Hints and Tips for Successful Student Teaching:

Writing a Winning Résumé 

By Pam Stephens

Your résumé is a concise and logically organized document that advertises you to a potential employer. A well-written résumé should reflect that you are a capable, confident, and valuable addition to a faculty.   

Human resource managers spend an average of less than a scanning a résumé to determine if an applicant deserves further consideration. For this reason, your résumé should stand out in a professional way and say to the reader that you deserve an interview. The following tips will help you accomplish this goal.
Collecting Information

Your résumé should contain information that identifies you and gives details of your training, educational background--including honors, activities and awards--and work experience. You may want to include a career objective that is specific to the job you are seeking. 

Collect the information you will need for the résumé before worrying about how to put everything together.  Don’t worry about the order or categories at first. 

· Start off with your legal name, address, telephone number, and a professional-sounding e-mail address. Your name should be the same as the one that will appear on transcripts and certification papers. List a permanent address and phone number. If you have an answering machine, make sure the message is appropriate. 

· Do not include information that is irrelevant to the performance of the job.  Listing marital status, age, family, health, weight, height, hobbies, and religious or ethnic background is unnecessary. 
· List your training and educational background in reverse chronological order. Include the name and location of universities or colleges attended, field of study, degree, and certification or endorsement. List any training outside of the university that relates to teaching or art. Some people prefer not to list dates unless specifically requested.
· List your teaching experiences. Include student teaching, substitute teaching, and practicum. Consider other experiences working with children such as summer camp instructor. Add information that shows how you went above and beyond routine responsibilities. Did you tutor students, work with parents, sponsor a club, or help with special projects? This information infers that you are capable, flexible, and willing to take on a variety of tasks in the work environment.
· What is your objective? Stated objectives can be very useful if they are specific to the job for which you are applying. “Kindergarten through grade 6 art specialist at Lakeway Elementary” suggests that you are interested in this specific teaching position. “To teach art at an elementary school,” suggests otherwise. 

· Reference your competencies in languages other than English, community involvement, computer skills, professional or club memberships, offices held in associations or clubs, travel or study abroad, and scholarships. Such information provides an edge that other candidates might not possess.
· Most employers prefer to have at least three references. Include names, addresses, phone numbers, and e-mail addresses if requested. Be sure to ask for permission before listing a person as a reference.  
Put it Together

Space on your résumé is valuable. One page is the ideal length. Include only those headings and details that employers will need to judge your abilities and skills as an art educator. For the most part, write your résumé in sentence format rather than as bulleted lists.  Avoid jargon and acronyms that would be unfamiliar to anyone outside of art education. Use action words and avoid lengthy, awkward sentences. 
Lay Out 

When finalizing your résumé, design a lay out with ample margins and plenty of white space. Use Times New Roman or Arial in a size that is easy to read. For electronic résumés, avoid formatting or fonts that could make your information garbled when read by another computer.

Draft, Revise, Edit, and Proofread
Your résumé is an example of your writing ability and design skills. If it has errors or is unattractive, you are sending a bad message to an employer. Have someone else critique your résumé for content, consistency, grammar, and design. Under no circumstances send a résumé with errors or erasures. When the résumé is ready, use a laser printer with high quality white or off-white paper. Fold it carefully and use a matching envelope.

Cover Letter


Write a cover letter expressing your interest in the job. The cover letter should be specific to the job and express those qualifications that make you the perfect fit. Avoid duplicating information found on the résumé; rather, summarize your unique abilities. 

Summation


The best résumés offer only that information that can open the door to a face-to-face interview. Create a résumé that presents an excellent impression and that says to the employer, “Call this person now.”

