Resume Tips

Essentials:
1.  Proofread your name.
2.  You are what you read.
3.  Be a resume voyeur.
4.  The truth about Ms. ASCII.  Formatting – plain text and for more information
       http://www.hotjobs.com/htdocs/help.myresume.html#formatting
5.  More resumes mean more chances

Words to Include – Every word counts but some count more than others!
1.  Teamwork – a team player is an attentive listener, a cooperative colleague and is willing to 
     help others. 
2.  Flexibility – Show by demonstrating a willingness to take on new and varied positions.
3.  Detail-oriented – Implies that you can work and act independently.
4.  Self-motivated – A self-motivated worker goes the extra mile.  Show enthusiasm.

Words to Avoid:
1.  Abbreviations and Acronyms
2.  Personal Pronouns – The addition of “I” or “me” too often makes it into a memoir instead of
      a resume.
3.  Negative Words – “Arrested” “boring” “hate”
4.  Keep to a Minimum-
· A, also, an, because, the, very
· Any word you can’t define
· Words that can be embarrassing if spelled wrong:  assess, skills

Cover Letters:

A cover letter is the best way to let potential employers know you as a person.  Helps you to catch the Superintendent’s or Principal’s eye.  Avoid spelling erros and typos, write your cover letter using word processing program, spell-check, read it aloud and have another person read it.
1.  State exactly which position(s) you are applying for.
2.  Don’t simply repeat everything that is in your resume.  It should offer more about you and 
      some of your achievements.
3.  Focus on how you can fulfill the school’s needs, not on how the school can fulfill yours.  
     Don’t be arrogant, just enthusiastic.

Templates for Resumes can be found at www.collegegrad.com/resumes

