
1 
 

 

RESUME WRITING 
 
 

Formatting 
 

 Do not use computerized templates (such as Microsoft Resume Wizard). They are restrictive and are more 
frustrating than helpful. 

 Use “resume preferred” fonts such as Calibri, Georgia, Garamond, Century, Times, and Palatino, size of 10-12 pt. 

 Set margins at 0128.70 to 1 inch on all four sides of the page.  

 Use bold type, underlining, italicizing, and CAPITALIZATIONS to highlight information. 

 Print the resume in black ink on white or off-white quality paper.  

 Create “Experience” headings that market transferable and/or job specific skills. Place most important 
material at the beginning of each position description and within each resume section. Most employers scan a 
resume for 15 to 20 seconds. 

 

Writing Style 
  

 Never use personal pronouns on your resume such as I, me, my, etc. 

 Always use action verbs to begin statements that explain student teaching, jobs, volunteering, etc.   

 Consider whether to include jobs/activities that refer to religion, politics, race, sexual orientation, etc. if they 
are not related to the position/organization you are applying to. Despite the law, there are still prejudices.  

 You may use general terms instead of specific organizations’ or if you feel you would only want to work for an 
employer that accepts you, then you may want to include them. 

 

Resume Sections 
 

 

 Objective/Summary - Optional 
Demonstrate how your skills/background add value to the position, school, district, or organization by using 
language from the field/industry, job posting, position description, and organization’s website. Do not include 
what you hope to gain from the position/organization. 

 Education  
Include colleges/universities you currently attend or have received degree(s) from. List degree(s), majors, minors, 
areas of concentration, and certifications. Never include your GPA if it is under 3.0. Whether you include it at all 
depends on if the employer requests it or if you feel your GPA makes you more marketable for the job.  

 Study Abroad  
Include program/institution, city, country, and dates.  Depending on the relevance of study abroad to the 

 position you’re applying for, you may include coursework, projects, work, internships, or volunteering.  
 

 Certifications/Licenses  
Include DPI certification/license name, number, and date you expect to receive it. If you have your license 
include the expiration date. Contact the UWM Teacher Licensing and Certification Office if you need assistance.  

 

 



2 
 

 

Resume Sections – Continued  
 

  Student Teaching, Fieldwork, Employment  
Include position title, employer, city, state, and dates arranged identically for all experiences. List 
experiences in reverse chronological order. Do not include street address, phone numbers, names of 
supervisors, or reasons for leaving prior positions.   
 
Write about the skills, responsibilities, and accomplishments/results that are relevant to the position(s) you  
are applying for. State your present position in present tense action verbs and past positions in past tense. 
 
Consider the following when describing your experiences: 
 

 Teaching Related Experiences: 
o Classroom environment you taught in such as urban, bilingual, multicultural, immersion, STEM, etc. 
o Grade level (s) and subject area(s) you taught 
o Student characteristics important to highlight such as ESL, bilingual, at-risk, multicultural, special needs, etc. 
o Types of units and lessons taught/developed such as thematic, integrated, interdisciplinary, etc. 
o Teaching methods used such as cooperative learning, inquiry based, student-centered, project based, etc. 
o Adaptation or differentiation of lessons/teaching to various learning styles and levels of knowledge 
o Classroom management techniques, partnering with parents, and forms of assessment 
o Tracking/reporting information and data 
o Collaboration with colleagues such as teachers, administrators, social workers, etc.  
o Attendance/experience with IEP meetings, staff meetings, trainings, etc. 

 
Additional Experiences: 
o Transferable skills you used such as verbal/written communication, problem solving, creativity, etc. 
o Work you did as part of team and leadership roles you had through supervising or training. 
o Responsibilities that required you to solve problems, make decisions or recommendations, gather 

and/or analyze information, track data, produce reports or documents, and work with technology. 
o Situations where you met deadlines, quotas, goals, and/or worked under pressure. 

 
  Honors/Awards/Scholarships 

Include awards, honors, or recognitions from academics, athletics, arts, music, etc. Consider explaining why 
you received the award/scholarship if it’s not obvious by its name.   

 
  Extracurricular Activities 
 Include sports, drama, music, clubs, student organizations, etc. List dates or number of years you 
 participated and leadership positions or committees you served on. You might want to include activities 
 from high school if you are applying for a middle/high school teaching position. These demonstrate that 
 you are able to coach/supervise these activities or create them if they don’t already exist at the school. 
 
