
Educational Placement

The College of Education in collaboration with the Office of Internship and Career Services assists students with the job search process.  The process is a very interactive one and takes place throughout the student’s academic career.  As freshmen and sophomores, the emphasis is placed on providing information and experiences to help students in making or confirming career choices.  During the junior and senior years, the focus is on effective portfolio and credential development along with refinement of job search strategies.  Opportunities provided for the students include the following:


BLUE training session


An evening with a Human Resources Director/ Q&A


Assistance with the development of self-managed credentials


A full day of interview opportunities on Butler’s campus


A full day of interview competition and events at TCID
Self-Managed Credentials

The College of Education at Butler University utilizes the system of self managed credentials.  We do not maintain, copy or send a student’s credentials.  Each student is responsible for developing, managing, revising and sending their own credentials when appropriate.

Self-managed credentials are more responsive and more practical in the era of portfolios and electronic applications and communications.  Some school districts will ask you to have your college placement office send credential files as part of the job search process.  You will simply need to respond by including your own self-managed packet.  To design your self-managed credentials I suggest the following:

1. Develop a cover letter appropriate for each job, each district in your job search.

2. Design and continually update your resume to reflect new accomplishments, new phone numbers and new references. (Be sure to always include 3-5 specific references with home and work phone numbers and emails for each.)

3.
Write a one page “Candidate’s Statement” in which you may reflect on your philosophy of education, motivation for teaching, background, special skills, etc.

4.
Include 2 or more current letters of reference written on school or business letterhead.

5.
You may also include a copy of your transcript, and a copy of your teaching license.  If you are asked to provide a transcript with your application, you may contact the Registrar’s Office at 317-940-9203.

6.  
Additional materials as desired.
You will find a resume template and cover letter here in the Teacher Education Resource Guide and by going to www.butler.edu/career and following the links to BLUE.  To request your password, please click on the alumni button.  From there click on the Job Search Services Link which will give you directions for requesting a password.  
COVER LETTER


You need a cover letter when you are using your resume as a tool to gain an interview or when you are requesting a paper application.  Other situations in which a cover letter is necessary are:  when you are contacting potential employers from a list you have developed, when you have been personally referred, when you are responding to a vacancy announcement and when you have been unable to sign up for a campus interview.  

Know the schools you are writing to.  Research their website to learn about their philosophy, schools, personnel and potential openings.  Knowledge about their district which is obvious in the cover letter will show them you are seriously interested in them.

All cover letters should be addressed to a specific person, individually typed, no more than one page and set up in a business format.  The basic structure for a cover letter is usually three or four short paragraphs which include:

Statement of Purpose:  Explain who you are and why you are submitting your resume.  State the position or general area for which you are applying and how you heard of the position.  IF you have been asked to submit your resume or have a personal referral so you know your resume is expected, the cover letter can be very brief and there is no need to include an explanation of your qualifications.

Explanation of Qualifications:  Mention briefly why you are interested in this corporation or this position.  Be positive and talk about things relevant to the employer.  If possible, point out specific areas of your education or experience that match the needs of the school.  While you can certainly draw attention to one or two things on your resume, do not just reiterate the information on your resume.  Expand on one bit of information relevant to this school corporation or mention something not in your resume.

Closing Request for Response:  Elaborate with any additional information that will help them want to meet you and request an interview with you.  
Resume Writing

Definition and Purpose


A resume summarizes educational preparation and experience and may legitimately include any experience relevant to one’s career objective.  It should be organized in such a way that it identifies your individual strengths and whets the appetite of a potential employer.  Resumes cannot be written during an “all-nighter”; they take time to prepare if they are going to be prepared correctly.  Expect to write at least three drafts before you come up with the finished product.  On the first draft, be sure to include everything you can think of; it is much easier to edit down to important aspects than to try to find information to “plug in” after two drafts.  Be careful with spelling and punctuation, be consistent throughout, and make sure at least two other people read your resume carefully.  Misspelled words or wrong dates are very embarrassing in an interview with someone who is reading from your resume.  
Elements of a Resume


