta l s )  

• Developed and implemented an inquiry-based mathematical unit on fractions and decimals 
• Evaluated proficiency level of students with respect to the established learning goals 
• Established objectives and learning goals, and evaluated student proficiency levels that are 

consistent with the Beaverton School District’s long-term goals and Common Core State 
Standards 

 
( I  moved  th i s  up above  your  vo lunte er  a c t iv i t i e s )  
Teacher Counselor, Christie School        May 2009-March 2011 
• Maintained a safe, healthy and therapeutic environment for adolescents age 5-17 who suffered 

from abuse and neglect, developmental and learning delays, Attention Deficit Hyperactivity 
Disorder, Autism, substance abuse, behavioral and mental health challenges 

• Prepared documentation of the activities concerning individual client cases 
• Collaborated with counselors, parents and caseworkers in regards to client treatment plans 
• Organized and led activities, provided counseling, assisted with daily living tasks, and 

implemented positive behavior support plan as directed by the treatment team 
 
Volunteer-Orenco Elementary, Hillsboro School District                     Sept. 2012-Dec. 2013 
• Facilitated a reading group for eight below grade level 6th grade students 
• Lead reading intervention lessons and offered individual support to ten 4th grade students  
• Offered individual academic support for (how many?)  students with learning delays  
 

Volunteer-Forest Park Elementary, Portland Public School District        Sept. 2012-June 2013 



25A---, Eric J. 
     PO BOX 1-- 

     Forest Grove, OR 97116 
     E-mail: EricJ---@gmail.com 

                                        Phone: 503------- 
 

EDUCATION 
 
 
 
 
EXPERIENCE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MAT: Early Childhood/Elementary, Pacific University - Oregon 
(Expected Graduation date: May 2012) 
BS: Social Science, Portland State University (2011) 
High School: Woodrow Wilson High School (2006) 
 
Student Teacher – Alameda Elementary School, Portland, OR and 
Early Learning Community, Forest Grove, OR                 2011-Present  
Created and implemented a unit of learning (on what topic?) for students 
in classroom, including lesson plans and assessments.  Take over teaching 
duties in day to day activities of the classroom.  Developed positive 
relationships with and kept keep open communication with parents. 
  
Program Leader – NW Regional Outdoor Science School     2010-2011 
Mentored, assessed, and led a team of (how many?) high school 
volunteers in student leader roles.  Trained and evaluated volunteers 
weekly. 
Taught outdoor science curriculum to (how many?) sixth grade students in 
_____ sessions. 
 
Camp/Overnight Counselor – Oregon Zoo                              2007-2011 
Created an educational and fun experience for students aged ___-___kids 
of various ages focusing on thematic interpretation and conservation.  
Lead zoo tours on grounds and behind the scenes to educate groups on the 
zoo's goals and methods for animal care and conservation efforts. 
Taught (how many?) elementary students in classrooms and on location -
grounds environment. 
 
Student Leader/Special Needs Volunteer – Multnomah ESD Outdoor 
School                                                                                         2004-2009 
Taught and lead (how many?) 6th grade students through outdoor school 
within cabin and field study groups. Worked one on one with students 
with various special needs and gave them successful and fulfilling 
experiences. 
 
Resident Assistant - Portland State University 2007-2008 
Created social and educational community programs for (how many?) 
student residents.  Responded to various residential needs around the 
clock.  during any time of day and on-call nights and weekends. 
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Stacy A--- 

45945 NW H--- Rd.!  Banks, OR 97--- 

Phone: 503------- !  E-Mail: ---@gmail.com 

Cultural Experience 

Camp Adventure Counselor, (Name of the base?)United States military base Okinawa, Japan [06/11-08/11] 

Spent 10 weeks working on a in Okinawa, Japan. Worked as a camp counselor for children between the ages 
of 5-12. Responsibilities included creating Created camp programming, leading songs and activities, and 
planned small group lessons for (how many) students, ages 5-12. planning. Gained experience working with 
kids as well as experience with a different culture. Earned an appreciation and understanding for others from a 
different culture. whose culture differs.  