  Volunteer/Community Involvement  

Include long-term and short-term volunteering through UWM, service learning assignments, church, student 
organizations, clubs, etc. If a volunteer position is related to the position you are applying for, then it may be 
listed in the Experience Section with a description of your responsibilities. 

 
  Additional Activities/Skills  
 Include professional associations, trainings, licensures, computer skills, languages, international travel, etc. 
  

 Put content in one section or separate into multiple sections with each section titled according to type of 
 information included, such as language skills, professional development, overseas experience, etc. 
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RESUME EXAMPLES 
 

JAMES SMITH 
000 North Oakland Avenue, Milwaukee, Wisconsin  00000 

(414) 555-1111  smith@xxx.edu 
linkedin.com/in/jimsmith 

 
 
  

Enthusiastic, dedicated and ambitious educator with the ability to inspire, engage, and empower learners. 
Successful in developing lessons that challenge students intellectually and promote creativity. Ability to 
differentiation instruction for varying learning styles, developmental needs, and personalities. Committed to 
supporting and collaborating with fellow teachers and administrative staff as well as building strong 
relationships with families.   
 

 
 
University of Wisconsin-Milwaukee, Milwaukee, WI                   Major GPA: 3.9/4.0 
Bachelor of Science in Elementary Education    December 20xx    

 
 
 
 Wisconsin Middle Childhood through Early Adolescence (1-8)   Expected February 20xx 
 
 
 
 

Student Teaching (4th grade)                     September 20xx-January 20xx 
Good Hope Elementary School, Milwaukee, WI 
 Developed and implemented holistic/thematic unit on flooding interrelating materials through math,  
  geography, science, and reading areas.  
 Taught science unit incorporating cooperative learning, hands-on activities, technology, and student  
  centered learning activities.    

  Consulted with special education teacher to maximize the learning of students with IEPs and special needs  
  including ADHD, Tourette syndrome, OCD, and cognitive, behavioral and physical disabilities. 
  Implemented cultural research unit involving students interviewing family members. 

  Create classroom management system using behavior charts, public praise, and private redirects. 
  Conducted family conferences and built relationships to support a connection between school and home.  
  Assisted with planning the school seasonal pageant and science fair as well as providing early morning  
  playground monitoring and lunchroom support.  
 

Fieldwork                      Fall 20xx-Spring 20xx 
Samuel Clemens Elementary School (K5), Philipp Elementary School (3rd grade) 
Kluge Elementary School (5th grade), Sarah Scott Middle School (6th grade) 
 Team-taught third grade science unit with hands-on experiments.  
 Utilized hands-on manipulatives and cooperative learning focused math activities. 
 Conducted reading groups, workshops, and guided reading in whole language environment. 

  Developed cross-curricular thematic unit on animals and their habitats.  
 Designed and created bulletin boards to display student work. 

SUMMARY 

EDUCATION 

CERTIFICATION 

CLASSROOM TEACHING EXPERIENCE 
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JAMES SMITH 

Page 2 
 
 
 

Day Camp Counselor (7-13 years of age)            September 20xx-January 20xx 
Salvation Army, Milwaukee, WI 
 Taught at-risk youth communication and teamwork skills through educational and recreational activities. 
 Served as role model in promoting positive self-esteem and proper conflict management. 
 Supervised numerous field trips for groups of 50+. 
 
Volunteer Teaching Assistant (K5, 1st grade, 3rd grade)      Fall 20xx-Fall 20xx 
West Elementary School, Waukesha, WI 
Little Tikes, Wauwatosa, WI 
Spring Green Elementary, Milwaukee, WI 
 Assisted with guided reading instruction, reading groups, and tutoring. 
 Tutored students individually and in small groups in all subject areas. 
 Supervised children on fieldtrips and activities within the community. 

 
 
 

Adult Recreation Staff                 Summers 20xx, 20xx 
Easter Seal Kind Care, Milwaukee, WI 
 Assisted in coordinating recreational and social activities for individuals with disabilities. 
 Gained knowledge of various disabilities and appropriate accommodations. 
 
Volunteer Teaching Assistant             August 20xx-May 20xx  
Teacher Aid Program, Madison, WI 
 Designed and taught math and reading lessons to a student with autism. 
 Collaborated with special education teachers to monitor and assess student’s learning. 

 
 
 

Little League Softball Coach and Umpire             Summers 20xx-present 
Milwaukee Parks and Recreation Department, Milwaukee, WI 
 Provide leadership and structure to practices and games for children 7-9 years of age. 
 Teach and role model sportsmanship, team cooperation, conflict resolution, and commitment to goals. 
 Adapt leadership style to the individual needs of each child. 
 Build self-esteem in all players through positive feedback. 
 Develop supportive relationships with children, parents, and members of the community. 

