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What is a credentials file?

A credentials file is a job search tool designed to provide an easy and convenient way to collect and distribute letters of recommendation.  The credentials service provided by the Sena Center is not a job search service, and does not provide a substitute for traditional job search methods such as writing and distributing resumes, networking, and making personal contact with employers.  This service will help make the job search process easier and more efficient. 
A Credentials File includes:
_______  Credentials Release Form

 Signing the credentials release form indicates that you understand the process of mailing 

    
credentials files, and allows the Sena Center to release the materials in your file to 

    
    
employers.



_______ Letters of Recommendation

 How many?  3-5

 From whom?  Professors, advisors, former or current employers, internship supervisors, 

    
cooperating teachers, contacts through professional, civic, or campus organizations in which 


you have been involved.

_______  Resume

 A resume is an optional piece of the credentials file, but an important component of a

 

successful job search.  Information in this packet and the Career Development Handbook 



provides helpful resume writing tips.





_______  Statement of Career Goals

 A career goal sheet is also an optional piece of the credentials file, but can provide an 

 employer with a clearer picture of your career aspirations.  Additional information and

 

 samples are included in this packet.



_______ Professional Test Scores

 Copies of test scores are most often included by students pursuing a career in teaching or 


admission to graduate schools.  Scores from tests such as the Praxis, GRE, GMAT, LSAT, and 


others can be included in the credentials file. Each student is responsible for providing the Sena 


Center with a copy of his/her test scores; test scores are not automatically sent to the

Sena Center.

What about academic transcripts?
 Academic transcripts must be processed through the Registrar's Office.  The Sena Center will 

   
not process, photocopy or in anyway reproduce transcripts.  If an employer requests a

academic transcript as part of the application, please request this information be sent directly 


from the Registrar's Office.  Thank you!
PLACEMENT/CREDENTIALS RELEASE FORM
Rosemarie Sena Center 

Career Development Services
Mary Baldwin College

Staunton, Virginia

When you want us to send your credentials file to a prospective employer you need to submit a written request which includes the name(s) and address(es) involved.  Transcripts must be requested in writing from the Registrar's Office; the Sena Center will not process, photocopy or in any way reproduce transcripts.

Education/Teacher Licensure students please note: Copies of test scores, letters of recommendation, and evaluations of student teaching are NOT routinely forwarded to the Sena Center by the Education Department, MAT or ADP Office(s).  You are responsible for contacting individuals/offices and requesting that materials are forwarded to the Sena Center for inclusion in your placement/credentials file.  

There is a $3.00 charge to cover duplicating and mailing costs; checks may be payable to Mary Baldwin College.  This charge applies to all graduates (including students in the ADP post graduate teaching program) after May 31 of each calendar year. 

However, we will not send your credentials to a prospective employer who requests them without first obtaining your approval.  You may want to authorize us to send them without delay to any prospective employer who requests them.  If so, please fill out the brief form below and return this to our office.

Thank You.

I ___________________________________ give Mary Baldwin College's Rosemarie Sena Center, Career Development Services Office blanket authorization to forward my placement file/credentials on a continuing basis to any prospective employer who requests them.  I fully understand I do not have to be consulted each and every time a prospective employer makes a request for my placement file/credentials.

_____________________________________________

Signature

_____________________________________________

Date

Credentials File / Application Process Task List

Applying for a job can often be a cumbersome process for most teacher candidates.  There are so many things to think about that one may begin to feel overwhelmed.  At Mary Baldwin College, it is important to remember that there are three important points of contact in the application process.  The first point of contact is YOU, the applicant, with the Sena Center and Registrar’s Office making up the second and third points of contact.  Each of these constituents plays a significant role as a facilitator for you in this process.  Below is a comprehensive checklist of tasks designed to organize and assist you with the application process.

