
 

Page 3 M a r c h  2 0 1 1  

Does your Cover Letter and Resume tick these Boxes? 
 56# 09%'2# :+)%'9#9 6#+# ,0. &0/6#+#9 1+)8 /6# /6+## +#.*8# 0(9 '(/#+%'#, .7'33. ,)+7.6):. 
:+)%'9#9 -; 0 :0(#3 )1 5?@F A3#8#(/0+; >+'(2':03.. N1 ;)* 0+# 0::3;'(& 1)+ 2)(/+02/ )+ K5J :).'/')(.= 
+#%'#, /6#.# /':. 0. ;)* ,+'/# ;)*+ 2)%#+ 3#//#+ 0(9 +#.*8#. 

Your Cover Letter: 
!" 56# #80'3 '. :0+/ )1 ;)*+ -*.'(#.. 2)88*('20/')(. 

!" ^##: /6# #80'3 1)+803= c?#0+ d..=e ()/ cf' f#0/6#+=e. @6), +#.:#2/. 
!" G)*+ :+)1#..')(03'.8 .6)*39 2)8# /6+)*&6. 

!" 56# 2)%#+ 3#//#+ '. 0 )(# :0&# 0//0268#(/ g ()/ :0+/ )1 /6# #80'3. 
!" C ./+)(& 2)%#+ 3#//#+ 20( &#/ ;)* '( /6# 9))+.  

!" N/$. 0-)*/ ;)*= ()/ ,60/ ;)* 60%# 9)(# X/60/$. ;)*+ +#.*8#Y. 
!" G)* (##9 /) :+#.#(/ ,6) ;)* 0+# 0(9 ,60/ ;)* 20( -+'(& /) /6# /0-3#. 

!" N/ .6)*39 -# ,+'//#( .:#2'1'2033; 1)+ /6# H)- ;)* 0+# 0::3;'(& 1)+= ()/ 0 h1)+8 3#//#+$. d07# '/      
+#3#%0(/ /) /6# H)-. 

Your Resume: 
!" ?)($/$ '(23*9# 2*/# :'2/*+#.= -+'&6/ 2)3)*+ :0:#+ )+ +'--)(.i /6'. '. -*.'(#... 
!" ?)($/ *.# 0 ,+'/'(& .#+%'2# /) :+)9*2# ;)*+ +#.*8#. N/ (##9. /) -# ;)* 2)8'(& /6+)*&6 '( ,60/ 

;)* ,+'/#. 
!" N/ .6)*39 -# 0. +#.:#2/1*3 0. ;)*+ 2)%#+ 3#//#+. 
!" W.# 02/')( %#+-. /) 9#.2+'-# ;)*+ .7'33. 0(9 022)8:3'.68#(/. .*26 0. 3#09= :0+/'2':0/#9= #(&0&#9. 
!" E6#27 1)+ .:#33'(& 0(9 1)+80/. d'./07#. .6), 20+#3#..(#... 
!" J+&0('_# ;)*+ +#.*8# .#B*#(/'033; /) 807# '/ #0.; /) +#09. 

!" U'+./ g #9*20/')(= C.j... 
!" N/ '. '8:)+/0(/ /) 3'./ ;)*+ B*03'1'20/')(. 0. /6#; 0+# *.#9 0. .#0+26 2+'/#+'0. 
!" K'./ ;)*+ B*03'1'20/')(. /60/ 8##/ /6# .:#2'1'2 (##9. )1 /6# H)- ;)* 0+# 0::3;'(& 1)+ g 

1'+./. 
!" d07# .*+# /60/ /6# C.j.. ;)* 3'./ 0::#0+ )( /6# JE5 ,#-.'/#= )/6#+,'.# 3'./ /6#8 0. 

h:#(9'(&$. 
!" b#D/ g  G)*+ 20+##+ .*880+; '( /6# 1)33),'(& )+9#+= *.'(& 26+)()3)&'203 )+9#+ 0(9 '(23*9# 

90/#.. 
!" E)(/+02/ /#026'(& 
!" K5J #D:#+'#(2# 
!" ?0'3; ,)+7 g 0(9 3'./ /6# .26))3. ;)* ,)+7 0/ +#&*30+3; 
!" >+02/'2*8 :302#8#(/. 
!" ]#30/#9 #D:#+'#(2#  

!" N(./+*8#(/03 8*.'2 9)#.($/ 60%# 0( Cj 
!" @:)+/.= 90(2# #/2. 0+# 0( 0..#/ 

!" E)*+.#. ;)* 60%# 2)8:3#/#9 /60/ 0+# ()/ C.j.. X '.#. 5+'-#.Y 
Your References 
!" K'./ ;)*+ +#1#+#(2#. )( ;)*+ +#.*8#= ()/ h*:)( +#B*#./$. 560/$. 0.7'(& .)8#)(# /) 9) /)) 8*26 