 
 
 
  Performances in community and school theaters, 8 years 
   School orchestra, 5 years 
  First place ratings in regional and state for cello, 2 years 
  Soccer, 6 years competitive  
  Varsity softball, 3 years 

ADDITIONAL TEACHING AND TUTORING EXPERIENCE 

SPECIAL NEEDS EXPERIENCE 

COACHING EXPERIENCE 

PERFORMING ARTS AND ATHLETIC ACTIVITIES 
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SOFIA THE FIRST 
123 Princess Street, Milwaukee, WI 55555  414-555-5555  sofiafirst@uwm.edu  

 
EDUCATION 
 

University of Wisconsin-Milwaukee 
Bachelor of Science: Middle/Secondary English Education, May 20xx 
Will graduate Summa Cum Laude - GPA: 3.8/4.0  
      

LICENSE 
 

 Wisconsin Early Adolescence through Adolescence in English, #1300, Expected July 20xx 
 
STUDENT TEACHING AND FIELD WORK EXPERIENCE 
 

Student Teacher: Pulaski High School, Milwaukee, WI   January 20xx-present 
  Teach three periods of English to 10th and 11th graders in multicultural setting.  
  Instruct students through interdisciplinary thematic units integrating technology and cooperative learning. 
  Use reading strategies such as outlines and anticipation guides to activate student’s prior knowledge. 
  Motivate and empower students through a positive hands-on learning environment with opportunities for 

students to make choices in assignments.   
  Adapt curriculum to meet the needs and interests of students including varied learning styles, ESL and 

special needs students.   
  Apply classroom management techniques that emphasizes trust, respect, and personal responsibility. 
  Communicate with parents and guardians regularly to ensure student success. 
  Participate in parent teacher conferences and complete student progress reports. 
  Assist with publication of student run school newspaper.   

 
Student Teacher: Greenfield School, Milwaukee, WI   September 20xx-December 20xx 
    Taught one 90-minute block English class to 8th grade bilingual students in a monolingual classroom.   
    Implemented writing workshop and peer reviews to strengthen writing skills and increase understanding of 

the writing process. 
    Assisted students with development of semester long portfolios including essays and art projects. 
    Collaborated with special education teachers to adapt lessons and assignments to accommodate the needs 

of special education students. 
    Modified lessons and assignments to allow more investigation for advanced students. 
    Called each student’s home to build positive parent-teacher relationships. 

 
Field Work: Jefferson Middle School, Milwaukee, WI   Spring 20xx 
    Assisted 7th grade students in small groups, one-on-one and whole class settings. 
    Developed and taught language arts and reading lessons. 
    Tutored and assessed students in reading and writing. 
    Participated in and chaperoned field trips.   
 

LEADERSHIP & PROGRAM DEVELOPMENT EXPERIENCE 
 

Assistant Director: Glendale Parks & Recreation Department, Glendale, WI   May 20xx-May 20xx 
     Assisted in developing and implementing ten-week summer program for children ages 6-12. 
     Planned and implemented recreational, educational, and social activities incorporating weekly themes. 
     Communicated with parents about child’s progress and accomplishments. 
     Developed supportive and personal relationships with children, parents and members of the community. 
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SOFIA THE FIRST 
Page 2 

 
TUTORING EXPERIENCE 
 

English Tutor: Riverside High School, Milwaukee, WI   March 20xx-May 20xx 
               Tutored in individual and small group settings. 

    Used tutoring strategies to effectively assist students at various levels. 
    Increased motivation, understanding of setting/reaching goals, and appreciation for academic development.   
    Collaborated with students to set individual goals and reviewed portfolios to assess achievements.  
 

 Tutor: Gear-Up Program, UW-Milwaukee, Milwaukee, WI   August 20xx-April 20xx 
    Tutored students in English, social studies, and math in individual and group settings. 
    Taught effective study skills, decision making, and problem solving strategies. 

 
COACHING/TEACHING EXPERIENCE 
 

Swim Instructor: YMCA, Milwaukee, WI   March 20xx-present 
         Teach swimming lessons and manage behavior of large groups to ensure safety and success. 

        Integrate teaching philosophy emphasizing team cooperation and positive self-image building.   
        Communicate student progress to parents. 
        Follow Red Cross and YMCA lesson standards. 