( Bolded student tasks represent materials to be included in a credentials file.
Student Tasks:

1. (  Sign a Credentials Release Form 

2. (  Request letters of 

      recommendation & distribute

      recommendation forms to 

      selected individuals
3. (  Conduct a self-assessment 

      exercise of your skills, 

      educational accomplishments, and

      experiences as they relate to the 

      teaching position you are seeking     

4. (  Build a resume (inclusion in

      credentials file is OPTIONAL)

5. (  Write a cover letter 

6. (  Complete a teacher application for

      the school district

7. (  Submit a statement of career goals

8. (  Provide a copy of your 

    
      professional test scores (GRE, 


      VRA, VCLA, NTE and/or Praxis)

9. (  Request, in writing, for credentials

packets to be mailed from the Sena Center and provide follow-up email address

10. (  Request, in writing, for transcripts 

      to be sent from the Registrar’s

      Office to the prospective school 

      district(s) and/or employer(s)

11. (  Follow-up on letters of 

      recommendation and send thank you

 
      letters for those that have been 


      received and filed

12. (  Create a portfolio of your 

 
      educational/professional 


      accomplishments

Sena Center Tasks:

1. (  You are notified via email 

      when letters of recommendation

      have been received and filed

2. (  Credentials packets are mailed

      within 48 hours of receiving a


written request from you

3. (  Written notification is sent to

you once your credentials files have been mailed

4. (  Sena Center staff are willing to 
assist you in the application process (e.g., resume development, cover letter writing, application completion, etc.)  Call to schedule an appointment if you would like some help.
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Registrar’s Office Tasks:

1. (  Official academic transcripts are 

      processed and sent by the Registrar’s

      Office upon receipt of your 

      written request.  Transcripts are sent 

      directly to the school/employer from

      this office.  The Sena Center can

      not request, authorize, reproduce

      or mail academic transcripts

      for
you
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What is a resume?

A resume is a one or two page summary of your skills, accomplishments, experiences and education designed to capture a prospective employer’s interest.  It should be a concise, organized, focused statement of who you are, what you’ve done, and what your goals are for the future.  In a sense, it is a marketing tool that you create to help sell yourself to a prospective employer.

Why do you need a resume?

The purpose of a resume is to secure an interview.  Since interviewing takes time, many school divisions want to know that you possess the qualifications they are seeking in an applicant before they will talk to you.  A well-developed resume, a primary tool of your job search, will open the door for you to meet the people who have the power to hire you.  

How do you write an effective resume?

Writing a resume is not an easy task, but a well written one will offer many opportunities for you to sell yourself in person.  Take time to plan your resume.  Begin by assessing your skills, abilities and work-related preferences, taking care to ensure that the experiences, knowledge and abilities you include on your resume accurately represent you.  As you organize your resume, keep in mind the needs of the school personnel who will be reading it.  Consider what s/he is looking for in a candidate and make it easy for the reader to pick out those skills by selecting appropriate categories and using formatting techniques like underlining, boldfacing or capitalizing.  Keep it brief and easy to read, as most employers typically spend no more than 60 seconds when scanning a resume so GRAB THEIR ATTENTION!  Decide what is most important for a recruiter to see and place those things toward the top of your resume (in other words, make your resume “top heavy”) and on the left side of the page.  Reminder:  people read English from left to right and from top to bottom.  Special placement of important information increases the chance it will be seen.

Keep in mind the following suggestions as you begin developing your resume:

1) SELL YOURSELF.  Create a good first impression by highlighting skills and abilities appropriate to the position.

2) Use ACTIVE language.  Strong action verbs are helpful in articulating your marketable skills.

3) Be CONSISTENT.  Choose a pattern of spacing and formatting, remaining consistent throughout the body of your resume.

4) Present information in REVERSE CHRONOLOGICAL ORDER within categories/headings.  Start with most recent experiences. 

5) PROOFREAD.  Misspellings and poorly constructed sentences communicate negative impressions about you.

6) Ensure that your resume is NEAT and VISUALLY APPEALING.  Choose high quality paper in white, ivory or other conservative colors (available at most office supply stores). 