A resume should be divided into separate sections; each section should provide information in a specific area concerning you.  Sections should be clearly distinguished from one another by section headings.  Headings are highlighted by skipping lines before and after the headings, printing the headings in CAPITAL LETTERS, underlining the headings, or using bold letters for the headings.  COMBINATIONS can be used, but do not go OVERBOARD.  Make sure everything within a particular section relates to the section heading.  Also, the titles of the elements below are not the only information.  Sections in resumes are ordered in terms of importance to your work setting.  The teaching profession values educational training, certification, and teaching experience, so those sections should come before less important sections.


•   Identifying information.  Name, address, telephone number.

•   Professional objective.  Usually one indicates their immediate objective.  Steer clear of being too general (I want an elementary teaching position) or too specific (I am seeking a tenth grade English teaching position in nineteenth century Latin American literature).  Many job candidates avoid this dilemma by stating their objective in the first paragraph of the cover letter; in that way, the objective can be more specifically tailored for each particular position.

•   Education Preparation.  Listing of institutions attended (institutions of higher education only, not high school), dates, degrees attained, major and minor areas of study, specialized programs, 
GPA (if helpful).

•    License Information.  Listing of licenses held or expected, subject areas, grade levels, state of licensure and validity dates.

•    Professional Experience.  Listing of work/volunteer/educational positions legitimately related to teaching position desired.  Section includes the following:

Student Teaching.  Title, school, grade, location, date, explanation of activities and responsibilities.



Substitute Teaching.  Same information applies.

Other Teaching.  Teacher’s Aide, Teaching Practicums, Camp Counselor (if applicable).  Same information applies.  
•   Employment History.  Listing of jobs held, title, name of company, dates,          locations, explanation of activities and responsibilities.

•   Honors and Activities.  Highlight significant recognition as a student or member of the community, or involvement in campus, community, and professional service.

•   Memberships.  In professional and service groups.

             Volunteerism is powerfully persuasive here.  It displays what you value and believe.

•   References.  List three to 5 references, their addresses, phone numbers and e-mail address.  These references should be individuals that can add to an administrator’s understanding about you and your values and beliefs about teaching and learning.   

Organization and Format


Organization of a resume, and its contents, can resemble other documents—a grocery list or a recipe, a photograph or a video, a table of contents or Cliff Notes.  Do not leave everything up to the imagination of the reader.  Tell them about yourself!  When you meet a new person, you tell them more than the titles of your summer work jobs; you tell them more than the dates you did your practicums.  Your resume is an opportunity for the reader to meet you on paper.  Elements and organization to be aware of:
•   Consistency.  Always follow the same order of providing information.  If title comes first once, it should always come first.  If date goes last, it should always go last.

•   Chronology.  List institutions attended and positions held in reverse chronological order.  Most recent is always first in each section.

•   Abbreviations.  Avoid them!  Spell out Indiana, even in addresses.  Spell out organizations and institutions; not everybody knows that BU is Butler University.

•   Dates.  Spelling out months is suggested, rather than using numbers.  Print 2012, not ’12.  Whatever you end up doing about dates, be consistent throughout the resume.

•   Margins.  Make sure that left margins agree.  You may end up with two or three left margins, but be consistent whatever you do.

•   Punctuation.  Be consistent!  Use commas, periods, colons and semicolons the same way throughout the resume.

•   Design.  Printed materials should be centered on the page; if you start six lines from the top, do not end two lines from the bottom.  Center headings or place them on the far left margin.

•   Length.  Resumes should be one to two pages in length.  If you need more than one page, be sure to use one-third or more of the second page.

Position Descriptions


Describing your past work experiences and teaching experiences is an excellent opportunity to let the employer know what types of activities you have performed and the types of responsibilities you have accepted.