 
   Additional experiences include: 

            Special Olympics Swim Coach 
            Gymnastics Instructor for park and recreation program 
              Assistant High School Swim Instructor 

 
ATHLETIC ACTIVITIES & AWARDS 
 

    UWM Swim Team, 20xx-present; Captain 20xx-20xx 
    UWM Athletic Director’s Award for highest GPA of all student athletes 

 
MEMBERSHIPS 
 

    Student Wisconsin Education Association 
    National Council for Teachers of English 
 
ADDITIONAL SKILLS 
 

    Language: Working knowledge of Spanish acquired through 6 years of study. 
             Computer: Microsoft Word, Access, Excel, PowerPoint, and Adobe Photoshop. 
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LETTERS OF RECOMMENDATION 
 
 
 

Selecting Your Letter Writers 
 

 

 Choose people who can provide positive feedback regarding your teaching and experience working with 
children/youth. They should validate and reinforce the accomplishments and skills on your resume. 

 

Strongly Preferred: Cooperating teacher, university supervisor, principal, and supervisors from other teaching  
    experiences or other child/youth related experiences 
 

Less Preferred (but still an option): Supervisors from non-teaching/child experiences, contacts from volunteer 
and community activities, mentors, and colleagues 

 
   Don’t assume people will be ok with writing a letter for you. You must ask them. Approach them with a tactful 

request such as: "Do you feel you know my work well enough to act as a positive reference for me?"  
 
   Most employers require three letters of recommendation, however, at times more may be needed.  Asking 

more than three people to write letters for you will give you the option to pick which ones you believe are the 
strongest or most appropriate for each position/district. 

 
   Plan ahead and cultivate your letter writers. Identify people that it would “look good” to have letters from.  

Develop relationships with these people so you can ask them later to write a letter for you.  
 

 
 

Preparing Your Letter Writers and Maintaining Contact 
 

 

   Once an individual has agreed to be a letter writer, ask to meet in person to provide information about yourself.  
This will help to ensure they write about the areas you think they can most demonstrate.  They will also 
appreciate you clarifying what you think they could write about you. 

 
   Provide your letter writers with the following (in conversation and in writing):      

o Your resume, portfolio, licenses, etc. 
o Specifics on how long you've known them and in what capacities 
o Examples of relevant job skills, knowledge, and achievements you've demonstrated 
o Personal qualities that make you a good employee    
o Past weaknesses that you have now strengthened 

      
         Many districts will also call your letter writers so notify them each time you submit their letter. Tell them about 

the position and why you think you’re qualified. This will help them to be prepared to provide a solid 
reference for you if they are contacted.   

 
   During your job search, take time to thank your letter writers and update them on your job search. Once you 

have received a job, send another thank you and share the good news.  
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INTERVIEWING TIPS 

 
 

Interview Topics To Prepare For 
 

 
General Areas 
1. Educational background 
2. Experiences (student teaching, child related experiences, community activities, and work experiences) 
3. Career goals 
4. Personal qualities 
5. Transferable skills - communication, organization, problem solving, leadership, etc. 
 
Education Specific Areas 
1. Specific content taught and curriculum/lesson development 
2. Teaching techniques and use of technology 
3. Classroom management 
4. Teaching philosophy 
5. Assessment and evaluation 
6. Your knowledge of the school/district and the field 

 
 

Interview Question Formats 
 

 
 Situational (Relate to a hypothetical situation) - "What would you do..."  
 Observational (Relate to a third party’s actions) - "What are your thoughts on..."  
 Conceptual/Personal (Relate to a teacher’s beliefs, values, and philosophy) - "What is your philosophy of..."   
 Behavioral (Relate to actions taken in past situations) - "Tell me about a time when..."   

 
 

Responding To Interview Questions 
 

 
 Relate your strengths and qualifications to the position and the school. 
 Focus your answers on how you can be an asset to the employer and the students. 
 Organize and outline the information in your head before you respond. It’s ok to take a minute to respond. 
 Your answers should include real examples and specifics.  
 Don't be afraid to ask for clarification of questions if you are unsure what they are asking. 
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INTERVIEW QUESTIONS 
 

General Questions 
 

 

 Why are you interested in working at_______? 
 Why did you chose to enter the field of education and the certification area you wish to teach?   
 What are your strengths? What are your weaknesses? 
 How have your past experiences prepared you for teaching? 
 Tell me about your student teaching. What were your accomplishments? What difficulties did you encounter? 
 What co-curricular and community activities would you like to be associated with? Why? 
 What two adjectives could you use to best describe yourself as a teacher? 

 
 

Subject Area and Grade Level Questions 
 

 

  How have you emphasized the development of basic skills? What skills do you feel are most important at 
this grade level (or for this subject)? 