,)+7. 
!" G)*+ +#1#+#(2#. 8*./ -# 098'('./+0/)+.= ()/ 2)33#0&*#.= 8#(/)+. )+ )/6#+ /#026#+.. 
!" f0%# /6# :#+.)($. :#+8'..')( /) *.# /6#8 0. 0 +#1#+#(2# 0(9 0.7 1)+ 03/#+(0/# 2)(/02/ (*8-#+.= 

.*26 0. 2#33 )+ 6)8# :6)(# (*8-#+.. 
!" 5037 /) ;)*+ +#1#+#(2#. 0-)*/ ,60/ /6#; 2)*39 6'&63'&6/ 0-)*/ ;)*. 
!" k'%# ;)*+ +#1#+#(2#. 0 2):; )1 ;)*+ +#.*8# /) 6#3: /6#8 7(), 8)+# 0-)*/ ;)*. 
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Preparing for the Interview: 

 Research the school beforehand. F# :+#:0+#9 ,'/6 ;)*+ ),( B*#./')(. /) 0.7 -0.#9 )( ,60/ ;)* 
7(), 0-)*/ /6# .26))3. d)./ .26))3. 60%# 0 3'/#+02;I(*8#+02; 1)2*.. E6#27 /6# .26))3$. ,#-.'/# 1)+ 
'('/'0/'%#. 0(9 :+)1'3#. ^(), /6# 7'(9. )1 :+)&+08. -#'(& )11#+#9 0/ /6# .26))3 X8*3/':3# :+)&+08. 
(##9 /#08 /#026'(&Y. 56'(7 0-)*/ ,60/ ;)* 2)*39 099 /) /6# .26))3.  

The Interview: 
 Decisions can be made in the first couple of minutes: C++'%# Pa 8'(*/#. #0+3;. W.# /6# /'8# /) 

)-.#+%# /6# /)(# )1 /6# .26))3. 
 Look professional: N/$. 0 1)+803 -*.'(#.. 8##/'(&= 9+#.. 0::+):+'0/#3;. W.# 0 1'+8 60(9.607# 0(9 

807# #;# 2)(/02/ ,6'3# .607'(& 60(9. 0(9 9*+'(& /6# '(/#+%'#,. F# :).'/'%#M b) &*8 )+ :#+1*8# 
X.6),. /60/ ;)* 7(), 0-)*/ /6# F)0+9$. 1+0&+0(2# 0,0+#(#.. :+)&+08Y. 

 Pre-Interview small talk: @6), ,60/ ;)* 7(), 0-)*/ /6# :).'/')(= .26))3= 2)88*('/; 0(9 /6#( 3'(7 
'/ /) ;)*+ .7'33.I./+#(&/6.I#D:#+'#(2#.. 

 This is your chance to bring your resume to life: 5037 0-)*/ ;)*+ ./+#(&/6. 0(9 ,60/ ;)* 60%# 
/60/ ./0(9. )*/ 1+)8 /6# 2+),9. W.# ;)*+ :#+.)(03 c./0+ ./)+'#.e /) 9#8)(./+0/# ;)*+ :0..')( 1)+ 
/#026'(&. 

 When answering questions: ?)($/ &#/ +0//3#9 '1 /6#; 0+# ,+'/'(& ,6'3# ;)* 0+# /037'(&. K'./#( /) /6# 
B*#./')( 0(9 '(23*9# '/ '( ;)*+ 0(.,#+. @:#07 23#0+3; 0(9 9)($/ +*.6 /6+)*&6 ;)*+ 0(.,#+. 5037 0. '1 
;)* 03+#09; 60%# /6# H)-. >+02/'2#M "0/26 ;)*+ /'8# 0(9 /6# '(/#+%'#,#+$. -)9; 30(&*0&#. 

 Information you need to know and talk intelligently about: ^(), /6# 5?@F 2)+# %03*#.=     
8'..')( ./0/#8#(/= 56# ?'+#2/)+$. Vision of Hope= #B*'/; ./0/#8#(/= 5?@F '('/'0/'%#.= :)3'2'#.=        
:+)2#9*+#.= +#.)*+2#.= '.#. TLCP - Teaching Learning Critical Pathway, 7 Correlates of Effective 
Schools= /6# .26))3 :+)1'3# 0(9 '8:+)%#8#(/ :30(= d'('./+; '('/'0/'%#. 0(9 +#.)*+2#.= +#2#(/ +#.#0+26 
'( #9*20/')( 0(9 +#30/#9 '(1)+80/')(. l)-. 0+# (), )1/#( )99 2)8-'(0/')(.= *(9#+./0(9 /6# %020(2;. 