A.  Title.  Use a descriptive title.  Highlight the title in bold, or by underlining.  Titles should be placed before location.

B.  Verbiage.  Use descriptive, active verbs that help to describe the work.  Refer to “Key Words for Resume Preparation” for assistance.

(provided here)
C.  Sentence Structure.  Never use I, me, or my in a resume.  Use verb phrases instead of complete sentences; use semicolons to separate related phrases.  Use periods to separate unrelated verb phrases. Always capitalize the first word after a period.

D.  Numbers.  The use of numbers can be very helpful to describe size (supervised 15 lifeguards), age (taught swimming to children, ages 5 to 11) and level of responsibility (accounted for daily sales of $2,000).

References


The unwritten rule for references, especially when looking for your first full-time position, is no less than three references and no more than five.  Some types of references help you more than others.

A. Professional reference.  Usually from supervising teacher or supervising principal of student teaching experience.  Refers mainly to your potential or ability as a teacher, work habits, and special projects.  
B. Faculty reference.  Usually from a college professor or administrator.  Refers mainly to you as a student, turning in work on time, class attentiveness, special projects, grades.  Probably includes reference to character also.
C. Work references.  Refers mainly to your ability to accept responsibility, get the job done, and work habits.  
Final Product


Remember, the finished product does not fully include your experiences in the near future.  When you have actually completed your student teaching, you will want to update the resume.

A.  Spelling.  Be sure, be extra sure, that everything is spelled correctly.  Have other people (people is plural) look for typos.

B.  Neatness.  The resume you send out should be perfect.

C.  Paper.  Take the resume to a printer or a copy shop to be reproduced.  Ask the printer for their “resume stock”.  It is a higher quality paper, usually containing a special texture and/or a watermark.  Pick a color you like, but not one that is too bold or “far-out.”  Try to stay with ivory, off-white, beige, tan or light gray.

D.  Envelopes.  Purchase envelopes made from the same paper as your resume for a professional appearance.

E.  In some cases you may want to embellish your resume by adding a quote or an additional graphic.  
Key Words for a Resume


The preparation of an effective resume requires definite attention is given to the words utilized in this important document.  The following lists may be helpful to you as you prepare your resume.

Action verbs


accelerated, activated, adapted, addressed, administered, analyzed, anticipated, appraised, approved, arranged, assembled, assisted, attracted, authored, bargained, budgeted, built, calculated, charted, classified, coached, collected, compiled, completed, conceived, concluded, conducted, confined, conserved, consolidated, counseled, created, decreased, delegated, delivered, demonstrated, designed, determined, developed, devised, diagnosed, diagrammed, directed, disciplined, discovered, displayed, distributed, documented, edited, eliminated, enhanced, enlarged, established, evaluated, exceeded, executed, expanded, expedited, explained, explored, facilitated, formulated, fostered, founded, generated, governed, handled, illuminated, illustrated, implemented, improved, increased, indexed, initiated, innovated, installed, instituted, instructed, interpreted, invented, investigated, judged, launched, lectured, led, located, maintained, managed, manifested, maximized, mediated, moderated, monitored, motivated, negotiated, observed, obtained, operated, organized, originated performed, persuaded , planned, prepared, presented, presided, procured, produced, programmed, proposed, proved, provided, questioned, received, recommended, recorded, recruited, reduced, refined, renewed, reorganized, replaced, reported, represented, researched, restructured, revised, revitalized, safeguarded, scheduled, served, simplified, sold, solved, spoke, started, stimulated, supervised, supported, systematized, taught, terminated, trained, translated, updated, upgraded, wrote

Skills and abilities


adapting, administering, advising, analyzing, applying, arranging, assembling, auditing, budgeting, calculating, classifying coaching, communicating orally, communicating in writing, compiling, coordinating, corresponding, counseling, creating, decision making, delegating, designing, developing, directing, editing, establishing, evaluating, executing, expediting, explaining, facilitating, guiding, influencing, initiating, inspiring, instructing, interpreting, investigating, leading, managing, mediating, motivating, negotiating, observing, organizing, performing, persevering, persuading, planning, problem solving, providing service, record keeping, researching, resolving conflicts, selling, serving, speaking, systematizing, synthesizing, teaching, translating, typing, working with numbers, writing

