








CERTIFICATION ATTACHMENT 2 

 
SIUC CERTIFICATION DOCUMENTATION FORM 

 
NAME:___________________________ SOCIAL SECURITY #________________ 
 
BIRTHDATE:_____________________ SEX:  ____Male ___Female 
 
BIRTHPLACE:____________________ U.S. CITIZEN: ___Yes ___No 
 
MAJOR:________________________________________________________________ 
 
HOME ADDRESS (Street Number, City, State, Zip Code): 
_______________________________________________________________________ 
 
PHONE:___________________________ E-MAIL:____________________________ 
 
HAVE YOU: 
1).  Ever had a certificate denied, suspended or revoked in Illinois or any other state?   

YES          NO 
 

2).  Ever been convicted of a felony, or any sex, narcotics or drug offense in Illinois or 
      any other state?        YES          NO 
 
3).  Have you failed to file a tax return with the Illinois Department of Revenue, or failed 
      to pay any tax, penalty, or interest owed or any final assessment of same for any tax 
      as required by law administered by that Department that was not subsequently  
      resolved to the Department’s satisfaction?    YES          NO 
 
4).  Have you ever been named by a state agency responsible for child welfare as a  
      perpetrator in an indicated report of child abuse or neglect if such report was not 
      reversed after exhaustion of any appeal?     YES          NO 
 
5).  Are you in default on an Illinois student loan for which you have failed to establish 
      a satisfactory repayment plan with the Illinois Student Assistance Commission? 
          YES          NO 
 
I certify, under penalty of perjury, that I am not more than 30 days delinquent in 
complying with a child support order.  I understand that failure to so certify shall result 
in disciplinary action and making a false statement may subject me to contempt of court. 
 
_____________________________________________ _______________________ 
Signature       Date 
 

Please return this form to COEHS Coordinator of Recruitment and 
Retention/Certification Coordinator, Wham 135 
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Career Services 
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CAREER SERVICES 
RESOURCES & SERVICES FOR EDUCATORS 

Monday – Friday 8:00 am – 4:30 pm 
Woody Hall B204 618.453.2391 Phone 
900 South Normal Avenue 618.453.1924 Fax 
Southern Illinois University car_serv@siu.edu 
Carbondale, IL 62901-4703 www.siu.edu/~ucs 
 

" REGISTRATION with Career Services (CS) is available to current students, 
alumni, and community members.  Registration is free for current students and 
$70 for alumni and community members.  Benefits of registration include:   
! Access to our online job search engine, Saluki Recruiting.  Typically, between 

300 and 600 jobs/internships are listed on this site at any given time 
throughout the year.  Saluki Recruiting enables registrants to electronically 
store credentials (resume, references, student teacher evaluation, 
certificates, and letters of application and recommendation).  With this 
system, you may apply directly for positions, tailor your search by selecting 
specific items in your file to transmit to employers and place your resume in 
“Resume Books” that are accessible to employers.   

! Ability to create personalized profiles for your job search which employers 
can view when searching for candidates to fill positions. 

! Ability to search and apply for jobs/internships online with a click of a button 
from your personalized account. 

! Notification when employers are scheduled to interview on-campus. 
! Ability to apply for on-campus interviews from any internet accessible 

computer. 
! Email notifications when new jobs are posted that match your qualifications. 
! Access to Saluki Mentor Network, a mentoring program connecting current 

SIUC students and alumni with practicing professionals. 

" PEER ADVISORS available in our Career Services computer lab daily to 
individually help you in using effective career planning resources. They augment 
the professional staff by helping you make career choices and develop plans for 
transitioning from SIUC to a satisfying career and/or graduate education.  The lab 
and advisors are available daily from 9:00 am – 12:00 pm and again from 1:00 – 
3:30 pm on a walk-in basis. 

" JOB FAIRS are used extensively by school districts to recruit teachers.  Career 
Services sponsors a Teacher Job Fair every spring and can also provide 
information on other state and national fairs. 

" INDIVIDUALIZED CONSULATION may be scheduled by calling Career Services 
for an appointment.  Help is offered on tailoring your job search; critiquing your 
resume, cover letter and application forms; and regarding any other issues you 
may have related to career decision-making and job search. 

" JOB SEARCH HANDBOOK FOR EDUCATORS is published annually and may 
be obtained from Career Services.  This booklet contains excellent, timely 
information on job searching, teacher supply and demand, portfolio construction 
and much more. 
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CAREER SERVICES 
SOUTHERN ILLINOIS UNIVERSITY CARBONDALE 

SALUKI RECRUITING 
 

Student Feature Overview 
 
The SIUC Career Services office use Saluki Recruiting (SR) to help coordinate your job search.  SR 
enables you to easily register personal, academic and work experience information with Career 
Services; upload resumes and cover letters; search for jobs; apply for positions with the “click of a 
mouse;” schedule on-campus interviews; and stay abreast of career events. 

The main features of Saluki Recruiting include: 

My Profile and Applications 
! The Student Profile feature lets you view and edit information regarding your personal, 

academic, and work experience as well as your career interests and preferred locations.  
Through this feature, you may keep track of information about jobs you have applied for and 
view upcoming interview schedules.   

My Documents 
! The My Documents feature permits you to manage online the documents you use to apply for 

jobs, such as resumes, cover letters, references, student teaching evaluations and 
certificates.  Through Saluki Recruiting, you may upload documents created in Microsoft 
Word and save them in your account.  After uploading your documents, you can publish them 
in the system’s online resume books and send them to employers when you apply to posted 
jobs. 

Find Jobs 
! The Find Jobs feature allows you to search for opportunities made available by employers 

through SIUC Career Services.  Once you have found a list of jobs that match criteria in 
which you are interested, you can view detailed descriptions, save selected descriptions into 
folders, and apply directly from Saluki Recruiting. 

Calendar 
! The Calendar feature displays upcoming Career Services events such as job fairs, 

application deadlines, information sessions, and scheduled interviews. 

Resource Center 
! The Resource Center offers a variety of information to help with your job search, including 

employer profiles, and features career opportunities for various majors, information on “less 
traditional” career paths and much more.  The Resource Center also offers timely articles to 
introduce you to the new world of work (resume tips, city guides, and profiles of beginning 
professionals). 

Set Up 
! Set Up enables you to change your password and configure your Internet browser for optimal 

displays of online documents. 

Help 
! Not sure what to do?  Saluki Recruiting incorporates an online help system that provides 

task-based instruction on its many features.  In addition, Career Services, Woody Hall 
B204, 618-453-5321, is open 8:00 am to 4:30 pm Monday through Friday and staff are 
available on a “walk in basis” to assist you. 

In the meantime, visit the Career Services office in Woody Hall B204 to obtain browse access to 
Saluki Recruiting. 
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TEACHER JOB FAIRS – 2006 
 

February 24 Western Illinois University 
Macomb, Illinois 

309-298-1838 

February 27 Northern Illinois University 
DeKalb, Illinois 

815-753-1641 

February 28 Northeastern Illinois University 
Chicago, Illinois 

773-442-4680 

March 1 Eastern Illinois University 
Charleston, Illinois 

217-581-2412 

March 2 University of Illinois at Urbana-Champaign 
Champaign, Illinois 

217-333-0740 

March 3 Illinois State University 
Bloomington, Illinois 

309-438-5635 

March 17 Murray State University 
Murray, Kentucky 

270-762-3803 

April 5 Southern Illinois University Carbondale 
Student Center Ballrooms 
8:30 am - 12:00 pm 

618-453-2391 

April 6 Southeast Missouri State University 
Cape Girardeau, Missouri 

573-651-2583 

 

Call in advance to verify date, location, and time.
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Section 13 
 

Employment Strategies for Prospective Teachers 
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PREPARING FOR A JOB SEARCH IN EDUCATION 
 
As your formal education comes to an end you need to begin contemplating what lies ahead 
- a teaching career.  Before this can occur, a job search is usually necessary.  In a sense, 
marketing yourself is similar to taking a course. Generally, the more planning and 
preparation involved, the more successful you are. 
 