Resume Writing Tips (continued)

There are many styles of resumes, but chronological, categorical and functional are the most common.  Sena Center Career Development staff will assist you with selecting a resume style appropriate for your education and experiences.  Most students will write a chronological or categorical resume because it allows you to sell your education and work experience, and is the style of resume many recruiters are accustomed to reviewing.  Listed below are some suggestions of categories prospective teachers may wish to include in their resumes:

	· Student Teaching Experience
	· Teaching Related Experience

	· Experience With Children/Youth
	· Community Volunteer Work

	· Professional Development Activities
	· Technical Skills

	· Computer Skills
	· Special Qualifications

	· Accomplishments/Awards
	· Licenses or Certificates

	· Professional Memberships
	· Language Proficiencies


Remember to select categories/headings that most closely match the qualifications you are trying to market.

There are several resources available to assist you with writing your resume, including:

	· Sena Center seminars
	· Sena Center Career Development Handbook

	· Sena Center web page – www.mbc.edu/student/careerdev.asp


For more information or assistance, stop by or call the Sena Center at (540) 887-7221 or e-mail at sena@mbc.edu.

Two sample resumes follow:

Sample - MAT Resume

Jordan C. Watson
863 Violet Avenue, Harrisonburg, VA 22801, (540) 434-0000, jwatson@hotmail.com

OBJECTIVE

A teaching position in grades K, 1 or 2.

PROFESSIONAL SUMMARY

· Three years of progressively responsible teaching experience in grades K-8.

· Skilled in lesson planning for language arts, math, and science.

· Adept in classroom management and resolving discipline issues.

· Successful sponsor for several school activities, sports, and events.

TEACHING EXPERIENCE


Lower Basin Middle School, Hart County Public Schools, Hart's Creek, WV 


Teacher, 6th grade, August 2002-June 2004

· Taught all subjects for 20 students.  

· Sponsored middle school biology club. 

· Hosted guest speaker for social studies unit on Japanese culture. 

· Chaperoned field trips.


Rocky Gap Elementary School, Allegheny County Public Schools, Covington, VA 


Student Teacher, 2nd grade, January-May 2002

· Planned lessons and taught all subjects.  

· Supervised 15 children.

· Worked individually with developmentally delayed student after school.  

· Participated in bus duty rotation and faculty meetings.


Rocky Gap Middle School, Allegheny County Public Schools, Covington, VA 

Student Teacher, 7th grade, August-December 2001

· Taught language arts, science units for 23 students.  

· Presented reading units on Shakespeare and Joseph Conrad.  

· Designed and presented science units on Periodic Table and Earth's Atmosphere.

Shelton Elementary School, Clarke County Public Schools, Clarke County, VA

Practicum Teacher, 3rd grade, January-May 2001

Practicum Teacher, Kindergarten, August-December 2000

· Observed and assisted teacher.  

· Worked individually and in small groups with children on reading, math, and art projects.  

· Prepared and presented math lesson and lesson on nutrition/wellness. 

· Supervised children during recess and lunch.  

· Designed reading units; assisted with art projects.  

EDUCATION



Mary Baldwin College, Staunton, VA






Master of Arts in Teaching, May 2003



Teaching certification: K-8



West Virginia University, Morgantown, WV



Bachelor of Arts in Sociology and Math, May 1999

Sample - Teacher Resume

sarah a. kennedy

160 South Dogwood Dr.

Bridgewater, VA 22812

(540) 828-6262

sakennedy@mtn.net
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Objective

To obtain a full time teaching position in grades K-5.

Education

B.A., Mary Baldwin College, Staunton, VA (2003)






Major:  History; GPA:  3.5






Teacher Licensure:  Grades PK-5






A.A.S., Blue Ridge Community College, Weyers Cave, VA (2001)

Major:  General Studies; graduated magna cum laude
Teaching
Substitute Teacher, Grades K-5, Rockingham County Schools, VA (12/03-present)

Experience

Teach lessons compiled by classroom teacher.  Manage classroom; monitor students.