Personal characteristics


accurate, active, adaptable, adept, adventurous, aggressive, alert, ambitious, analytical, artistic, assertive, astute, attractive, bold, broad-minded, calm, capable, cautious, cheerful, competent, competitive, confident, congenial, conscientious, conservative, considerate, consistent, constructive, cooperative, courageous, creative, decisive, deliberate, dependable, determined, diplomatic, discrete, disciplined, dynamic, eager, efficient, energetic, enthusiastic, fair, flexible, forceful, friendly, honest, independent, innovative, inspiring, intelligent, inventive, logical, loyal, mature, mechanical, methodical, moral, motivated, objective, optimistic, orderly, organized, outgoing, patient, perceptive, persevering, personable, persuasive, pleasant, poised, positive, practical, precise, productive, professional, proficient, progressive, prudent, punctual, rational, realistic, reliable, reserved, resourceful, respectful responsible, sensible, sensitive, serious, sincere, stable, tactful, tenacious, thorough, tolerant, trustworthy, versatile

A sample resume follows. 

Please ask your University

Supervisor to review your resume

for adequate and 

appropriate 

information.

Be certain it is error free.

See sample resume on BLUE

HAROLD E. BOLTON

1600 Sydney Arthur Tellman Dr. 754

Long Beach, MA 58475

(574) 575-2231  

hbolton@usf.edu

OBJECTIVE__(Optional)____________________________________________________________
To become an integral part of an educational setting in which the primary emphasis is the development and well being of children.

EDUCATION_____________________________________________________________
Butler University,  Indianapolis, Indiana



Graduation:  May, 2012
Bachelor of Science in Elementary Education

Indiana Teaching License: Early Child and Middle Childhood  (K-6)





    Mild Interventions  (K-6)
PROFESSIONAL EXPERIENCE_______________________________________________

Lawrence Centralized Kindergarten  Kindergarten


     Lawrence Township


•  Implemented Developmentally Appropriate Practices and contributed to the student

centered environment by creating a nurturing, and non-threatening atmosphere enhanced with Life skills

•  Participated in the Student Assistance Team to provide aid for students in need of 

academic support (in progress/2011)

Fishback Creek Public Academy
4th/5th grade


                Pike Township

•  Integrated choices and challenges into a multi-age, full inclusion classroom to ensure

that students achieved success at their individual developmental level

•  Maximized the success of special needs students by collaborating weekly with a

special educator to adapt the brain compatible curriculum

•  Participated in the General Education Intervention program, and collaborated with a

colleague to teach two Intercession classes to Kindergarten and First grade students

(14 weeks/2011)

Flaxmill Schools  Reception/Year 1




   Adelaide, Australia
•  Focused on developing students' higher order thinking skills through literature based

lessons ((7 weeks/2010)

Substitute Teacher   K-7th grade



   Marion County, Rush County
•  Sought professional development by working with students in rural, sub-urban, and urban

settings (2008-2009)

PROFESSIONAL INVOLVEMENT AND HONORS________________________________

Alumni Scholarship


     


 Kappa Delta Pi
Alice B. Cunningham Scholarship


Student Education Association

Nominated Top 100 students at Butler University


     Dean's List

Co-author of the Service Learning Grant

PROFESSIONAL SKILLS__________________________________________________________

Project WILD Certification
Zane-Blose Certification

6 + 1 Traits of Writing Training

REFERENCES____________________________________________________________

Barbara Jones

8300 West 86th Street, Indianapolis, Indiana  46278



847-5510 (W)

