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TIPS FOR A GREAT EDUCATION RESUME

· Always use verb-based phrases for descriptions. Do not use sentences for your descriptions; especially do not use I sentences. Use bulleted lists of responsibilities and achievements for profiles of student teaching and other experiences. 
· Be careful about spelling, and punctuation.  Have several people proofread your resume.  Don’t depend solely on SpellCheck to find errors. If it’s the wrong word but spelled correctly, it won’t catch it. For example: definitely and defiantly; there and their
· Individualize your resume so it tells the employer about your experiences and strengths in the classroom, don’t just use word for word the descriptions and set-up you see in resume examples. Give examples from your own experiences so it is your resume and tells about your experiences.
· Descriptions for field experiences, jobs, and activities, do not have to be the same in length and amount of detail. Assess each for the types of experiences gained and skills demonstrated. Split your experiences into two or more categories if you have education employment, UF field experience, and non-education related work experience.
· Use professional vocabulary and language, especially for your field experience descriptions. Focus on curricula, instructional methods, learning theory and outcomes assessment.  What did you teach (curriculum), how did you teach it (instructional design), why did you teach it that way (learning theory), how do you know it worked (evaluation and assessment)? Use what you are learning in your education classes!
· Be cautious about using resume templates/autoformatters. They are convenient but may also restrict your ability to individualize the resume set-up in a way that is best for your information.
· Use a professional-looking font such as Times New Roman, Arial, or Garamond.  The font should not be too large nor too small, generally 10 to 12 point. (Do not use smaller than 10 for anything) Your name and section headings should be a little larger with the name larger than the section headings. Do not use highly stylized type for resumes you are posting or submitting electronically. You can use up to different 3 sizes/styles of font in the resume and maintain a readable appearance.
· Use good paper stock when you need paper copies of your resume. White and ivory are your best choices. If you want paper with some color, keep it subtle and pale.  Get extra paper for matching cover letters, if needed.  Matching envelopes or using a 9x12 envelope so your resume arrives in perfect condition is an extra touch but not required unless you are hand-delivering it to a school or an employer at a job fair. You will need paper resumes for job fairs, in person networking and some school district applications. Most districts now use on-line application systems.
· If you want to individualize your resume, consider adding a small graphic in the corner of the first page, a solid color line down the left side, or some other insert. Do not spread them throughout the resume and don’t overdo it. You want them to read about your accomplishments, not get caught up on the visuals.

· Always use one dark ink color throughout the resume – black, navy blue, etc. Do not use bright or light colors. Do not use a mix of colors across different sections of type.
· Be careful to not overdo page accents like bolding, underlining, bulleting, and italicizing. Use visual emphasis techniques for the most important information for you as a teacher candidate, the parts of your resume you want school districts to notice the most.

· Tables are not recommended for formatting resume information because of alignment and revision issues. If you do use them, hide the lines. Do not put information in columns, such as reference information.
· If you need paper copies of your resume, check at office supply stores for paper and matching envelopes. Buy a ream and split it with a friend. Don’t buy the ‘resume kits’ with just a few sheets of paper and envelopes; you’ll be paying a lot more than you have to for them. You can also buy resume paper by the sheet and envelopes in the UF Print Shop, ground floor, Old Main.

· Resumes for education may run from one to two pages.  Many on-line application systems now require one-page resumes so be sure to have one in case you need it. 
· If you have a lot of experience, develop a two page version to use for interviews. If you only have a third of a page of information or less on the second page, see if changes in the set-up and spacing will shorten the resume to one page. Don’t use excessive amounts of spacing and overly large lettering to stretch a resume to two pages if it’s only a page and a half or so. Better to have as much solid teacher-preparation and classroom experience information as possible on your first page so employers see it right away and then use the second for additional information you want them to have such as non-education job history and campus organizations.

· If you have extensive experience that stretches past two pages, it’s time to review your earliest experiences to see if the descriptions may be shortened.