Student Teacher, Bessie Weller Elementary, Staunton, VA (8/03-11/03)
Fourth grade.  Planned lessons and taught all subjects for 16 students.  Prepared and presented units on addition and subtraction of whole numbers and place value.  Designed and presented reading unit, which coordinated with prepared history unit.  Worked individually with students before and after school.


Instructional Aide, North River Elementary School, Mt. Solon, VA (7/03)


Assisted first and second grade teachers.  Worked individually and in small groups with children on writing, reading, and math.   

Practicum Teacher, Verona Elementary, Verona, VA (1/03-2/03)

First grade.  Performed practicum consisting of sixty hours.  Observed and

assisted teacher.  Worked individually and in small groups with children on

writing, reading, math, science and art projects. 

Other
Cashier, Rack-N-Sack, Harrisonburg, VA (7/99-7/03)

Experience
Assisted customer with purchases.  Handled customer complaints or concerns.



Seamstress, Grief, Inc. Verona, VA (3/90-12/98)



Production of men's sports coats and jackets. 

Skills

( Teaching

( Planning

( Reading Assessments

( Child Relations
( Team Player 

References
Available upon request.
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Students always ask, “Should I include a cover letter with my resume?”  The answer is a resounding, “ABSOLUTELY!”  Never send a resume without a cover letter because employers expect you to include a cover letter with your resume.  Your cover letter is a significant part of your credentials and, if well written, can make you stand out among other candidates.

The cover letter complements your resume.  While your resume summarizes your qualifications, your cover letter is the marketing piece aimed at motivating the employer to read your resume.  Plus, your credentials look more professional with a cover letter.

Your cover letter should be tailored to the specific position for which you are applying and personalized.  In addition, if you’ve done your homework and written it well, your cover letter should:

1) Properly introduce you

2) Highlight your qualifications

3) Reveal your existing knowledge about the school district

4) Demonstrate your written communication skills

5) Convince an employer to review your resume and grant you an interview

A basic format formula for cover letters is listed below:

· Standard business letter format – include prospect name, title, school/district name and address

· Salutation – should be targeted to a specific individual

· First paragraph – state your purpose for writing and how you are prepared to meet the needs of the school

· Second paragraph – briefly explain two or three of your strengths and address how they would benefit the students in that school

· Third paragraph – “Close the sale” by asking for a personal interview and noting your follow-up strategies

Remember:
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Cover Letter Samples
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Teaching Interview Prep Questions

When selected for an interview, remember that adequate preparation is key to interviewing successfully.  Immediately begin researching to find out everything you can about the interview format, the names and positions of those who will be interviewing you, as well as learn specifics about the school such as programs, size and special recognition.  

It is also very helpful to practice your responses to possible questions prior to the actual interview.  Practice with a colleague, student teaching supervisor or schedule an appointment for a mock interview with a Sena Center Career Development staff member.  

Listed below are typical interview questions that you may be asked:

1. What is the role of the teacher in the classroom?

2. What principles do you use to motivate students?

3. Describe effective teaching techniques that result in intended learning.

4. How has your education and life experiences prepared you for this position? 

5. If you could choose to teach any concept in your subject area, which would you select and why?

6. What rules/disciplinary procedures have you established for your classroom?

7. Describe the format you use to develop a lesson.

8. How do you manage the different ability levels of students in classes?

9. How would your students describe you?

10. What is the role of homework?

11. What has been your most positive/negative teaching experience?

12. What activities will you sponsor if you are hired for this position?

13.  How do you involve parents in the learning process?

14.  Why do you want to be a teacher?

15.  What are your strengths and weaknesses?

16.  How do you implement career education concepts in your class?

17.  Describe an assignment that you recently gave to students?

18.  What is the role of the student in your classroom?

19.  How do you cope with stress?

20.  What two books, concepts or experiences have influenced you most in your professional

 development?

21.  Describe a positive contribution that you made in your last job/educational experience.

22.  Tell me about yourself.

23.  Describe a situation in which you had difficulty in getting along with someone and how 

 you overcame it.