We recommend that you start preparing for your job search by visiting the Career Planning 
and Placement Center on campus. Find out from a career counselor in the placement office 
when and how to begin developing a credential file. These papers will provide prospective 
employers with important data about your teaching qualifications. Included will be such 
forms as a personal data sheet, a listing of courses taken and grades earned, and several 
recommendations. This file should be kept current since principals and superintendents 
need up-to-date information for decision-making. 
 
If you plan to secure employment within the next six months, it is also a good idea to register 
with your placement office for access to educational vacancies. Vacancies may be posted 
online or available through mailings. Some colleges and universities offer such services as 
eRecruiting which allows you to login to access their database and even submit your 
resume to employers electronically. There is often a small fee for this service, but it will 
become one of your primary sources for job vacancy information in education. Register now! 
 
We also suggest you ask one or two professors from your major field, who know you well, to 
write recommendations on your behalf. These should be placed in your credential file to 
support your candidacy for a teaching position. School administrators are always concerned 
about a candidate’s academic performance, especially in one’s major field of study. 
 
If you have completed your student teaching assignment, make certain you have both your 
University Student Teaching Coordinator and your Cooperating Teacher write 
recommendations for you. It will be difficult to obtain any teaching position without fairly 
strong recommendations from both individuals. Forms are often supplied by the university or 
college for this purpose. 
 
When asking someone to write a recommendation we suggest you provide the writer with an 
outline of your experiences and accomplishments. Include information about activities or 
organizations in which you participated, your major and minor, the date you expect to 
graduate, your grade point average, any honors or awards received, and your career goal. If 
your resume is now finished, this would serve the purpose well. Such facts help the writer be 
more thorough in describing your overall qualifications. In addition, you should provide your 
evaluator with a pre-addressed and stamped envelope. Many university placement services 
also have pre-printed forms on which recommendations can be written. Request some. Your 
aim is to make it convenient for the writer to complete the recommendation. 
 
Become acquainted with the career counselor who handles educational placements at your 
college or university. Your employment preferences should be discussed with this individual. 
Often the counselors are asked by school administrators for names of candidates 
possessing certain credentials or backgrounds. Career counselors can be helpful to you in 
your job search. 
 
It is imperative that all credential file forms be completed in a professional manner (typed, 
accurate, and thorough). Proof read everything! Administrators often get their first 
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impressions of you when they review your placement file. A poor first impression usually 
means you will not get a chance to make a second one. 
 
Finally, let professors in your education classes know your employment goals and that you 
are beginning to look for a position. Make a special point to inform those who also teach in 
the graduate school division since they may have school administrators in these classes 
who might ask for names of good teacher candidates. We have interviewed many teachers 
because of university or college personnel contacts. In summary, use these primary 
resources to the best of your ability. Many jobs are landed by word of mouth. Let key people 
know you are in the job market. 
 

DESIRED TEACHER CANDIDATE CHARACTERISTICS 
 
School administrators seek teacher candidates who possess specific traits or skills that are 
characteristic of an effective teacher. A list of these traits is noted below. When given an 
opportunity to present yourself and your qualifications (in writing or in person) to hiring 
officials, make certain you demonstrate as many of the below characteristics as possible. 
 
Attempt to convey: 
 

1. That you have a genuine personality. Be sincere and humble at all times. 
 
2. That you have good communication skills (written and oral). Thoughts poorly 

organized or presented in a manner unclear will quickly take you out of the running. 
 
3. That you are a good listener and understand what is being communicated to you. 
 
4. That you have a cooperative attitude. Principals are seeking individuals who are 

flexible and easy to work with. 
 
5. That you have a positive outlook on teaching, learning, and students. 
 
6. That you are reliable and dependable. Because of the role models teachers set for 

students, it is crucial that you excel in this area. 
 
7. That you understand what it takes to be an effective teacher. Have some ideas about 

how students learn and how you, as a teacher, would be able to facilitate the 
learning process. 

 
8. That you can manage students in and out of the classroom. You will not be offered a 

job unless the principal is convinced that students will respect you and that you are a 
“take charge” type of teacher. 

 
9. That you are ambitious. Administrators seek teachers who are initiators of activities 

and events. Get across the point that you can “make things happen.” 
 
10. That you have leadership skills (be careful though not to be abrasive). 
 
11. That you have a basic understanding of commonly accepted principles of 

educational psychology. Be able to use such terms as “reinforcement,” “mastery,” 
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“learning objectives,” and “learning outcomes” when you talk about the learning 
process. 

 
12. That you know your subject matter well and can make it stimulating and interesting. 

You will not be quizzed on content, but if you are able to impress the principal, in a 
subtle way, with your subject knowledge, this would be a definite plus. 

 
13. That you are versatile. If you are a junior or senior high school teacher candidate, 

you will want to demonstrate, if possible, your ability to teach in more than one 
subject area. A willingness to coach and/or sponsor co-curricular activities is 
especially important at the secondary (6-12) level. If you are an elementary teacher 
candidate, you will want to stress your ability to teach at a variety of grade levels. 

 
14. That you are a person with high personal standards and professional expectations 

(however, do not appear too rigid). Remember, good teachers are also 
compassionate. 

 
15. That you can modify your instructional techniques to accommodate a wide variety of 

learners with different abilities and learning styles. 
 
16. That you can relate teaching activities to stated objectives. 
 
17. That you are an organized person and teacher. This is especially important with 

record keeping tasks and follow-up activities. 
 
18. That you have good taste in dress. Good grooming is impressive and remembered. 
 
19. That you have a good sense of humor. It is often said that a smile or a laugh is the 

shortest distance between two people. 
 
20. That you are interested in growing as a professional. Convince your interviewer that 

you are open to new ideas, techniques, and approaches that can increase your 
overall effectiveness as a teacher. 

 
The above sections, “Preparing for a Job Search in Education” and “Desired Teacher 
Candidate Characteristics,” are excerpts from the following source: 
 
 Windsor, R., & Rowland, W., (2005).  Employment strategies for prospective 
teachers:  a guide (8th ed.). Lisle, Illinois:  The Advantage Press.  www.advantagepress.com 
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10 WAYS TO LOCATE JOB INFORMATION 
 

1. Career Services 
2. Regional Offices of Education 
3. College of Education Professors 
4. Department Bulletin Boards 
5. Newspapers 

6. Professional Publications 
7. Former Principals 
8. Student Teacher Coordinators 
9. Random Search 
10. Internet

11.  
 