· If you are using a space efficient set-up, have edited down older experiences, and your resume is still over two pages, your resume has grown into a CV. It is always good for experienced professionals to maintain a CV which is a more comprehensive record of their professional life, including education, research, conference presentations, professional seminars, professional employment, associations, and other related information. Do maintain a CV but also work on having a resume that is no longer than 2 page for the sake of readability when job searching and networking.
RESUME DEVELOPMENT
It will be much easier to write your resume if you start by answering the following questions which will help you “jog your memory” regarding the things you have done that demonstrate your skills and abilities.  List everything that comes to mind for the following categories.  Do not leave anything out for now; even things you think are unimportant.

1. Identification

Include your name, address, phone, and e-mail address (professional email address-preferably one with your name).  If you have a current university address and permanent address, list both.  If you have a cell phone, be sure to include that number, too.

2. Teaching or Career Objective

You may want to make your objective relatively broad, but you want it to be specific enough that an employer understands what type of position you are seeking. Also include one or two of the strengths you possess as a teacher or goals you would have for the classroom. For example: A position teaching History or Social Studies at the middle school level where I can engage all students in active learning through differentiated instructional approaches.

3. Education

This section includes degrees, majors, minors, graduation dates, information about college(s) attended, awards and academic honors (Dean’s list, scholarships, or achievement awards unless you prefer to not have a separate section for them).  School are listed in reverse chronological order with the graduate degree first, then undergraduate. Include high school information when you are applying to that school or districts in the area or drawing upon high school experience to prove your abilities with things like sports or other high school activities and organizations.
4. Licensure and Endorsements 

List your licensure area or areas by the correct full name and endorsements either before or after the Education section. Include your PRAXIS information – tests taken or scheduled to be taken, Passed or Scores pending. Do not include your actual scores.
5. Teaching Experience

List your most recent experience first.  This section identifies your student teaching experience, field experiences, substitute teaching, and any practicums or internships in which you have participated.  The teaching experience can be full or part-time, paid or volunteer.  
A special note about student teaching: you should include pertinent details about the experience beyond the routine responsibilities.  Your description should demonstrate your knowledge of learning theory, educational outcome expectations, and classroom standards, in addition to providing details about the things you did in the classroom. You need to be able to explain ‘why’ you did them. Show what you’ve been learning in your Teacher Education classes and how you applied it in the classroom.

Include any work you might have done beyond teaching, lesson planning, and assisting the teacher.  Did you assist in tutoring, have contact with parents, work with students on special projects or activities, assist the teacher with computer records, or help coordinate field trips?   Perhaps you helped with a career day, the school newspaper, or were actively involved with one of the sports teams.
Additional education related experiences may be included in this section or a section of their own called ‘Related Experience’ or ‘Additional Experience’.

6. Coaching 

If you are interested in coaching and have coached before, you will need a separate Coaching Experience category. If you have been involved in athletics and want to coach but haven’t coached before, include a separate section for Athletic Experience or Sports Experience that includes your university athletic experience.
7. Work Experience

If your work experience has not been related to education in some way, this section will not be as detailed because your teaching experience is what interests principals and other hiring authorities most.  List these jobs in reverse chronological order.  For each position, describe your skills and responsibilities using action verbs. Keep descriptions concise. If you have both related and other prior work history, consider setting them up as two separate categories.
8. Professional Development

List teaching workshops, seminars, and student organization conferences in which you have participated. Include the workshop title, month/year attended and the sponsoring organization.
9. Professional Membership

List the professional associations to which you belong.  Include leadership position(s) or committee membership(s).

10. Special Skills

List special skills such as proficiency in foreign languages or educational technology software you’ve used and be specific about the instructional programs with which you are familiar. If you have additional interests or skills you would like to use in advising student groups, include that. Examples might be things like photography or theater. Do not include tech skills or others that are now expected from candidates, like powerpoint.
11. University and Community Activities

Be sure to include information about your campus and community activities. If you have been very active on and off campus, you may want to split them into two categories. Include if you have served as an officer, project leader, or served in any other leadership roles. Mention special training or skills you’ve developed as part of the experience. Alternative titles for this section could be: University Organizations and Volunteer Activities, Activities and Leadership Experience or something else that best reflects the section content.
12. Athletics