Questions you should be prepared to answer: 
 Know the role of the teacher: C. 0 :0+/(#+ ,'/6 :0+#(/. 0(9 2)88*('/;= '(./+*2/)+= #%03*0/)+= 

2)*(2'33)+= :30((#+. G)* 8*./ -# 13#D'-3#= :+)02/'%# 0(9 ,'33'(& /) ./0; *: /) 90/# X@80+/LF)0+9.Y. 
 Experiences you have that make you a suitable candidate. "60/ ,'33 ;)* -+'(& /) )*+ .26))3m 

"60/ .#/. ;)* 0:0+/m "6; 0+# ;)* 0::3;'(& 1)+ /6'. :).'/')(m f), ,)*39 ;)* -# 0 &))9 1'/m 
 Classroom management question: N/$. ()/ 0-)*/ 9'.2':3'(#. N/$. 0-)*/ ;)*+ +)*/'(#. 0(9              

#D:#2/0/')(. 0(9 6), ,'33 /6#; -# #./0-3'.6#9. >+)02/'%# 230..+))8 80(0&#8#(/ .6)*39 -# '(/#&+0/#9 
'(/) ;)*+ 90'3; +)*/'(#.. d#(/')( 0(; /+0'('(& .*26 0. 5+'-#.= U*/*+# C2#.= @#2)(9 @/#:.. 

 How will you deal with an angry parent? b##9 /) 6#0+ /60/ ;)* 0+# ,)+7'(& 1)+ 0 ,'(L,'(        
.)3*/')(. K'./#( /) :0+#(/. 0(9 2)8# *: ,'/6 0 .)3*/')( /60/ ,)+7. 1)+ -)/6 :0+/'#.. F+'(& 0 :)..'-3# 
.)3*/')( ,'/6 ;)* ,6#( ;)* .##7 6#3: 1+)8 /6# >+'(2':03. ]#.:#2/ 1)+ /6# 26'39$. 1##3'(&. 

 Planning  and instruction: ^(), /6# 2*++'2*3*8. ?#.2+'-# ;)*+ 3'/#+02; :+)&+08 .#B*#(/'033;. 
 At risk students or a similar question: 5037 0-)*/ '(%)3%'(& :0+#(/.= 2)88*('/; 0(9 -)0+9       

+#.)*+2#. .*26 0. d0+/= 5#08= N>]E= #/2. d07# :).'/'%# h.*(.6'(#$ 2033. 6)8#. 56# 90/0 B*#./')(i 6), 
,'33 ;)* '9#(/'1; 0/ +'.7 ./*9#(/.m 

 Assessment and Evaluation question 
 Collaboration: N/$. 8)+# /60( ;)*+ 230..+))8 0(9 '(23*9#. :0+#(/.= 2)33#0&*#.= #D/+0L2*++'2*30+..     

E)330-)+0/')( '. :30(('(&= 0(9 /#08 /#026'(& g ()/ H*./ .60+'(& 3#..)( :30(.. 
 Equity: C-'3'/;= 9'%#+.'/;= :)%#+/;= ()/ H*./ #/6('2'/;. @6), /60/ ;)* *(9#+./0(9 /6# 2)8:3#D'/;. 
 Technology in the classroom< E)8:*/#+ .7'33. .*26 0. @80+/LF)0+9.. 

Portfolios: 
 C :)+/1)3') 20( -# 0 /))3 /) 2)88*('20/# ;)*+ .7'33. 0(9 #D:#+'#(2# /) .#33 ;)*+.#31. W.# '/ /) .*::)+/ 

,60/ ;)* 0+# .0;'(&. ]#1#+ )(3; /) /6# .#2/')(. /60/ +#30/# /) /6# H)- ;)* 0+# 0::3;'(& /) 0(9 -# 0-3# /) 
13': /) '/ '(./0(/3;. ?)($/ 0.7 0/ /6# #(9= c")*39 ;)* 3'7# /) .## 8; :)+/1)3')me N/$. ()/ 0 :6)/) 03-*8. 

When they ask you if you have any questions: 
 G)* 0+# ./'33 -#'(& '(/#+%'#,#9. ?)($/ 0.7 0 :+)2#.. B*#./')( g 1'(9 /60/ )*/ ;)*+.#31. C.7 0 B*#./')( 

/60/ 3#/. ;)* 6'&63'&6/ ;)*+ .7'33.= /03#(/. )+ '(/#+#./. 0(9 3#0%#. 0 30./'(& :).'/'%# '8:+#..')(.  
The Wrap up: 

 560(7 /6#8 1)+ /6# )::)+/*('/;. AD:+#.. ;)*+ 9#.'+# /) H)'( /6#'+ ./011. cN 3))7 1)+,0+9 /) 6#0+'(& 1+)8 
;)*.e K0/#+= '1 ;)* 9)($/ &#/ /6# H)-= /#33 /6#8 ;)* 0+# ):#( /) 6#0+'(& 2+'/'203 1##9-027. 