LINKS FOR EDUCATORS 
 
General Information 
 

! Certification Requirements (all states) 
 
! Illinois State Board of Education 
 
! Illinois Regional Offices of Education 
 
! American Association of School Personnel Administrators 
 
! American Association for Employment in Education 

 
Job Search Links  
 

! Project Connect  Numerous teaching, administrative, and school support Use “teacher” 
as the username and “aswan” as the password (all in lower case) 

 
! Schools Online  Contact and other data on boarding schools in the U.S., Canada, and 

overseas. 
 
! Recruiting New Teachers Inc.  Guidance and resources for prospective teachers as well 

as insight into the current trends and issues in the field. 
 
! K-12 Jobs.com  Posting of job opportunities available at kindergarten, elementary, 

middle, secondary and vocational schools.  
 
! Schools on the Web  Hotlist of K-12 internet school sites, community colleges, and 

universities by state and international school website registry. 
 
! Academic Employment Network  Links to pages containing educational employment 

opportunities for teachers and other school-related positions at all academic levels. 
 
! Illinois Education Job Bank  A comprehensive easy-to-use education job vacancy list. 

This site is an interactive, searchable resource for Illinois schools both public and private 
to post vacancies on-line. (This is a free service to job seekers.)  

 
! American Association for Employment in Education  Hundreds of job vacancies for 

education majors (Sponsored by two professional organizations). 
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! Illinois State Board of Education  Comprehensive information on education in Illinois.  
 
! Education America Network  Searchable database including vacancies available 

nationally and internationally.  The user can register with the site and receive automatic 
emails of new listings. 

 
! Great Teacher  Allows users to search a job bank for openings according to state or key 

word.  This site also supplied with links to educational organizations and material 
resources, a chat room where teachers can schedule chats on specific topics, and a 
message board where educators can post questions. 

 
! School-jobs.net  Provides users the ability to bother post resumes and search a job 

database according to geographic region.  This site also provides links to state 
departments of education and information on teacher certification requirements. 

 
! Teachers @ Work  Designed to allow individuals to explore positions according to state.  

Users can also post resumes online through this site.  Teachers @ Work posts 
additional information on job fairs, resumes, cover letters, portfolios, certification 
requirements, and school districts. 

 
! National Teacher Recruitment Clearinghouse  Allows individuals to search for teaching 

vacancies through several online job banks.  Users can also utilize this site for 
information on how to become a teacher, teacher salaries, links to state departments of 
education, and tips on how to make your job search successful. 

 
! Teachers.net Job Bank  Provides job seekers with a searchable job bank, chat board 

networks, curriculum resources, and a lesson plan bank.  Users can also receive emails 
on new vacancy listings and utilize Internet career seminars. 

 
! Teachers Online  Allows individuals to search education positions by keywords, state, 

and certification areas.
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Section 14 
 

Job Search Timetable Checklist 
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Appendix 
 

Cover Letters, Resumes and Interviews
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COVER LETTER WRITING TIPS FOR TEACHING CANDIDATES 
 
A personalized, original letter should always accompany your resume and should convey to the 
employer: 
 

! The position you are seeking. 
! Why you are qualified. 
! How you may benefit the school. 
! Your request for an interview. 
 

Cover letters are typically the first item read by an employer.  They must catch and hold the 
reader’s attention; should be clear and concise in message; and should relate your writing 
ability, career goals, and professional motivation. 
 
There are two types of cover letters.  One (application) is written for a position that you know is 
open either from an advertisement or personal contact.  The second (inquiry) is written to a 
school or district where you hope to teach but are not aware if an opening exists.  These letters 
are very similar except in their initial paragraphs.  Examples of these letters are on the following 
pages. 
 
The Basics 
 

! Research the school/district and personalize each letter.  This indicates you know 
something about the school and that your are interested in employment. 

! Briefly highlight one or two of your most significant accomplishments or abilities to show 
you are an above average candidate. 

! Use a polite, formal style which demonstrates self-confidence and respect for the 
employer.  Be clear, objective, and persuasive. 

! Be positive in the tone of personal descriptions and expectations.  Do not call attention 
to any weaknesses or cause uncertainty about your confidence or ability. 

! Use powerful action verbs to hold the employer’s interest and convey a sense of energy 
and enthusiasm. 

! Group similar items together in a paragraph and then organize the paragraphs to relate 
logically.  Use strong topic sentences to tie information together in an organized fashion. 

! Close the letter with a plan for follow-up action.  Be proactive and ask for an interview to 
further discuss your qualifications for the position. 

 
Do 
 

! Write to a specific person. 
! Use a laser printer. 
! Limit the letter to one page. 
! Proofread very carefully. 
! Be honest and sincere; relate confidence. 

 
Don’t 
 

! Use duplicated form letters. 
! Over use the pronoun “I.” 
! Repeat information from your resume; refer to your resume. 
! Ever use stationery from a current employer. 
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SAMPLE – LETTER OF APPLICATION 
 
Jane Sampson 
819 West Main Street 
Carbondale, IL 62901 
618.555.1234 
jsampson@yahoo.com 
 
 
 
May 4, 2005 
 
 
 
Ms. Sonja Withers, Principal 
East James Elementary School 
342 North Oak Street 
Metropolis, IL  62345 
 
Dear Ms. Withers: 
 
Please consider this correspondence my application for your fourth grade teaching position that 
was advertised through Career Services at Southern Illinois University Carbondale on April 13, 
2005.  After speaking with your administrative assistant and reviewing the detailed job 
description, it appears to match exactly with my professional goals.   
 
In addition to my standard elementary certification, I will also have a reading endorsement.  
During my student teaching semester, I worked closely with the school’s reading consultant in 
designing group and individual lessons for special needs students and volunteered as an after 
school tutor in the latchkey program.  These experiences proved beneficial to the students, and 
I realized personal satisfaction when observing the success of this type of educational delivery 
plan.  In the future, I hope to pursue additional course work in language arts as an augment to 
my current academic background. 
 
My immediate objective is to excel as an elementary teacher and I am certain that my 
enthusiasm for challenging students, knowledge of a variety of learning methods and dedication 
to providing one-to-one attention would be an asset to your school.  As indicated on my resume, 
I have acquired educational skills beyond those required by my program by attending several 
workshops and seminars to keep abreast of the field.  In addition, I held two part-time jobs to 
support my studies and was able to successfully manage both my school work and time. 
 
As you requested, my credentials, transcripts, and application form are enclosed.  I would very 
much like to meet with you to better discuss how my background fits your current needs.  
Please contact me at 618.555.1234 or jsampson@yahoo.com if you have any questions or to 
arrange an interview. 
 
Sincerely, 
 
 
Jane Sampson 
 
Enclosures 
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SAMPLE – LETTER OF INQUIRY 
 
Samuel G. Smith 
321 East Oakland 
Carbondale, IL 62901 
618.555.1234 
sgsmith@yahoo.com 
 
 
 
May 4, 2005 
 
 
 
Dr. Sam Green, Superintendent 
Oak Park School District #321 
6547 West Maple Street 
Oak Park, IL 60543 
 
Dear Dr. Green: 
 
This correspondence is to inquire if you will have need for an art teacher for the upcoming 
academic year.  I have been a lifelong resident of northern Illinois and after completing student 
teaching this fall, I will have earned a Bachelor of Science in education and will be certified for 
art (K-12).  I am acquainted with some of the philosophies of Oak Park School District and am 
eager to secure a position at which there are opportunities for continued professional 
development. 
 
