Applying for a
Teaching Job

Taking an action approach



Job Hunting

m Be pro-active — don’ t sit around waiting.

m Network — sponsor teacher, principal,
other student teachers.

m Newspaper, web sites
m District HR postings — on site & on web.

m If you ‘ve got connections, use them —
with permission.

m Keep working at it — finding a job is the
first job — do it well.



Job Hunting

m makeafuture.ca



Job Hunting

m UBC Career postings - blog and bulletin board

http://blogs.ubc.ca/teachereducation/catec
ory/career-opportunities/



Think “Outside the Box”

m Public school boards

m Catholic school boards

m Independent schools

m Other provinces & territories



educationcanada.com



Think “Outside the Box”

m Public school boards
m Catholic school boards
m Independent schools

m Other provinces & territories
m International teaching positions

m Teaching type positions — NGO’ s, Non-
profits, Industry, Museums, Gov. Agencies



Research the Position

m Research the school and district.

m What is special — what can you add to it?
m Any special circumstances?

m What are they known for?

m Find out about the community.

m Do you have any connections to the
school or community?



Application/Cover Letter

m One page only
m Professional appearance
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Application/Cover Letter

m One page only
m Professional appearance or Email.

m Proof-read — many times
— get a 2" reader.



Application/Cover Letter

m One page only
m Professional appearance or Email.
m Proof-read — many times

— get a 2"d reader.

m No grammar or spelling errors.
m Be specific — what job is it for?
m What can you offer — 1 line — relate to job
m Make sure it gets there — phone or Email.



Research

m Be aware of trends, such as:
— French Immersion
— Increased number of students with challenges
— Need for Kindergarten teachers



e



e

m Must be professional in appearance.
m Only relevant information — not a bio.

m Well organized — important stuff first i.e.
what are you qualified to teach.

m No spelling or grammar errors.
m Modify to suit each position — be specific.
m Small photo a good idea.

m Plan a good electronic version (Special
format.)




e

m Modify it for each job/district/organization
m Figure out what makes you unique

m Don’ t include info they don’ t need
(Played 15t base in T-ball)

m Modify it to highlight what is wanted for
the position.

m Most recent achievements first
m Use action verbs (verb+task=result)



Action Verbs to use (just to start):

Achieved
Acted
Adapted
Arranged
Assessed
Coached
Communicated
Delivered
Devised
Ensured
Evaluated

Facilitated
Initiated
Instructed
Measured
Mentored
Motivated
Monitored
Orchestrated
Organized
Planned
Reported

Scheduled
Started
Strenghtened
Supervised
Supported
Tracked
Troubleshot
Won



Transferable Skills

m What are your skills that enhance your
credentials: Creative (designing,
developing, inventing, performing);

m Communication (editing, mediating,
speaking, promoting, writing);

= Human Relations (advising, guiding,
motivating, serving)

m Management (coordinating, directing,
evaluating)



Contact

m Establish contact info that works:
— Someone will check regularly
— Ensure a quick response if contacted

— Provide: mailing address, phone number,
“adult” email address

m Practice responding in a professional
manner



Interview 1

m Write down the date, time & address.

m Research the address — getting lost isn’ t
acceptable.

m Allow for traffic — Don’ t be late!

m Dress in a professional manner.

m Be well-groomed.

m Avoid heavy scents, or extreme make-up.
m Have 2 copies of your letter & resume along.



Interview 2

m Introduce yourself to the office staff &
explain why you are there.

m Smile and be polite to everyone. You
never know who will be asked about you.

m Use waiting time to observe and get a
sense of the style of the office/school.

m Be alert and appear interested while
waiting.



Interview 3

m When being introduced smile, look people
in the eye and give a short, firm

handshake.

m If offered something to drink, feel free to
accept, but use only if necessary.

m Remember people’ s names and use them.
Record names on a note-pad or use a
memory trick.



Interview 4

m Speak clearly and in a manner loud
enough to be heard.

m Use a moderate pace; don’ t rush.

m Answer questions in a direct, succinct
manner. Don’ t go on and on!

m Ask for clarification if you do not
understand.

m After you answer, ask if the answer
satisfies the question.



Interview 5

m Prepare a short, thoughtful philosophy of
education statement to use. (Not an
essay!)

m If asked a question you cannot answer,

say SO and suggest to a topic you can
speak to.

m If asked to describe your weakness, your
response should describe something you
are improving & evidence of success.



Interview 6

m Have questions about the school and job
prepared.

m Use your research knowledge to volunteer
ways you can contribute to the school.

m Briefly describe any prior successes or
models you believe you can use in the
new school.

m Be cautious about over-stating your role in
a project or in praising another school.



Interview /

m Do not rush to answer. Take the time to
think the answer through and provide a
professionally appropriate response.

m Do not participate in humour or leading
remarks — these may be “traps.”

m Have examples of outstanding work with
you [E-folio, unit, reports] but don’ t force
them on the interviewer.

m Express your willingness to be flexible and
try to fill a need in the school, but do NOT
volunteer to teach things you don’ t know.



Interview 8

m Ask about the timeline for notification.

m Ask if more data is needed or if you can
submit additional information.

m Ask who you can call for follow-up.

m Thank the interviewer(s) for their time and
consideration.

m Shake their hands as you leave.
m Look them in the eye & smile.



General notes

m Be yourself — don’ t “put on an act.”

m Ideal candidates are well prepared,
thoughtful and open to new ideas.

m Enthusiasm is good — gushing is not!

m Both a sense of humour and a sense of
professionalism are important.



