HOW TO GET THE JOB YOU WANT
First Steps

· Geographic preference

· Size of District

· Size of schools

· Urban / Suburban / Rural

· Community support

· Special programs/grants

· Flexibility / Stability / Mobility

Where to look

· www.wateach.com
· www.nea.org/jobline

· Also see attached ‘School District Job Listings’ document
Application

Each District is different. Follow each step carefully.

· Resume only

· Request packet on-line

· Print application, complete, sign it and mail in

· Complete and submit application on-line

Components

· Application form

· Cover Letter

· Resume

· Copy of teaching certificate (if received)

· Transcripts – official/copies

· Placement files

· Reference letters / reference forms / contact ahead of time

· Narrative statement / Questions / Essay

· Clear, concise response

· Sell yourself

· Keep to a reasonable length

· Spelling, punctuation, grammar, writing skills

· Disclosure Statement

· Optional confidential data form

Provide ALL information requested

· Don’t state “refer to resume”

· Provide phone numbers/contact information for former employers

Announcements/Posting

· Read it: type of position, qualifications, focus, cues & clues, extra application requirements

· Portfolio

· Help organize thoughts / achievements / accomplishments

· Look, readability, clean, enthusiastic

· Focus on teacher work or student work

· Examples/samples – relevant to position

· Include at what point in the process

· Electronic portfolio

Cover Letter

· First impression

· Specific or general?

· Focus or highlight relevant background, experience, education, etc.

· Include information not on resume

· Get reader’s attention

· Short, relevant, to-the-point

· Well written

· Don’t go on and on – reader won’t and may miss important information
Resume
· Have different versions depending on what applying for

· Job objective? Grade level preference?

· 1 page or 2? 1 side or 2?

· Don’t pad. Don’t use unnecessary words

· Bullets, outlines, white space

· Be accurate – don’t inflate but don’t be modest

· Use strong, action-oriented words

· Proofread, proofread, proofread – spelling, typos, grammar

· Put important information first
· Chronological vs. functional

· All previous employment?

· What about volunteer activities?

· Be sure that key information / words are easily located – may be screened several times

· Don’t include picture – will have to be removed then resume will look funny

· Don’t include personal information unless it is relevant to the job

What should the resume look like?

· Eye appealing

· Quality printing

· Select font carefully – not cute but not ordinary. Don’t look like an old typewriter. Be sure it is readable. Highlight name.
· Careful use of color – make sure it still looks OK when copied. Use lines / shading.

· Use quality paper but avoid color or backgrounds – white, off-white, pastel, textured OK. May look funny when copied.

· Don’t fold unusually

· Don’t put in a fancy cover or binder

· Match cover letter and resume

Interview

· Do your homework

· Learn about the District

· Mission

· Goals

· Learn about the programs

· Learn about the schools

· Visit the school / come early

· Team interview

· Structured questions

· Anticipate questions

· Why do you want the job

· What do you bring / makes you qualified

· Why do you want to be a teacher

· Any questions you would like to ask?

· What’s important
· Flexibility

· Collaborative qualities

· Communication skills

· Enthusiasm

· Instructional skills

· Discipline

· Classroom management

· Love of kids

· Teaching demonstration

· Shake hands / Eye contact

· Dress, appearance, scent, jewelry

· Body language – what to do with your hands

· Good fit – for you and for school

· Don’t get discouraged

· Feedback

Summary

· Good student teaching experience

· Good references

· Good interview

· Substitute experiences

· Get to know Districts, schools, principals

· Learn about District programs, goals, philosophy

· Try out different class levels

· December / September hiring
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