My interest in art began during high school when I was fortunate to be instructed by a faculty 
member who stimulated creativity and encouraged students to compete in local and state-wide 
exhibitions.  I am very proud of having earned recognition in three out of four art contests and 
can now appreciate the importance of extra work outside the classroom.  During the past two 
summers, I have been Arts and Crafts Director for the Peoria Park District.  These seasonal 
jobs allowed me to work with youth ages nine to fifteen using a variety of media and were 
excellent exposures to the field of teaching. 
 
I am excited about beginning my career and would welcome co-curricular assignments.  If 
selected for a vacancy with your district, I hope to be involved in an advisory capacity with the 
art club or other related activities requiring artistic abilities. 
 
My credentials are enclosed to provide you with more details regarding my background and 
teaching qualifications.  I will contact you during the week of May 20th to arrange a mutually 
convenient time to meet.  Should you need any other information, I may be contacted at 
618.555.1234 or sgsmith@yahoo.com.  Thank you for your consideration. 
 
Sincerely, 
 
 
 
Samuel G. Smith 
 
Enclosures 



 

 122

RESUME WRITING TIPS FOR TEACHING CANDIDATES 
 
Your resume should present your educational and experiential background, your involvement in 
co- and extra-curricular activities, and, most importantly, your goals.  Briefly and concisely, your 
resume should tell the employer: 
 

! Who you are. 
! What you know. 
! What you have done. 
! What you would like to do. 

 
Remember that your resume is intended (along with the cover letter) to secure interviews for 
you and in this regard should present your unique qualities in the most positive and 
scrupulously honest manner. 
 
Content 
 
Identification: List your name, address, phone, fax and email.  If you reside away from 

home, be sure to include both current and permanent addresses.  Make it 
easy for the employer to contact you either directly or by leaving a 
message. 

 
Objective: Describe succinctly the type of job you want.  Both immediate and longer 

range goals may be included.  Remember, employers are seeking 
individuals who most want to do what they most need done. 

 
Education: List your educational experiences in reverse chronological order (most 

recent or highest degree first).  Each entry should include the degree title 
(Associate of Arts, Bachelor of Science, Bachelor of Arts, etc.), date of 
completion, major and/or minor, specialization/concentration/emphasis, 
and name and location of the institution.  Grade point average may be 
included only if it is 3.0/4.0 or higher. 

 
Certification: Make certain that your certification as well as any endorsements and/or 

approvals are listed.  Employers need to know exactly what you are 
qualified to teach. 

 
Honors: Include academic honors such as Dean’s List, scholarships, honorary 

organizations, or Honor’s Day recognition. 
 
Experience: Describe experiences most related to the position you are seeking.  In 

addition to jobs, do not overlook volunteer activities, internships and self-
employment.  For each item, include a job title, organization, major 
responsibilities, and dates.  Be specific and use strong action verbs 
where appropriate.  Do not list every job duty but rather those that 
demonstrate your varied background and willingness to accept 
responsibility.   

 
Memberships: List academic, community, and social organizations of which you are a 

member.  Indicate offices held or active involvement on committee or 
special projects. 
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RESUME TIPS FOR EDUCATORS 
 
Include certifications, endorsements, honors, and memberships 

! If you are applying for a job in a public school, including your area(s) of certification is a 
must.  

! For both independent and public schools, it is also important to list any professional 
organizations to which you belong, including offices held or responsibilities assigned. 

 
Highlight your experience with school-aged populations 

! Whether or not you're certified to teach, highlighting any experience you have had 
working with school-aged children is an important step in making yourself an attractive 
candidate to a school system or private institution. Examples of working with such 
populations include: 

o Camp counseling 
o Life guarding 
o Tutoring 
o Training any employees younger than yourself 
o Coaching 
o Working at local recreation centers or YMCA facilities 

 
Include any sports or activities you would be willing/able to offer 

! If you have been a member of a sports team, or even if you simply enjoy a sport or 
activity for recreation, include it on a resume. All schools offer afternoon activities for 
their students and are almost always looking for people to sponsor them. Be sure to 
mention activities such as: 

o Drama 
o Team sports 
o Personal fitness activities like horseback riding, weight lifting or aerobics 
o Playing an instrument 
o Working on a high school, community, or college newspaper/radio 

station/yearbook 
o Organizing special events (dances, graduation ceremonies, club meetings) 

 
Be aware of which schools will be scanning your resume 

! Some school systems are now scanning resumes into applicant databases. This enables 
schools to search their files for specific needs at a moment's notice. Some things to 
avoid if you know your resume will be scanned are: 

o Dark paper 
o Fancy print fonts, script type, or dot matrix printers 
o Underlines 
o Borders 
o Italic print 
o Graphics, drawings, pictures, sketches, monograms, etc. 

 
Source:  www.wm.edu/career/04/JobSearch/EducationDocs/ResumeGuide.pdf 
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COMMON EDUCATION RESUME ERRORS 

1. EDUCATION SECTION  

Too vague:  B.S. degree in Secondary Education (no subject area) 

Better:  Bachelor of Science in Secondary English Education, Bachelor of Science in 
Secondary Education – Math, or Bachelor of Science in Education – Social Studies 

2.  PROFESSIONAL EXPERIENCE SECTION  

When indicating student teaching experience, the subject and/or grade must be 
included 
 
Weak Example:  
Student Teacher, Carbondale High School, Carbondale, Illinois, Fall 2004 

Good Examples:  
Grade 2 Student Teacher 
Grades 9/10 English Student Teacher 
Student Teacher - Grade 8 General Science  

3.  PROFESSIONAL EXPERIENCE SECTION  

Problem: Candidates indicate "Student Teacher" or "Intern" or "Pre-Student Teacher", 
then in 4 or 5 bullet statements indicate general and assumed responsibilities that all 
student teachers have. 

Solution: More detail about the specifics of your personal experience, such as... 

! What makes you special as a teacher?  

! What unique project did you develop to teach a particular lesson?   

! Did you create any special program or event for the class/entire school to teach a 
particular lesson?   

! What else did you do to teach lessons?  

Examples:  

Originated "Pilgrim Day” – the entire elementary school participated in skits, a typical 
colonial lunch was served, people dressed in pilgrim costumes, and bulletin boards 
throughout the school covered some aspect of pilgrim life. 

Invited people from the community to enhance the lesson on local politics. 

4. NEED TO USE "BUZZ WORDS" 

Readers of education resumes look for "buzz words" which indicate: 
1. Structure of class. 
2. Diverse student populations. 
3. Types of reading or math instructional materials used, by publisher's name. 
4. The use of technology as part of instructional process. 

Some common buzz words to look for include:  

! Cooperative learning process. 
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! Writing collaboration. 
! MAG or multi-age grouping. 
! Inclusion classroom. 
! Literature-based foundation. 
! Curriculum. 
! Critical thinking skills. 
! Hands-on learning activities. 
! Team teaching. 

 
5. LEADERSHIP/HONORS/ACTIVITIES SECTION 

Beginning teachers only:  You may list high school activities because school districts have a 
short supply of people to supervise/assist with extracurricular activities. Showing past 
participation is important. 

College student teachers only:  You may not be able to participate in extracurricular activities 
due to work, commuting etc. 

6. REFERENCE SECTION 

Do not include your references on your resume.  They should be included on a separate 
“Reference List.”   

