
The Resume Building Webinar
will begin shortly. Thank you for joining us!
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Purpose of  the Resume

Your initial contact 
with hiring officials

Must draw 
attention to you

Your initial contact 
with hiring officials.

Must draw 
attention to you.

Only way to 
communicate who 

you are

Lands the interview 
with the “Big Story”

Reflection of  who you 
are

Guides the interview 
and drives the hiring 

process

HIGHLIGHT STORYATTENTION



Resume Essentials



FORMAT

Clean
• Should be visually 

simple

• Font and style should 
be consistent

• Should reflect you

Organized
• Flow is critical

• Consider eye movement 



HEADERS

Essential
• Name

• Contact 
information 

• Font size, type, and 
placement

Avoid
• Too small or too 

big

• Uncommon fonts

• Placement other 
than top



EDUCATION

Essential
• Degree

• University

• Consistency

Avoid
• High school – in 

most cases

• In-progress

• Relevant 
coursework 



CERTIFICATION

Essential
• Teaching first and 

bold

• Grade range and 
content

• Others that are 
relevant -smaller

Avoid
• Program

• Irrelevant

• Test number or 
pending



EXPERIENCE

Essential
• Bold title and 

underline company

• Dates as full years

• 2-3 bullet 
statements – action 
and impact

Avoid
• Too many words or 

bullets

• Hard to read fonts

• Abbreviations or 
addresses



RELATED

Essential
• Consistent with 

experiences

• Limited

• 1-2 bullet 
statements – action 
and impact

Avoid
• Too many words or 

bullets

• Industry terms

• Making this the 
focus



GRIT

Essential
• Consistent with 

experience

• Last thing we see –
make an impact

Avoid
• Mixing too much 

into this area

• Subjective 
statements 



Resume Considerations



DESIGN

FLOW
• Eye movement on page



DESIGN

FORMAT
• Make sure fonts are standard
• Attractive to read
• Single page



DESIGN

VISUAL
• Indents and spacing
• Color
• Consistency 



DESIGN

FOCUS
• Focus on education
• Unique to you



DESIGN

READABILITY
• Length of  time to read
• Subjective or expert statements
• Specific to the district



CONSIDER

THE INTERVIEW
• Giving the reader talking points



CONSIDER

OBECTIVE STATEMENT
• IF USED
• Education related
• Where it should fall 



CONSIDER

SKILLS SECTION
• IF USED
• Are they skills principals need or 

want?
• Are they subjective?

• Expert at Google
• Are they traits?

• Good listener



Resume Placement



Market Yourself

In-person
Post

Email

DELIVERY

Assuming it arrived

AVOID



Position Yourself

Submit application
Update often 

Always have copies

OPPORTUNITY



Ace the Interview



Practice 

Know Your Info
• Research the school(s) you are interviewing with
• Write down your questions 

Rehearse
• Mock interview with a friend or family member
• Practice answers for common interview questions 



Prepare

Gear Up
• Download a video communication platform – Skype, Zoom, etc. 
• Test your internet, audio, and webcam 
• Dress for success! 

Set the Environment
• Eliminate external noise – phone, TV, pets, family members, etc. 
• Find a well-lit area – light source in front of  you
• Have a glass of  water on hand 



Perform

Remain Engaged
• Body language matters – smiling, head nods, etc. 
• Do not read from your screen 
• Speak clearly 

Show Your Interest
• Ask questions
• Just be yourself
• Say thank you!



Q&A



Thank you!
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