  What should students learn (at X grade level, in your classroom, in subject area)? 
  What do you feel is your strongest subject (or teaching) area?  What subject is most difficult to you? 
  Discuss a critical issue in your subject area. 
  How do you teach reading (math, science, etc.) in your classroom?  Describe a typical lesson? 

 
 

Teaching Technique Questions  
 

 

  Describe your typical teaching style.  What teaching techniques do you use? 
  Describe a teaching strategy you use to maximize the learning potential of all students. 
  What innovative ideas would you like to initiate in your classroom? 
  Define cooperative learning and give an example of how you have used it. 
 How would you individualize instruction to meet the needs of all your students?   
 How do you motivate students?  Name three effective ways to motivate students. 
 

 

Classroom Organization / Lesson Planning Questions 
 

 

 How is (was) your classroom organized?   
 What type of learning environment do you try to create? 
 How do you structure your class to achieve maximum benefit from teacher/student contact? 
 Do you believe in detailed lesson plans? In lesson planning, how do you organize and prepare your material? 
 Describe the specific components or steps of an effective lesson plan. 
 What curriculum materials have you developed? 
 

 

Assessment / Evaluation Questions 
 

 

  How do you appraise your teaching performance?  How do you determine if your students are learning? 
 What forms of assessment do you use?  Do you grade on ability or effort? 
 How do you feel about observations by supervisors? 
 How do you communicate with parents about a student’s progress? 
 How would your students describe you? 
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Parent / Staff Relationships 
 

 

 How have you used (or would you use) aides or parent volunteers in your classroom? 
 How have you involved parents in the learning process? Describe how you would establish and maintain 

positive relationships with parents? 
 Have you ever had a conflict with a parent? How did you work though the situation? 
 Describe the reasons you would contact parents. 
 A parent is furious with you after a parent teacher conference. What would you do? 
 What do you look for in a colleague and what are your expectations in a collegial relationship? 

 
 

Classroom Management Questions 
 

 

 What classroom management system do you use?   
 How do you handle discipline problems?  
 What is the toughest aspect of discipline? 
 How would you handle cheating?   
 Explain the structure of your discipline plan. What rules do you establish in your classroom? 
 How would you handle a student who is a consistent behavioral problem in your classroom? 
 How would you handle a student who refused to do what you asked? 
 If students tell you they have engaged in some illegal or immoral activity, what would you do? 

 
 

Philosophy of Education Questions 
 

 

 What do you consider an ideal class size?      
 How do you personally feel students learn?     
 What is your philosophy on homework?  
 What would be your ideal educational philosophy of a school/district? 
 Describe the role of the teacher (principal, student, counselor) in the learning process. 
 What is your philosophy on grading, report cards, classroom management? 
 What issues in education are of greatest concern to you? 
 What is the toughest aspect of teaching today?  What are some of the challenges of being an educator? 
 What are your concerns and outlook for the future of public education? 
 

 

Professional Activities and Development 
 

 
 How have you recently improved your professional skills?  
 What are your plans for future education / skill development?   
 Tell me about three people who have most influenced your own education and career. 
 What are the qualities of some of the best teachers you studied with?  Do you share any of their qualities? 
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ASKING AN EMPLOYER QUESTIONS 
 
 

Your Questions Should Be… 
 

 
 

 Tailored to the particular district. 
 Used to gather information and uncover school/district needs, so you can demonstrate how you could fill 

those needs. 
 Used to confirm facts, showing you have done your homework and have thought about how you can make 

a contribution. 
 

 

Sample Questions  
 

 

 Why is this position open?  
 What are you seeking in the candidate for this position?    
 How would teachers and/or parents describe your district/school?  
 What is the largest single problem facing your staff now?  
 What are the strengths of the current staff? 
 How are teachers evaluated? 
 How does the district/school meet individual student needs?  
 What is the student-teacher ratio? 
 What is the district/school doing to improve classroom instruction?  
 Would I be part of a team teaching situation? 
 How much support can I expect from the principal and parents?  
 What makes a teacher successful in this school/district?  
 What support systems are available to a new teacher?   
 What type of staff development is available? 
 What type of technology is used in the classrooms? 
 Please tell me more about your after-school enrichment program. If hired, how might I get involved? 
 How is your district involving parents in the education process?  
 What classroom management techniques are used in this district/school? 
 Does the district encourage decision making at the school/classroom level?  

   
 

 
 
 
 
 
 
 
 
 
 
 
 
 