Source:  //www.uwrf.edu/ccs/ed_critique2.htm  
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ACTION VERBS 
 
Accomplished 
Achieved 
Acquired 
Acted 
Adapted 
Addressed 
Administered 
Advanced 
Advised 
Allocated 
Analyzed 
Anticipated 
Appraised 
Approved 
Arranged 
Assembled 
Assigned 
Assisted 
Attained 
Audited 
Authored 
Automated 
Balanced 
Budgeted 
Built 
Calculated 
Catalogued 
Centralized 
Changed 
Chaired 
Clarified 
Classified 
Coached 
Collaborated 
Collected 
Compiled 
Completed 
Composed 
Computed 
Conceptualized 
Condensed 
Conducted 
Consolidated 
Constructed 
Contained 
Contracted 
Contributed 
Controlled 
Converted 
Coordinated 
Corresponded 
Counseled 

Created 
Critiqued 
Cultivated 
Cut 
Decreased 
Delegated 
Demonstrated 
Designed 
Developed 
Devised 
Diagnosed 
Directed 
Discovered 
Dispatched 
Distinguished 
Diversified 
Doubled 
Drafted 
Edited 
Educated 
Eliminated 
Enabled 
Encouraged 
Enforced 
Engineered 
Enlisted 
Established 
Evaluated 
Examined 
Executed 
Expanded 
Expedited  
Explained 
Extracted 
Fabricated 
Facilitated 
Familiarized 
Fashioned 
Focused 
Forecasted 
Formed 
Formulated 
Founded  
Generated 
Guided 
Hired 
Identified 
Illustrated 
Implemented 
Improved 
Increased 
Indoctrinated  

Influenced 
Informed 
Initiated 
Innovated 
Inspected 
Installed 
Instituted 
Instructed 
Insured 
Integrated 
Interpreted 
Interviewed 
Invented 
Investigated 
Launched 
Lectured 
Led 
Maintained 
Managed 
Marketed 
Mediated 
Minimized 
Moderated 
Monitored 
Negotiated 
Obtained 
Operated 
Organized 
Originated 
Overhauled 
Oversaw 
Performed 
Persuaded 
Planned 
Prepared 
Presented 
Prevented 
Prioritized 
Processed 
Produced 
Programmed 
Projected 
Promoted 
Provided 
Publicized 
Published 
Purchased 
Recommended 
Reconciled 
Recorded 
Recruited 
Reduced 

Referred 
Regulated 
Rehabilitated 
Remodeled 
Reorganized 
Repaired 
Reported 
Represented 
Researched 
Resolved 
Restructured 
Retrieved  
Reversed 
Reviewed 
Saved 
Scheduled 
Screened 
Set 
Searched 
Selected 
Separated 
Set up 
Shaped 
Simplified 
Solidified 
Solved 
Specified 
Staffed 
Stimulated 
Stored 
Streamlined 
Strengthened 
Summarized 
Supervised 
Surveyed 
Systematized  
Tabulated 
Taught 
Tested 
Trained 
Translated 
Traveled 
Trimmed 
Typed 
Upgraded 
Used 
Validated 
Worked  
Wrote 



 

 127

SAMPLE RESUME 
JANE MARIE DOWNS  

jdowns@siu.edu 
 
PERMANENT ADDRESS CURRENT ADDRESS 
1022 East Sunset 213 West College Street 
Peoria, IL 56743 Carbondale, IL 62901 
309.221.1234 618.090.7890 
 
OBJECTIVE To secure a position as a preschool through third grade teacher. 

EDUCATION Bachelor of Science in Education, May 2005 
 Southern Illinois University, Carbondale, Illinois (SIUC) 
 Major:  Early Childhood Education 
 Specialization:  Preschool/Primary 
 
 Associate of Science, May 2003 
 John A. Logan College, Carterville, Illinois 

CERTIFICATION IL Initial Early Childhood with a Special Education approval. 

PROFESSIONAL  
EXPERIENCE Student Teacher; Child Development Laboratory; SIUC; Spring 2005 

! Created, delivered, and evaluated activities for 25 preschool 
children. 

! Designed unit and assembled a study guide for department. 
! Coordinated an international festival week. 
 

Student Teacher; Winkler School; Carbondale, Illinois; Fall 2004 
! Taught a 23 pupil second grade. 
! Planned and created seasonal, interactive bulletin boards. 
! Supervised playground activities and provided after school 

tutoring. 
 
Volunteer; Latchkey Program; The Women’s Center; Carbondale, 
Illinois; January 2004 – December 2004 

! Supervised play activities and assured student safety. 

MEMBERSHIPS Elementary Education Student Association; August 2003 – Present 
! Vice President; May 2004 – April 2005 

ACTIVITIES Girl Scout Troup Leader; Shagbark Council; June 2002 – Present 
   United Way Campaign Chairperson; February 2003 – February 2004 
   Southern Illinois Literacy Program Tutor; August 2002 – May 2003 
   Kids Day in the Park; July 2002 
   Special Olympics; April 2002 

WORK HISTORY Personnel Assistant; Sears; Marion, Illinois; March 2001 – Present 
   Library Clerk; Morris Library; SIUC; Summer 2003 
   Receptionist; Carbondale Clinic, Carbondale, Illinois; Summer 2002 

REFERENCES Available upon request 
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SAMPLE RESUME 
JOHN J. EVANS 

345 West Oak Street 618.665.9933 
Marion, IL 62959 jjevans@yahoo.com 
 
OBJECTIVE 
 To obtain a position as a social studies teacher at the secondary level. 

EDUCATION 
 Bachelor of Science 
 Southern Illinois University, Carbondale, Illinois 
 Major:  History 
 Minor:  Political Science 
 December 2004 

CERTIFICATION 
 Illinois Initial Secondary (Social Studies) 

PROFESSIONAL EXPERIENCE 
 Student Teacher; Marion High School; Marion, Illinois; Fall 2004 

! Taught American and world history to ninth grade students. 
! Developed a unit regarding early American explorers. 
! Sponsored a field trip to Fort Massac encampment. 
! Co-advised the Social Studies Club. 

RELATED EXPERIENCE 
Sponsor; Big Brother Program; Sparta, Illinois; Summers 2001 and 2002 

! Served as a mentor for two adolescent boys. 
! Coached intermural softball. 
! Participated in monthly parent meetings. 

ADDITIONAL EXPERIENCE 
Crisis Counselor; Community Hotline; Carbondale, Illinois; January 2004  - Present 

! Receive and refer emergency and non-emergency phone calls. 
! Recruit and train volunteers. 
! Represent and promote the agency at public/community events. 

  
 Crew Chief; McDonald’s; Carbondale, Illinois; May 2000 – February 2002 

! Trained counter staff. 
! Opened and closed store. 
! Maintained public health code records. 

MEMBERSHIPS 
 Treasurer; Council for Students of Social Studies 
 Programming Chair; Student Recreation Society 

VOLUNTEER ACTIVITIES 
 Carbondale Clean and Green; Summer 2003 
 Special Olympics; April 2004 

REFERENCES 
 Available upon request 
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SAMPLE RESUME 
LOUIS J. CLARK 

8243 North Kohl Street, Apt. 10 
Gillespie, IL 62989 

217.786.9909 
clark@siu.edu 

 
OBJECTIVE  To secure a position as a secondary art teacher. 
 