24.  How do you receive feedback?  Criticism?

25.  Why should I hire you?

26.  If you were hiring a graduate for this position, what qualities would you be looking for?

27.  What failures have you experienced and what did you learn from them?

28.  What extracurricular activities have you participated in and what did you gain from 

  them?

Portfolio Power













A portfolio is a powerful interviewing tool 








for just about any occupation, including 








teaching.  It supplements your resume by








providing tangible proof of your skills, 








talents and abilities.  So if you have written,








developed, created or earned anything that








you can print, frame, photocopy or 








photograph then you have the makings of a








“powerful portfolio.”

Begin your portfolio by selecting items that represent your experiences and qualifications.  The list below will give you some ideas about what you may want to include in your portfolio.  When you have a job interview, select items from your portfolio that most clearly match the skills you will need for the job.  Gather these items, photocopy them and arrange them in a folder/ring binder, making sure that the contents are neat, professional and error free.  Finally, take your portfolio to the interview and use it to illustrate answers to interview questions when appropriate.  Also, offer to leave this sample of your work with the interviewer so he/she can peruse it.

Portfolio Content Ideas

   Articles 





Drawings and designs

   Awards
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Photographs
College transcripts and degrees



 
Grants





Videos
Scholarships

Sample lesson plans











Letters of recommendation
Curriculum development items

Sample of student’s work (before/after)








NOTICE TO STUDENTS

THIS IS VERY IMPORTANT - PLEASE READ

This packet contains THREE different types of recommendation forms.  The first form has been specifically designed for MAT candidates. The other two forms are more broadly designed and exactly the same with the exception of one section, the Waiver of Access statement. If you sign this statement you will not have access to the Letter of Recommendation.  However, if you do not sign the statement some employers and/or graduate schools may not accept the recommendation.  Therefore, the Career Development staff members of the Sena Center encourage you to seek the advice of your reference before signing the statement.

A word of caution:  In some instances an individual will agree to act as a reference but will not write a positive recommendation.  An agreement to act as a reference does not ensure a positive recommendation.  Specifically ask the individual you are using as a reference if he or she feels he/she can write a supportive statement of your performance; then discuss the Waiver of Access Statement with him/her before you sign it.

You may decide which form is most appropriate for your needs and make photocopies as needed.  If you would like more information about this issue ask the staff of the Sena Center.
MASTER OF ARTS IN TEACHING

Rosemarie Sena Center 
Career Development Services

Letter of Recommendation
	Name of Student
	


	Waiver of Access

	In order for this to be considered a confidential letter of reference, the student must sign and date the waiver of access below.

	

	I, the undersigned, waive the right of personal access to this reference.

	

	
	Signature
	Date
	


*Note to the author of this statement: In each of the following areas please discuss the individual’s experiences, particular strengths, or deficiencies.

I. Teaching Abilities: knowledge and command of the subject matter; organization and planning of instruction; use of varied teaching strategies, questioning techniques, and assessment strategies; ability to motivate students and provide for different learning styles and abilities.

II. Professional Qualities:  establishes and maintains professional relationships with students, parents, colleagues, and school community; demonstrates sound judgment, initiative, and dependability; shows skill in self-evaluation and strives for improvement.
III. Application of Program Principles:  demonstrates understanding of developmental and cultural influences on students; emphasizes inquiry and content integration in instruction; integrates use of computers and other technologies in teaching; demonstrates creativity and flexibility; encourages students as inquirers.
IV. Please check the appropriate rating for each category:
	
	Excellent
	Above Average
	Average
	Poor
	Unable to Observe

	Verbal Communication Skills
	4
	3
	2
	1
	N/A

	Written Communication Skills
	4
	3
	2
	1
	N/A

	Attitude
	4
	3
	2
	1
	N/A

	Cooperative Spirit
	4
	3
	2
	1
	N/A

	Adaptability
	4
	3
	2
	1
	N/A

	Initiative
	4
	3
	2
	1
	N/A

	Problem Solving
	4
	3
	2
	1
	N/A


Comments:

Name of Evaluator:




Signature:





Title:






Organization:





Mary Baldwin College, Staunton, VA  24401

Phone (540) 887-7221 ( FAX (540) 887-7227 ( Email sena@mbc.edu
Rosemarie Sena Center

 Career Development Services

	Letter of Recommendation

	Name of Student
	

	Waiver of Access

	In order for this to be considered a confidential letter of reference, the student must sign and date the waiver of access below.