•  Principal at Fishback Public Academy




XXX-XXXX(H)

email








XXXXXX@XX.XXX
Joseph Barnes







392-2338 (W)

400 Willow Lane, Indianapolis, Indiana 46254




XXX-XXXX(H)
•  Supervising Teacher at Butler University

email








XXXXXX@XX.XXX
Jane Brown








232-9369 (W)

3006 Melbourne Road, Indianapolis, Indiana 46208



XXX-XXXX(H)
•  Cooperating Teacher at Fishback Creek Public Academy

email








XXXXXX@XX.XXX
Grace Carney







867-2265 (W)

101 Seabreeze Way, Indianapolis, Indiana 46256




XXX-XXXX(H)
•  Cooperating Teacher at Lawrence Centralized Kindergarten

email








XXXXXX@XX.XXX
John Abbot








877-2961 (W)

W. 91st Street, Rushville, Indiana 46173




XXX-XXXX(H)
•  Principal at Rushville Elementary School

email








XXXXXX@XX.XXX
INTERVIEW PREPARATION

Know Yourself.  Analyze your interests, skills and accomplishments-not to mention your passions and dreams.  Identify examples of success from your past experiences.  You should be able to tell short stories that explain problems or situations you encountered, the action you took to solve those problems, and the results of your actions.

Your interview challenge is to present these scenarios to employers by focusing on the skills, abilities, and personal traits that allowed you to achieve your successes.

Identify 2 or 3 “selling points.”  Distinguish your employment candidacy from that of others.  Determine how you will convey these points during the interview.

Research the school district prior to the interview.  Employers expect students to do research on their organization.  Up-to-date information can usually be found on the internet.

Acquire as much information as possible about the position for which you are applying.  

Remember that the interview is a two-way exchange of information.  Your goal is to discover if the school is a good fit for you.  The goal of the employer is to assess whether you are a good fit for their district.  Be sure to prepare questions.  A few suggestions for questions to the district:


What professional development opportunities do you offer to your teachers?


What types of extra support do you offer to students in your district?

What types of opportunities are available in your district for collaboration among teachers?

Here are a few sample questions the district may ask you:


Why do you want to work in our district?

What can you bring to our district—why should we hire you over other candidates?


What would you like to know about our district?

Dress in good taste.  It is no myth that personal appearance often influences hiring decisions.  Although more employers are becoming more liberal in standards of dress, basic good taste and grooming should serve as a guide.  

Follow up after the interview.  Immediately following the interview it’s important to submit a simple thank you letter.  Thank you letters are any easy way to show gratitude to the interviewer for the time spent discussing your interests and opportunity with the district.  These letters can go far in showing competence, good manner, interest, and enthusiasm.  

Thank you letters should be clear and concise.  They should include a brief statement about when and where the interview occurred, and your expressed thoughts and appreciation.  This is also a good time to sell yourself one more time.  Reiterate a couple of your skills.
JOB SEARCH PLAN OF ACTION

After reviewing all the proceeding information, it is important to develop a plan of action for your job search.  Being organized and systematic can save you time and reduce anxiety.

View the job search as a job itself.  A systematic, sustained effort will produce effective results.  Minimal efforts will likely only achieve minimal results.

Begin early.  Develop your action plan prior to the start of your final semester.  This includes development of materials such as self managed credentials and applications, practice interviews, and district research.  

Identify Resources.  These resources include established networks, career fairs, and interview days, internet sites to name only a few.

Establish a timeline.  Send applications early and track responses and follow-ups.   

	 BLUE

	In order to be more responsive to your needs and the needs of the school districts, we are now using BLUE to coordinate job postings and help you with resume and cover letter design. Training session on the  BLUE system are offered periodically through the Internship &  Career Services Office. You may now access jobs posted through Butler at anytime. To register on this search system, go to www.butler.edu/career and follow the links to BLUE. This will require a username and password that may be obtained by emailing career@butler.edu of calling the Career Services Office at 317-940-9383. 