EDUCATION  Teacher Certification Courses, August 2004 
   Southern Illinois University, Carbondale, Illinois (SIUC) 
 
   Bachelor of Arts, May 1998 
   University of Illinois at Urbana-Champaign 
   Major:  Art 
   Minor:  Graphic Design 
 
CERTIFICATION IL Provisional Alternative; Secondary Art 
 
ACHIEVEMENTS Exhibitor; Mitchell Museum; Mt. Vernon, Illinois 
   Second Place; Illinois State Museum; Springfield, Illinois 
   First Place; Children’s Fair Brochure; Carbondale, Illinois 
   Recipient; Creative Art Scholarship; SIUC 
 
EXPERIENCE  Graphic Designer; Will Graphics, Peoria, Illinois; June 1998 – May 2003 

! Created logos and sales art work for clients of small to 
medium size businesses. 

! Collaborated with marketing staff members and presented 
sample designs to chief operating officers. 

 
Consultant; Self employed small business owner/operator; Summers 
2001 and 2002. 

! Provided art work for business, industry, and individuals in 
central Illinois. 

 
Art Teacher; Olney Community College; Olney, Illinois; Fall 2000. 

! Taught graphic design and art appreciation courses. 
 
Communication Technician; United States Air Force; Scott Air Force 
Base; O’ Fallon, Illinois; June 1990 – August 1994 

! Assisted in the layout and production of a weekly base 
newspaper and monthly branch magazine. 

MILITARY  United States Air Force; Honorable Discharge; August 1994 

MEMBERSHIPS Phi Delta Kappa 
   National Council for the Social Studies 

REFERENCES Available upon request 
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PREPARING EDUCATION MAJORS FOR THE JOB MARKET: 
BEHAVIOR-BASED INTERVIEWING 

 
By Warren Kistner and Mary C. Clement 

From the Spring 2004 Journal 
 
In times of teacher shortages, seniors in teacher education programs need little help getting 
a job. Prepared with teaching credentials and dressed for success, students who say that 
they want to make a difference in the lives of young people can secure teaching positions 
fairly easily. However, when a slow economy forces schools to make cutbacks, or when a 
thriving school district has 150 applicants for one position, a fully certified new graduate in 
teacher education needs more help in preparing for a successful job search and interview.  
 
As school districts become more selective in their hiring process, they need to be able to 
assess the skills of a potential new hire quickly and effectively. This sophistication in teacher 
education interviewing techniques has led some districts to embrace behavior-based 
interviewing (BBI), an established tool for interviewing in the business world. Based on the 
premise that past behavior is the best predictor of future performance, a behavior-based 
interview relies on questions that elicit responses about the candidate’s previous work. 
Candidates are expected to describe past situations, their actions to resolve problems, and 
what they learned from the experience.  
 
There are similarities between business interviews and those of education—both fields need 
the best-qualified candidates, and, in reality, new teachers must learn about their profession, 
practice their skills, then get hired and “do” what is expected with minimum supervision. The 
same is true of new hires in business and industry.  
 
The New Teacher Job Market  
 
The new teacher job market varies widely by geographic area and the strength of the 
economy, but can also shift with federal regulations such as the No Child Left Behind Act, 
which mandates highly qualified teachers in all schools. Other factors in this market include 
early retirements of veteran teachers, growing numbers of students in the sunbelt states, 
more non-English speaking students, more special needs/special education students, and 
continued public demand for American students to be globally competitive in math and 
science.  
 
According to the American Association for Employment in Education (2002), the teaching 
fields with considerable shortages include special education, math, physics, chemistry, 
bilingual education, and English as a second language (ESOL). Early childhood education 
teachers with additional certification in special education are also in demand. Recruiters 
often seek teacher candidates who have a working knowledge of Spanish and experience 
with non-English speaking student populations.  
 
Certification vs. Non-Certification 
 
A growing trend is that of students who finish a bachelor’s degree in an area of liberal arts 
and sciences without teacher certification, then hope to become teachers through 
nontraditional or shortcut programs. Many even plan to start teaching uncertified, if their 
state permits it, and “pick up” certification while employed. When these students enter a 
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career center, they need clear advice about the paths to becoming a teacher and the pitfalls 
of attempting to start a teaching career without certification. (Note: Certification is also called 
licensure in many states now.) 
 
It is indeed a myth that there are easy shortcuts to teacher certification. In reality, a recent 
graduate who decides to teach in a public school setting should be counseled to expect 
another two years as a full-time college student in a teacher education program. Those who 
insist on taking jobs as non-certified or “provisionally” certified teachers will discover lower 
salaries, more difficult assignments, and the expectation that they pursue certification over a 
two-year period. The challenges of teaching all day and then being a student at night and 
during the summers can be very stressful and challenging. (See “Teaching Options for Non-
education Majors.”) 
 
The Traditional Search for Teaching Positions 
 
Customarily, teacher education candidates have job searched slightly differently than those 
entering the business world. School districts send openings to local college and university 
career centers, and then sort applicants’ paperwork based on grades, student teaching 
experience, and letters of recommendation. Applicants with sports coaching interests and 
those with ties to the community are often the first to receive on-site interview invitations. 
Serious recruitment efforts are reserved for hiring principals and superintendents.  
 
Teacher education job fairs have become more like recruitment fairs in the business world. 
Offered on-campus or on-site at a large school district, district recruiters now have polished 
brochures, informative CDs, and clever “freebies” to entice graduates to submit applications 
to their schools. Districts with the biggest need for teachers—urban districts, isolated rural 
areas, and areas experiencing significant immigration of foreign workers—will recruit at 
many job fairs and advertise widely. A tip for the career counselor to give the teacher 
applicant: Remind candidates that districts hiring many new teachers may have special 
challenges. Have the candidates research the district and know the student demographics 
and teacher turnover rates.  
 
While online job searching was unheard of a decade ago for teachers, it has become 
increasingly popular. Directing students to www.teachers-teachers.com and other relevant 
sites will offer students opportunities to post their resume and to search for jobs throughout 
the United States and abroad. Additionally, many states offer their own web sites with a 
complete listing of all jobs open in public school districts in that state.  
 
Creating Paperwork That Wins The Interview 
 
The teaching resume is somewhat different than that of other majors in that it must be clear 
about certification level and field experiences completed. Since there is no national standard 
for the grades taught by teachers certified in each of the 50 states, candidates should be as 
specific as possible on their resume. For example, since “certified to teach elementary 
grades” means kindergarten to eighth grade in some states and pre-school through fifth 
grade in others, the student should include the title of certification and the specific grade 
levels.  
 
Some reminders for teacher education candidates about paperwork include: 

! The education profession has many buzzwords and abbreviations. While you 
will want to include words like “child-centered,” “student-focused,” “active learning,” 
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“authentic assessment,” and “diverse populations” in your paperwork where 
appropriate, do not overuse them.  
! When you list any certifications or additional licensure endorsements, write 
out the entire phrase first, then abbreviate and explain. For example, “early 
childhood education (ECE, pre-school-fifth grade)” or “middle grades certification 
(MG, fourth-eighth grade).”  
! Since the grade levels for secondary teaching and special certificates vary 
widely from state to state, be specific in listing your certifications.  
! Listing “music, kindergarten-12” may net more job opportunities than “music, 
6-12,” but only for the candidate prepared and certified for all of those levels in the 
appropriate state.  

 
Potential employers also want to know if candidates have had teaching experiences with 
diverse populations (minority, low-income, low-achieving, or second-language populations). 
A teacher’s resume should definitely include special skills such as playing the piano, 
coaching a sport, or working with children in summer camps or daycare.  
 
