SSN: 000-00-0000
First Name Last Name

Job Announcement Number: WTEY11FPSSL

Job Title and Grade: Foreign Language Teacher (Study Skills)/00 

FIRST NAME LAST NAME
123 Anywhere Street

Anytown, USA 55555
Cell: 123-456-7890
Email: anyone@mail.harvard.edu
SSN: 000-00-0000


JOB ANNOUNCEMENT NUMBER:  WTEY11FPSSLC
JOB TITLE AND GRADE: Foreign Language Teacher (Study Skills)/00



US Citizen: Yes

Federal Employee: No

Highest Grade Level and Dates: Not Applicable

SUMMARY

Experienced instructor in English and Spanish with adolescent and adult students; which included the listening, reading, writing, speaking, and social-linguistic aspects of language. Extensive classroom instruction analysis, curriculum development research, and experience administering and grading psycho-educational assessments in adults and children. Utilizes current second language acquisition theories and methods to guide classroom instruction and curriculum development. 
Additional Qualifications

· Conducted 45 tutoring sessions for 10 students in English, Spanish, and History
· Observed classroom instruction for Somali and Latino immigrants
· Designed and presented an original research project in the area of best classroom practices for Somali immigrants
· Acquired Mandarin as a third language

WORK EXPERIENCE

Research Assistant








  X/11-Present
National Institute of Child and Health Development



          Hours/Week: X
14 Appian Way






        Salary: 00.00 USD/Hour

Cambridge, MA 02138 Supervisor: 





         Your Supervisor
USA








      Telephone: 123-456-7890                











     Ok to Contact: Yes

EDUCATIONAL RESEARCH: Independently conducted research with 100 participants in English and Spanish. Demonstrated persistent approach in contacting as many participants as possible. Utilized computer systems to develop and maintain database with participant contact information, field notes, and survey notes. 
INTERPERSONAL AND COMMUNICATION: Met with supervisor once weekly to discuss strategies for contacting participants. Discussed ways to improve participant communication. Updated database weekly to demonstrate research progress.

Employer Relations Intern







      X/10-X/11
Harvard Graduate School of Education




          Hours/Week: X
025 Longfellow Hall






        Salary: 00.00 USD/Hour

Cambridge, MA 02138






         Your Supervisor
USA



                                                                  Telephone: 123-456-7890










     Ok to Contact: Yes

MARKETING AND OUTREACH ABILITIES: Demonstrated ability to utilize technology as a marketing tool. Collaborated with other staff members to develop and market employment opportunities to 600+ graduate students. Utilized popular social media to facilitate marketing efforts. Created weekly employment announcements in an electronic newsletter format. Acted as a liaison between employers and Career Services Office.

LEADERSHIP SKILLS: Participated in Student Advisory Board to keep a cohort comprised of 35 members aware of employment opportunities and long-term career management. Managed informational sessions for 15+ employers and triaged with any needs from the employer. 

Accomplishments:

· Collaborated with Employer Relations Specialist to coordinate PreK-12 Expo, which included 77 employers and 250+ students
· Established new and maintained current employer relations at PreK-12 Expo
· Participated in the development of a new section for the Career Services website
Upward Bound

University of America






     

      X/09-X/09
Campus Box 80, UNA






          Hours/Week: X
Anytown, USA 55555






          Salary: 0.00 USD/Hour
USA









         Your Supervisor









      Telephone: 123-456-7890










     Ok to Contact: Yes

TEACHING SKILLS: Taught 45 tutoring sessions for 10 students in the areas of English and Spanish, which included listening, reading, writing, and speaking skills. Prepared tutoring materials for individual students, and checked homework assignments. Tracked progress of four students by comparing grades with tutoring sessions. Maintained regular contact with students about grades and school attendance. Developed action plans for students.
LEADERSHIP SKILLS: Participated in team meetings to improve quality of tutoring sessions. Served as a role model and mentor for students. 

Student Assistant

University of America






      

      X/08-X/09

501 20th Street








          Hours/Week: X
Anytown, USA 55555






          Salary: 0.00 USD/Hour

USA









         Your Supervisor







                              Telephone: 123-456-7890
     Ok to Contact: Yes

MARKETING AND OUTREACH ABILITIES: Collaborated with the Admissions team to send brochures, view-books, t-shirts, and other college memorabilia, souvenirs, and apparel to prospective students. Trained to conduct student tours to college visitors. Conducted bulk mailings of up to 1,000 pieces on a weekly basis. Maintained the inventory for the university mail room. 
Accomplishments

· Presented a “Day in the Life of a College Student” to at-risk high school students

· Collaborated with supervisor to develop marketing efforts for university
EDUCATION:

College:




Harvard Graduate School of Education

Major field(s) of study:


Language and Literacy

Type and year of degree(s) received:

Master of Education, 05/2011

GPA:





NA, 32 credits

Courses:




Corporations Law; Higher Education and the Law; 







Introduction to Educational Neuroscience; From 







Language to Literacy; Teaching Literacy for Equity:







Situated Learning; Learning in a Globalizing







World: Language Acquisition, Cultural Awareness,







and the Brain; Introduction to Psychoeducational







Assessment; Bilingual Learners: Literacy Develop-







ment, and Instruction; Managing Financial 







Resources in Nonprofit Organizations

College:




University of America


Major field(s) of study/Minor:

English/Asian Studies
Type and year of degree(s) received:

Bachelor of Arts, 05/2010

GPA:





3.78, 62 credits

Honors:




Cum Laude

College:




Anytown Community College

Major field(s) of study:


Liberal Arts

Type and year of degree(s) received:

Associate of Arts, 05/2008

GPA:





3.6, 60 credits

Honors:




President’s List

High School:




Anytown High School

Type and year of degree(s) received:

Diploma, 2006

OTHER QUALIFICATIONS:

Job-related skills (e.g., other languages, computer software/hardware, tools, machinery, typing speed, etc.):
Spanish and Chinese (Mandarin); Microsoft Office: Microsoft Word, Microsoft Powerpoint, Microsoft Excel, Microsoft Outlook; Social Media Tools: Twitter, Facebook, Trumba, Electronic Newsletters; Meetingmaker; Symplicity database

Educational assessment administration:

Comprehensive Test of Phonological Processing, Gray Oral Reading Test, Clinical Evaluation of Language Fundamentals, Dynamic Indicators of Basic Early Literacy Skills
Affiliations:

Student Advisory Board

Modern Language Association

State Student Advisory Council