Logging Into Your Account
•  Open a browser to the Career Services web site - www.butler.edu/career and click on the link to BLUE.
•  If you have not opened an account, you may self-register. (see the Student Login box on the login page.) 
    Be certain to complete all of your profile.
•  If you have already opened your account, type your username and password and then click Enter.

Uploading Documents
•  Locate the Profile Snapshot section on your Home page
•  Click Upload Resume, CV, Cover Letter, Writing Sample, etc.
•  Select document to upload
•  Click Upload

Note:  You may upload several different types of documents as long as they are in Word or pdf format.  Sample documents are also available on the system and may be used as templates.

Publishing a Resume to a Resume Book
•   Select the "Documents" tab from the navigation bar
•   Locate the "Publish Resumes" section and click "Go"
•   Select the resume to publish
•   Select the resume book to publish to
•   Click the "Save Changes" button

Note:  Certain resume books are restricted to students who meet criteria defined by the career center.

Searching for Jobs, Internships, Co-ops

•   Click on the Jobs & Internships tab on the navigation bar
•   In the Specific Search section, choose to search for Jobs, Internships or Co-ops
•   Narrow your search by selecting the search criteria
•   Click Search
•   System returns the search results that satisfy your search criteria

Another way to Search for  Jobs, Internships, Co-ops:
•   Locate the Quick Search box on your Home page
•   Type keywords in the "Enter Keyword field"
•   Select Jobs, Internships or Co-ops radio button
•   Click Search
•   System returns the search results that satisfy your search criteria

Searching for Employers

•   Locate the "Search by Employer" section
•   Search alphabetically by selecting the first letter of the employer name
•   Search for a specific employer by typing the name of employer in the "Search by employer
    name" section
•   Search for an employer by selecting an industry in the "Search by Industry" section
•   Click Search
•   System returns the search results that satisfy your search criteria

Creating and Using Search Agents

•   Click on "Jobs & Internships" tab on the navigation bar
•   Locate the "Specific Search" section
•   Select the Jobs, Internships or Co-ops tab
•   Enter Search criteria in "Basic Search" or "See More Search Options"
•   Select the check box "Save these search criteria as a 'Saved Search'"
•   Name the search and click "Save"
•   The search will be saved in the "Saved Search" section on the "Jobs and Internships" page

Note:  Saved searches allow you to save the parameters for a frequently executed search so you can access results with one click.  You can choose to have an email automatically sent to you when a new opportunity is posted that matches your search.





USEFUL EDUCATION WEBSITES

SAVE THESE DATES!

33rd Annual Teacher Education Interview Day (TCID)!

Wednesday, April 18, 2012
BUTLER UNIVERSITY CAMPUS INTERVIEW DAY
Friday, April 27, 2012
American Association for Employment in Education

http://www.aaee.org
Education Job List

http://www.nationjob.com/education
Education Week on the Web

http://www.edweek.org
K-12 Jobs

http://www.k12jobs.com
National Public School and School District Locator

http://nces.ed.gov/ccdweb/school/index.asp
NationJob’s Education Jobs Page

http://www.nationjob.com/education/
Teachers-Teachers.com

www.teachers-teachers.com
The Private School Employment Network

http://www.privateschooljobs.com/jobpage.html
HIGHER EDUCATION WEBSITES

Indiana Job Connection for Special Education

http://iseasjob.indstate.edu


Education America Network

www.educationamerica.net
Southern Teachers Agency

http://www.southernteachers.com/


PLEASE VISIT

www.aaee.org
for a variety of resources and

information that will be

 very useful 

in your preparation for

 your job search.

PROJECT CONNECT

JOB POSTINGS FROM AROUND THE COUNTRY CAN BE ACCESSED THROUGH PROJECT CONNECT

YOU CAN LINK TO PROJECT CONNECT THROUGH AAEE’S WEBSITE at 

www.aaee.org
Your username is teacher and your password is aswan