If you have been very involved with athletics and would like the opportunity to coach, include your university athletic involvement. If you were also on teams in high school, those may also be included. List the university athletics first.
13. Honors and Awards

If you have at least three honors and awards to list, they should be in a separate category. Less than that number, include them in your Education section with the school where you earned them or as part of your Activities section. The honors, activities and athletics sections should be in the order that best reflects your involvement with them, their length and importance in relation to your objective.
14. References

Career Services will maintain reference files for 5 years from the date of graduation and then for additional periods of 5 years from the last date the references were issued to an employer. You may place a copy of your Student Teaching Evaluation on file with us.  You may also place on file with us a copy of your Teaching Philosophy and copies of your letters of reference. We do not keep originals of reference letters in our files. 

References are faxed free of charge or sent electronically when requested. To do this we must have a signed reference release form on file from you. Those forms are available from Career Services in our guide to reference files.

You should also have your own file of references in electronic form in case you need to submit them on-line to a district with your application and resume.

INTERVIEW PORTFOLIO

Take the time to assemble a small interview portfolio for yourself that you can use during your interviews. Usually a ½ to 1 inch binder is the best size to use. It should include copies of your resume, student teaching evaluation, letters of reference, PRAXIS information, license, sample lesson plan or two, and sample worksheets or other materials from your field experiences. Incorporate pictures in their own section or as part of the section dividers.

Having a hands on copy of the portfolio is useful because employers can make copies of your documents if they would like to keep them. If you opt to have your interview in an electronic format that you show during the interview, use something small and highly portable. Organize it so that you can easily move through sections and go to specific points the interviewer would like to see. Your interview portfolio is a reference and demonstration tool to enhance your communication with the interviewer, not something you turn on and then sit back.

Mention in your cover letter or in the reference section on your resume that your interview portfolio will be sent electronically upon request.
SAMPLE COVER LETTER FORMAT

· Make sure there are NO misspelled words, punctuation or grammatical errors.

· Include as much specific information about the district as possible, why you are interested, and what you can achieve in the classroom for their students.
· Customize for districts as much as possible using info from their websites and other information.
· Look at your letter as the first step in the interview process, not a narrative version of your resume.

· If you are submitting your materials electronically and a letter is not requested, check if they want you to submit a professional statement of some kind and focus that on your qualifications and ability to help the school reach its goals.

· If you are submitting your resume attached to an email, do a brief version of your cover letter as the email text.
Your Street Address

City, State, Zip Code

Date

Name of Contact Person

Title

Department or School

School District

Street Address or Post Office

City, State  Zip

Dear Dr./Mr./Miss/Ms. and Last Name:

Clearly state the purpose of the letter.  Is this a letter of inquiry or are you applying for a specific position? Many districts have several positions available at the same time and a clear statement of the position for which you are applying will allow the district to process your application efficiently.
Write several sentences about why you are interested in this district.  Call attention to your particular skills, competencies and qualifications as they relate to the duties of that school system.  Incorporate field-specific terminology from teaching methods classes. Include statements on classroom management, curricular approaches, learning theory, instructional design, and evaluation. Use sentences like:

My training as a teacher has already given me experience with the NAME THE TEACHING METHOD for teaching SUBJECT.

      The emphasis your district is putting on GOAL or TEACHING METHOD is something 

      to which I can contribute because of GIVE A REASON, SUCH AS EXPERIENCE WITH

       IT DURING STUDENT TEACHING, YOUR COMMITMENT TO IT, ETC.
Focus on what the district is looking for (district goals, initiatives, mission, etc). Think about what training you have received that has prepared you for that and experience you’ve gained implementing it. Learn as much as you can about the district by researching their website and talking with people who are familiar with it.
I look forward to speaking with you about possible positions and my qualifications in detail.  Indicate that transcripts, reference file, etc., are available upon request or are being sent under separate cover (according to the way the district wants you to do it).  I will call the week of __________ to be sure you have received my materials and to confirm the next steps in the application process. 

Sincerely,

Your type written name

Enclosure (use this if you are enclosing your resume with your letter and plural (Enclosures) if you are sending more than one document.)