	

	I, the undersigned, waive the right of personal access to this reference.

	

	
	Signature
	Date
	


In your own words, please evaluate this individual.  Please include some indication of the duration and circumstance(s) of your acquaintance.  While your personal knowledge may not include all of these areas, it may be helpful to know that these topics are usually of special interest:  attitude and work related strengths, quality of work, dependability, judgment, rapport with other people, initiative, and leadership ability.

Please circle the appropriate rating for each category.

	
	Excellent
	Above Average
	Average
	Poor
	Unable to Observe

	Verbal Communication Skills
	4
	3
	2
	1
	N/A

	Written Communication Skills
	4
	3
	2
	1
	N/A

	Attitude
	4
	3
	2
	1
	N/A

	Cooperative Spirit
	4
	3
	2
	1
	N/A

	Adaptability
	4
	3
	2
	1
	N/A

	Initiative
	4
	3
	2
	1
	N/A

	Problem Solving
	4
	3
	2
	1
	N/A


Name of Evaluator:




Signature:





Title:






Organization:





Mary Baldwin College, Staunton, VA  24401

Phone (540) 887-7221 ( FAX (540) 887-7227 ( Email sena@mbc.edu
Rosemarie Sena Center 

Career Development Services

Letter of Recommendation
	Name of Student
	


In your own words, please evaluate this individual.  Please include some indication of the duration and circumstance(s) of your acquaintance.  While your personal knowledge may not include all of these areas, it may be helpful to know that these topics are usually of special interest:  attitude and work related strengths, quality of work, dependability, judgment, rapport with other people, initiative, and leadership ability.

Please circle the appropriate rating for each category.

	
	Excellent
	Above Average
	Average
	Poor
	Unable to Observe

	Verbal Communication Skills
	4
	3
	2
	1
	N/A

	Written Communication Skills
	4
	3
	2
	1
	N/A

	Attitude
	4
	3
	2
	1
	N/A

	Cooperative Spirit
	4
	3
	2
	1
	N/A

	Adaptability
	4
	3
	2
	1
	N/A

	Initiative
	4
	3
	2
	1
	N/A

	Problem Solving
	4
	3
	2
	1
	N/A


Name of Evaluator:




Signature:





Title:






Organization:





Mary Baldwin College, Staunton, VA  24401

Phone (540) 887-7221 ( FAX (540) 887-7227 ( Email sena@mbc.edu
CAREER GOAL SHEET

The career goal sheet is an opportunity for you to inform your employers about your skills and abilities, as well as person all attributes you possess which will make you a good prospect. Each year as we speak with employers they repeatedly comment on the goal sheet and how helpful it is to them. A concise, well-written goal sheet is a valuable addition to your credentials. 

The goal sheet should be written in paragraph form and cover the following areas:

· What you are looking for in an employer

· Your short, intermediate and long range goals

· Your educational background

· Your current level of skills and abilities

· Why you feel you would be an asset to the employer

· Any specific experiences you have had which relate to the above items

Your goal sheet should begin with your objective, describe your short, intermediate, long range goals, explain your educational background, move to your skills and abilities and then explain why you would be an asset to the organization. Remember that specific examples have a greater impact than general statements. 

If you wish to include information about your lifestyle (e.g., leisure interests) it should be incorporated into a “who you are” paragraph at the end.

Review the following samples, draft a copy of your goal sheet, and have one of the Career Development staff members at the Sena Center review it. If we can be of further assistance please let us know. 

Sample Goal Sheet


Name of Candidate:
Jane Doe
My career goal is to find a job in the educational field.  I am eagerly awaiting the opportunity to build upon the skills I have learned at Mary Baldwin College.  A school system that stresses the individual student and allows some freedom in the system's modes of teaching is a priority in my job search. 