An education major’s cover letter should show that the candidate knows about the specific 
school system in which he or she is applying. The letter should indicate knowledge of an 
award-winning choral group if applying for a position in music, or mention high test scores 
from the state’s school report card. In a competitive job market, employers will certainly 
expect candidates to know about their district and school. Advise students to go online and 
research the district before applying—and definitely before interviewing.  
 
The Behavior-Based Interview in Teacher Education 
 
While teacher candidates may fear not getting a job, imagine the fear of the principal starting 
the school year without a teacher in every classroom. School administrators see the 
concerns of retention and drop out just as the business world views the problem of 
employee turnover. The best-qualified candidates need to be hired and the new hires have 
to be able to succeed at the job. In order to sort the candidates who will best succeed, 
interviewers need to understand the knowledge and dispositions of an effective teacher, 
then to formulate a set of questions that address candidates’ experiences and knowledge, 
while also seeking to find out how candidates reflect and learn from their past performance. 
(See, for example, Clement, 2000; Haberman, 1995; and McEwan, 2002).  
 
Behavior-based interviewing (BBI) questions are built on the knowledge base of teaching, 
which includes experience with how students learn, how to organize and manage students, 
how to plan lessons and units, teaching methods, motivational and assessment strategies, 
and ways to adapt lessons for exceptional children. Content knowledge questions must be a 
part of the interview, along with questions regarding professionalism and staying current in 
the field. The questions developed ask for past experience with each area of the teaching 
process, and will be customized for the position. For example, the interviewer will ask a 
potential first-grade teacher to describe experiences with teaching phonics, while asking a 
candidate for a high school French position to describe how culture is incorporated into 
language lessons 
 
Preparing Students for How to Answer BBI Questions in Education 
 
Winning candidates should be able to articulate the steps of setting up a classroom, 
establishing a management plan, teaching lessons that are age-appropriate for students, 
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assessing the students’ achievement, and collaborating with colleagues. And they have to 
do all of this with enthusiasm and good communication skills! In essence, students have to 
know the language of education and how to articulate past experiences in educational 
terms. The candidates who will be hired can describe past teaching experiences succinctly, 
explaining how they succeeded in challenging situations, and how they helped raise 
students’ academic achievement. Successful candidates can reflect upon experiences and 
give voice to what they learned and how they will meet future challenges in their 
classrooms.  
 
Teaching PAR and STAR techniques to candidates may help them to be focused and clear 
in their answers to interview questions. The PAR acronym represents Problem, Action, and 
Result. If a candidate is asked a question such as, “Describe a time when a student started 
taking control of your class and what you did,” the candidate can parse the answer into three 
succinct parts—a short description of the problem, the action taken, and the result. For 
example, “When I started student teaching, there was one seventh grader who insisted on 
being a class clown. My teacher suggested that I have a one-on-one conference with him 
the first time he interrupted one of my lessons. When he did interrupt, I was able to talk with 
him for about three minutes at the side of the room and win him over. That technique helped 
a lot because this student really needed a little extra attention, and I will try it again.” Any 
interviewer can see the problem, action, and result, and gain insight into the candidate’s 
ability to try a colleague’s suggestion as a bonus. 
 
The STAR acronym reminds candidates to answer questions by describing a Situation, a 
Task, an Action, and a Result. When asked to describe meeting the state-mandated 
curriculum goals in unit planning, the STAR process can organize the candidate’s answer. “I 
know that my state has very specific goals and we access them by going to the web site for 
third grade (situation). The hard part is deciding when each goal topic fits into our textbooks 
and our semester plan (task). Last semester I was able to sit down with two other teachers 
and make a timeline listing the units we teach and the state goals aligned to our units 
(action). We actually finished our units that way and had two days left to review the students 
on the goals covered before a standardized test (result). I will always make timelines like 
that to get myself organized and not fall behind other teachers in my grade (nice reflection).” 
Remind students that they should not ramble and go into too much detail when asked a 
question. The PAR and STAR reminders should guide candidates to explain and sell 
experience, while winning employers with clear communication skills  
 
How BBI Helps Candidates and Employers 
 
Even if an employer isn’t using questions structured in a BBI manner, candidates can build 
their answers to indicate positive past performances. When asked, “Tell me about yourself,” 
a candidate prepared for BBI will answer, “I just finished 14 weeks of student teaching 
(situation), where I was required to teach five history classes a day to a total of 129 students 
(task). I used the active learning lesson plans I was taught by my professors, and at the end 
of the semester, 87 percent of our history students passed the pre-graduation sample test 
(action and result).” That answer will wow an interviewer. 
 
From the employers’ point of view, if the interviewer can’t actually watch the candidate teach 
a group of students, BBI can be a reliable way to assess a candidate’s ability to articulate 
teaching skills and describe past performance. If a candidate can explain how he or she 
teaches a complex lesson to an interviewer, the candidate can probably implement that 
same lesson.  
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Selling What Makes Education Majors Special  
 
The majority of elementary teachers report that they choose teaching because of their love 
of children, while high school teachers report that their love of subject matter calls them into 
teaching. This “sense of calling” to the profession leads strong candidates to be very 
passionate about their work, and passionate, committed teachers may be less likely to drop 
out of the profession during the early, challenging years while becoming established.  
 
Encourage candidates to share their enthusiasm and love of children/young people, while 
also guiding them to sell their educational preparation, their student teaching experience, 
and their knowledge of subject matter and students.  
 
Closing the Deal 
 
Teacher education candidates rarely get to negotiate deals and packages. School districts 
don’t negotiate salaries with individual new hires, since salaries are determined by state 
mandates, district policies, and collective bargaining agreements. However, extra-curricular 
duties such as coaching, club sponsorships, and after-school supervision can be negotiated. 
While willingness to take on additional duties does indeed help win a job offer, assuming too 
many extra duties may lead to burnout. Encourage candidates to consider accepting one 
additional duty, rather than volunteering for multiple assignments.  
 
An interview should end with an explanation by the employer about when decisions will be 
finalized and when new hires are expected to report for the school year. Candidates should 
have one or two pertinent questions ready to ask the interviewer as well. Asking about class 
size or mentoring programs is certainly appropriate. Questions about available technology, a 
typical school day, and the level of parent and community involvement in the schools show 
candidate interest. 
 
Conclusion 
 
While preparation for a business interview is different in many respects from the preparation 
for a teaching interview, there are similarities. Today’s teacher education candidates may 
find interviewing more competitive than in the past, and may also find their teaching jobs 
more challenging. The work that teachers do is vitally important and all stakeholders want to 
match the best-qualified new teachers to classrooms where they are needed.  
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Content knowledge and curriculum 
! What are some math skills that students in your classroom have learned?  

! Describe a two-week unit that you have taught.  

! Tell me about a lesson on _______________ that went well.  

! How have you integrated writing skills into your curriculum?  
Methods and planning 

! Describe a lesson plan that exceeded your expectations when you taught it.  

! Describe a lesson that did not succeed and how you would change it for a future 
class.  

! How have you ensured coverage of state-mandated standards in your planning?  
Classroom organization and management 

! Describe an experience you have had becoming established with a new group of 
students.  

! What rules and rewards have worked in your classroom in the past?  

! Describe a conflict you encountered with a student and how you dealt  
with it.  

Homework and grading 
! Describe a grading policy that has worked well in the past.  

! How have you assessed student achievement informally without grading?  