Teaching Experience 

Student Teaching Teacher, Kinnaman Elementary, Beaverton, Oregon    [09/12-06/13] 

Student taught a classroom of 30 second grade students at a Title one Title I school with in the Beaverton 
School District. Of those 30 students 9 did not speak English as their first language, 9 English Language Learners, 
2 students were on behavior plans, and one student was placed on RTI (spell this out). Duties included co- 
planning curriculum, leading reading groups, working one-on-one with students, and participating in 
collaborative learning teams.  (I lined out the last sentence, as it specifies what I would expect of any student 
teacher.) 

Preschool Instructor, Bates Preschool Instructor, Oregon State University    [03/11-05/11] 

Worked as a preschool instructor at the onsite preschool in Oregon State University. Planned a week of 
instruction as the lead teacher and one week of instruction as a co-teacher.  Also c Created daily lessons for a 
group of 3 students. Administered pre and post assessments on students’ patterning ability.  

Teacher’s Aide, Mountain View Elementary Practicum, ___ School, Corvallis, Oregon  [04/10-05/10]  

Teacher’s aid to a classroom of 25 kindergarten students at a title 1 Title I school in Corvallis. Provided one-on- 
one literacy support during literacy period. Also participated in and sight- word memorization assessments. 
Supported Assisted lead teacher in her daily planning and classroom management. 

Job Experience 

Director, Stages Performing Arts      [03/13- 03/13] 

Worked as a director Managed a group of 20 kids ranging in ages from 6-12 years in the spring break 
production of the children’s musical (?) “RATS!” Responsibilities included educating Educated students on 
various all aspects of the theater, interacting communicated closely with parents, and     

Dance Instructor, Stellar Performance Dance Studio      [09/07-09/08] 

Worked as a dance instructor managing a group of Taught 10 girls ranging in age from ages 7-8 for a 2- hour dance 
class, ____ times weekly. Worked toward improving Improved children’s’ dance technique and helping them to feel 
built student confidence t as dancers and performers. Also c Communicated with and informed parents, and 
informing them of their child’s progress.  

Education 

Master in the Arts of Teaching, Pacific University  [2012-2013]  

Working toward Masters in the Arts of Teaching. Expecting to graduate Magna Cum Laude May 2013 with a 3.8 
gpa. GPA 















How important is a cover letter?
!A companion / courtesy 

document to the résumé 

  

! keep it short 

"

! résumé and the cover letter 
will most likely become 
separated



Top 10 Cover Letter Tips
! Always write to a specific individual. 
! Have a genuine grasp of the district's 

needs, accomplishments, and 
philosophy/mission. 

! Write each cover letter separately. 
! Use natural language in simple,  clear 

sentences.  
! Check and recheck. 



Top 10 Tips, continued
! Use standard business letter format on stationery that 

matches. 

! Request an interview. 

! Let your personality and energy shine through.  

! Use a matching paper for the envelope, use a 9”x 12” 
envelope to avoid folding the résumé and letter. 

! Don't rely too heavily on cover letters to get your job. 



SAMPLE



Sources: 

! 40 years of personal and professional experience 

! “How to Write a Great Resume & Cover Letter” by Linda Spencer 
Youtube, 2012 

! “Resumes are Useless Without This” by J.T. O’Donnell, Youtube, 
2013 

! Educational Placement and Career Services, School of Education - 
University of Wisconsin-Madison, www.wisc.edu/wiscinfo/
academics 

! Phi Lambda Theta International Honor Society and Professional 
Association in Education, http://www.pilambda.org 

! Educator's Job Search, NEA Professional Library Publications, 

http://www.wisc.edu/wiscinfo/academics
http://www.pilambda.org/












More questions for References…
The candidate’s ability to … 

—maintain positive relationships with students and staff. 

—communicate effectively. 

—work effectively within a culturally diverse environment.  

—adapt to changing conditions. 

—have a positive attitude towards work and others. 

—plan and organize their work. 

—The candidate’s attendance or punctuality.  

—(Optional - Other job specific questions)  

—Is there anything else you would like to share about this 
candidate? 



Common problems, page 2

! missing Employment/Education 
Information 

! general responsibilities performed 
by all 

! buzz words/jargon 

! too wordy 

! résumés composed by a 
professional service



What about electronic transmittal? 

!always inquire 

!demonstrates your 
technological competence 

!simple layout is critical 

!confirm that your format is 
acceptable, and received 
clearly and completely  