My short-term goal is to graduate from Mary Baldwin College and successfully make the transition from being a student to teaching students.  My intermediate goals are to enter the teaching field and learn as much as I can about it in the next several years.  I believe that progress will be measured by the assignment of progressive levels of autonomy and responsibility.  Eventually, I would like to further my education in graduate studies and reach a position in school administration. 

My educational background includes a Bachelor of Arts in the combined major of education and History from Mary Baldwin College.  My senior project is going to show the increased emphasis placed upon republican virtues in the American school system after the American Revolution.  This requires me to do extensive research on the educational practices both before and after the American Revolution. I also have to organize my research into a concise and informative paper, which I will present to the faculty of the History department. 

One particular area, which may interest you, is my work in the Charter Chapter program at Bessie Weller Elementary School.  Throughout this program I worked extensively with several first grade students who were below their expected reading level.  By receiving my individual attention, the students were able to complete their first grade text along with the others in the class.  

I feel confident that I am ready and prepared to enter the world of work, and will be an excellent teacher. 


Rosemarie Sena Center

Career Development Services

Mary Baldwin College ( Staunton, VA































Mary Baldwin College
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(540) 887-7221


























Hours:


Monday – Friday


8:30 a.m. – 4:30 p.m.





























Fax:


(540) 887-7227





E-mail:


sena@mbc.edu
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NOTICE:


All transcripts must be processed through the Registrar’s Office.  The Sena Center will not process, photocopy, or in any way reproduce transcripts.








August 8, 2009





Box 5-0111 


Mary Baldwin College	


Staunton, VA  24401





														March 1, 200X


Mrs. Debra Strong, Principal


Wadsworth Elementary School


1215 North Gate Road


Lexington, VA  12345





Dear Mrs. Strong:





I am writing to apply for a teaching position with Wadsworth Elementary School.  My resume is enclosed for your review.





I will graduate from Mary Baldwin College in May 2009, with my Bachelor’s degree in Psychology and will receive my Virginia Teaching License for grades K-5.  The Mary Baldwin education curriculum has allowed me to gain an excellent foundation for the teaching field.  Through student teaching and practicum experiences I have grown to love and respect teaching as a profession.





During student teaching I created word study lessons, administered tests, conducted group and individual learning sessions, and created thematic units.  I understand the vital role I will play in the future of each child.  I can’t wait for the opportunity to make a difference in the lives of the students in my classroom from year to year.  I am organized, an excellent time manager, creative and have the ability to effectively communicate with my students.  Each of these qualities will contribute toward my goal to become a creditable teacher. 





I look forward to having the chance to discuss my qualifications with you further.  Thank you for your time and consideration.





Thank you.





Sincerely,





Allison Jones





Allison Jones


�






August 8, 2009





Box 5-0001


Mary Baldwin College


Staunton, VA  24401








Ms. Barbara Smith


Johnson Wells High School


401 McIntire Road


Dinwiddie, VA  12456





Dear Ms. Smith:





I am writing to apply for the Biology teaching position available in your school.  My resume is enclosed for your review.





I will graduate from Mary Baldwin College in December of 2009, with a Bachelor of Science degree in Biology.  I am confident that my education and multiple practical experiences have provided me with an excellent foundation for the field of education.  I first became interested in education during my mentorship experience in high school when I served as a lab assistant to my Biology teacher.





Through my experiences in teaching I have had the opportunity to work with many different grade levels.  While working in these classrooms I have developed complete units of study and designed original lessons with thorough lesson plans related to biological sciences.  I have also designed bulletin boards and arranged laboratory exercises to complement these curriculum units.  I am very organized, patient, flexible, caring and self-motivated.  I feel that all of these attributes will help me to become a successful educator.





I would very much appreciate the opportunity to interview with you.  Thank you for your time and consideration.





Thank you.





Abbey Westin





Abbey Westin








 