! Tell me about a typical homework assignment in your class.  
Meeting student needs 

! How have you modified assignments for gifted or special education students?  

! What are some strategies for teaching your subject to students who may not be good 
listeners?  

! Describe an experience where you identified a student’s special need and modified a 
lesson for that individual.  

Communication  
! Share an example of a communication with a parent that helped you to understand a 

student in your class.  

! Describe a time when you team-taught or co-planned with a colleague.  

! Tell about a time when asked an administrator or teacher for help.  
Professionalism 

! What parts of your teacher education training do you use on a regular basis?  

! How have memberships in professional organizations or attendance at conferences 
and workshops improved your teaching?  



 

 136

! What have you read recently that led to an improvement in your classroom?  

On the Internet 

Send your teacher education candidates to the following web sites for lists of web sites in 
every state that can help in the job search: 

! www.professionalteacher.com   

! www.rnt.org  

Web sites for teacher job searches include: 

! www.geocities.com/Athens/Forum/2080 

! http://jobs.coled.umn.edu 

! http://teachwave.com/ 

! www.teachers-teachers.com 

Teaching Options for Non-Education Majors 

What options are available for the student who is ready to graduate and then decides that 
he or she wants to be a teacher? 

Option 1: Enter a program that offers a master’s degree in teaching (MAT), 
which is generally two years in length and includes student teaching 
or an equivalent. 

Option 2: Enter a non-degree teacher certification program at a college.  Called 
post-baccalaureate students, these students take undergraduate 
classes in teacher education and do not receive graduate credits or a 
degree. Again, this is generally a two-year commitment to course 
work, including student teaching. 

Option 3: Alternative programs.  Some states allow students with a bachelor’s 
degree in a high-needs field (e.g. math, science, or foreign language) 
to begin teaching after taking a test and applying for an “emergency” 
or “provisional” teaching license.  Then, while teaching, these 
students must be enrolled in required course work to complete full 
certification/licensure. 

Reprinted from the Spring 2004 NACE Journal, with permission of the National Association 
of Colleges and Employers, copyright holder. 
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INTERVIEW TIPS 
 

1. Be aware that you are interviewing the principal as much as he/she is interviewing 
you.  At the same time that you are selling yourself, you are also assessing your 
compatibility with the school’s staff and program.  Prior to the interview, discover as 
much about the environment as possible, including the school, the students, the 
teachers, and the principal.  When a school representative contacts you to schedule 
the interview, ask if students will be present.  If the school arranges the interview on 
a day when students are not present, ask for permission to make an additional visit 
when students will be there.  Observing staff/student interaction and the manner in 
which students behave on the playground, in the hall ways, and in the cafeteria will 
give you insight into the school’s culture. 

 
2. Research the school and/or district.  The benefits of research are three-fold.  First, 

the more you know about the school and its district the better “feel” you will have for 
if you are a good fit for the school.  Second, the more information you have prior to 
the interview the better prepared you will be to ask intelligent questions of the 
interviewer.  Finally, the more you know about the school and/or district will allow you 
to comment on the school’s/district’s achievements during the interview (always a 
way to make a positive impression).  Successful research strategies include: 

 
! Buying a local paper.  Look for articles and editorials concerning the honor 

roll, service projects, board meeting results, building projects, and sporting 
events. 

! Calling the district office.  Ask questions about enrollment numbers, test 
scores, class sizes, and student activities. 

! Obtaining a school/district newsletter.  Newsletters usually address issues 
facing the school, upcoming events, operating procedures, and student 
achievements. 

! Visiting the district web site. 
 

3. Decide what you should wear.  Nothing evokes a negative reaction by a principal 
more than an inappropriately dressed teaching candidate.  How a teacher is dressed 
has a great deal to do with how he/she is perceived by students, parents and the 
community.  A teacher who is inappropriately dressed will reflect negatively on the 
school as a whole.  Your dress should be at statement about yourself.  You should 
appear comfortable yet professional.   

 
4. Allow plenty of time to travel to the interview.  Ideally, you should make a trial run to 

determine how long it will take to reach the interview location, where you should 
park, and which entrance you should use.  A trial run will also allow you to note the 
school’s appearance.  If the school is well maintained, you should make mention of 
this during your interview.   

 
5. Remember that the interview is a two way street – you are interviewing as much as 

being interviewed.  Although you should appear calm and relaxed during the 
interview, you should also be alert, taking note of the school’s culture and 
environment.   
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6. Be aware that the principal/interviewer will have a set list of questions which will be 
asked of each candidate being interviewed.  Each candidate’s responses will be then 
be noted on an evaluation form which the interviewer(s) will refer to later when 
evaluating interviewees.  Even though it is standard practice for the principal to take 
notes, you should not.  This may indicate to the interviewer that you are still in a 
“student mode” of attempting to write down everything you hear.  The exceptions to 
this would be if you need to take note of salary figures or to refer to questions you 
want to ask during the interview.   

 
7. Anticipate the close of the interview.  You always want to end the interview on an 

upbeat note so save some important information about yourself until the conclusion 
of the interview.  This would be a good time to discuss your professional goals, ask 
the principal questions, and give him/her the opportunity to view your portfolio.  This 
is also a good time to let the interviewer know if you are truly interested in the 
position.  If so, let him/her know that you are impressed with the school and its 
program and you feel you are qualified for the position and would enjoy teaching in 
this type of environment.  Always be polite and wish the interviewer good luck with 
the search and thank him/her for his/her time.  Also, ask for a time frame regarding 
when a hiring decision will be made.  Do not become over anxious and call too soon.  
Be sure to send a thank you note 24 – 48 hours after the interview.   

 
8. Take notes after the interview.  As you leave the location, take another look at the 

school and grounds.  When you arrive back at your car, jot down your impressions of 
the interview – make note of the questions you answered well and those you did not 
answer well.  List the school’s strengths and weaknesses.  These notes will help 
later as you evaluate different job offers. 

 
9. If the expected time frame for a decision passes without notification, it is permissible 

to contact the principal’s secretary or administrative assistant and simply ask if a 
decision has been made.  If the answer is yes and you were not the successful 
candidate, once again express your thanks for the opportunity to interview.  If a 
decision has still not been made, use this as an opportunity to reiterate your interest.   
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POWER IN THE DETAILS:  TIPS FOR SUCCESSFUL INTERVIEWS 
 

1. Make a successful first impression whether it be in the form of an application, 
resume, or direct contact.  You never get a second chance to make a first 
impression. 

 
2. Practice, practice, practice!  Interviewing is a skill that requires development!  

Practice with a peer or schedule a mock interview at Career Services. 
 

3. Project a positive image.  Body language speaks louder than words.  In an interview, 
as much as 90 percent of the impression you make comes from your body language. 

 
4. During the interview, be sure to take time to listen to each question carefully.  If you 

need to take a moment to frame your answer, it is fine to have a few seconds of 
silence, or you can say you would like a moment to think about the question. 

 
5. Treat the human resources office team as your best friend.  Office staffs are powerful 

team members and you should be sure to give them your best in any contact you 
have with them. 

 
Source:  2005 AAEE Job Search Handbook for Educators 
 

Six “Ps” of Perfect Interviewing 
 

1. Be Prepared   
2. Practice 
3. Be Prompt 
4. Be Polite 
5. Be Professional 

 
Source:  2003 AAEE Job Search Handbook 




