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FREE TEACHER CAREER GUIDE

Teacher Resume Quick Start Guide

A complete free starting system for teacher applications

Use a professional Word starter, a completed teacher exemplar, three free RTW career tools, and a simple
application tracker to build a credible application around a real job posting.

WHAT THIS GUIDE HELPS YOU DO

e See what a finished teacher resume can look like before you start writing.

e Analyze areal job posting and connect employer priorities to your own evidence.
e Improve bullets without inventing metrics, credentials, or results.

e Track applications, follow-up dates, and the exact resume version you submitted.
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Start with the exemplar, then tailor to one job

The free starter is designed to work with or without Al. Use the path that fits you.

Open both Word files

The blank template shows the structure. The fictional exemplar shows what a finished resume can look
like.

Bring one real job posting

Tailoring works best when you can see the employer's required credential, repeated responsibilities, and
preferred experience.

Choose your path

Use the free RTW Tools in your browser, or use an Al assistant you already have with the prompts in this
guide. Neither path should invent experience for you.

Build from your own evidence

Use the exemplar for sentence structure and level of detail, but replace every job, credential, number,
employer, duty, and result with your own facts.

Export and inspect

Keep the editable DOCX. Submit the file type the employer requests and reopen the final version to check
bullets, page breaks, dates, and contact information.
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Three free RTW Tools that work with this starter

Paste the same job posting into the tools you need. Your text stays in your browser.

Job Posting Keyword Checker

Paste the posting and optionally your current resume text. Review repeated terms, credential language, and
phrases that may deserve evidence in your resume.

https://itools.readerstheaterworksheets.com/teacher-resume/job-keyword-checklist/

Resume & Application Wizard

Paste the posting, enter your qualifications and experience, build evidence-rich bullets, review skills and
keywords, then download an editable DOCX.

https://tools.readerstheaterworksheets.com/teacher-resume/builder/

Teacher Resume Bullet Builder

Already know the responsibility you want to describe? Enter the action, setting, strategy, and evidence to get
truthful bullet frameworks you can edit.

https://tools.readerstheaterworksheets.com/teacher-resume/bullet-builder/

SIMPLE WORKFLOW

1. Check the posting. 2. Decide which requirements your experience can actually support. 3. Build the resume in
the Wizard or Word template. 4. Use the Bullet Builder when a responsibility still sounds vague.
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Optional: ask an Al assistant to decode the job posting

Use this with any Al assistant you already have. The goal is analysis, not invented resume content.

Copy/paste prompt: Job Posting Decoder

| am applying for an education job. Analyze the job description | paste after this prompt. Do not write my resume
yet, and do not invent any credential, experience, metric, result, or responsibility.

Return:

1. Exact job title and setting.

2. Required credentials or licenses, separated from preferred qualifications.

3. The 5-8 responsibilities the employer emphasizes most.

4. Important tools, programs, processes, student populations, grade levels, or compliance terms.

5. Repeated or unusually specific phrases worth checking against my real experience.

6. A table with: Employer priority | What evidence would prove it | Questions | should answer from my own
experience.

7. Five likely interview themes based only on this posting.

After the analysis, ask me to provide my real experience before suggesting any resume wording. If a requirement
is unclear, say that it is unclear instead of guessing.

Job description:
PASTE THE JOB DESCRIPTION BELOW.

Why it works: A good analysis separates employer requirements from your own qualifications. You decide which requirements
you can truthfully support.
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Optional: turn your experience into evidence-rich bullets

This prompt is useful after you have the job priorities and your own facts in front of you.

Copy/paste prompt: Evidence-to-Bullet Coach

Help me turn my real teaching or education experience into resume bullets for the job posting | provide. Use only
facts | give you. Never invent a metric, credential, result, student outcome, authority, program, or responsibility.

For each employer priority | choose, first ask me for:
- what | personally did;

- grade, subject, setting, or caseload if relevant;

- strategy, process, tool, or collaboration used;

- evidence | reviewed or follow-up | completed;

- any result | can verify, if one exists.

Then give me three bullet options: concise, standard, and detailed. After each option, list the facts from my
answer that the bullet used. Flag any wording that sounds stronger than the evidence | provided.

Do not use student names or confidential records. Do not turn team decisions into individual claims. Do not add
numbers unless | supplied them.

Why it works: The fact list makes it easier to catch accidental exaggeration before the wording goes into your resume.
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What recruiters scan first

A teacher resume does not need to be flashy, but the first half-page should make fit obvious.

Role and credential

A reviewer should quickly understand what you teach and whether the required license or credential is present.

Professional summary

Two or three evidence-rich sentences can establish setting, experience, and strongest relevant work.

First job / first bullets

Lead with responsibilities that match the target role. Do not make the reviewer dig through six generic bullets to
find the relevant work.

Readable structure

Consistent headings, real Word bullets, adequate spacing, and predictable dates matter more than decorative
graphics.

(o]
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Three stronger professional summaries

These examples show how the summary changes with the candidate - there is no single perfect teacher summary.

Experienced classroom teacher

Middle school English language arts teacher with 5 years of experience planning standards-aligned instruction,
using formative assessment to adjust teaching, and collaborating with families and colleagues. Known for clear
routines, accessible writing instruction, and practical use of student work to guide next steps.

Why it works: It names setting, experience, instructional work, evidence, and collaboration.

New teacher

Early-career elementary teacher with student-teaching experience in grades 3-4, including literacy small groups,
formative assessment, family communication, and classroom routines. Brings strong preparation in explicit
instruction and collaborative planning.

Why it works: It does not pretend student teaching is full-time employment; it makes supervised experience useful.

Career changer

Former youth-program coordinator entering secondary education with experience facilitating small groups,
tracking participant progress, communicating with families, and designing project-based learning activities.
Completing state teacher certification in social studies 7-12.

Why it works: It translates relevant prior work while stating credential status accurately.
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Turn generic duties into credible teacher evidence

The difference is specificity: setting + action + method + evidence or follow-up.

WEAK

Helped students with reading.

Why: Shows the instructional method and evidence used.

WEAK

Communicated with parents.

Why: Shows the purpose and follow-through.

WEAK

Used data to improve instruction.

Why: Names the data, frequency, analysis, and instructional response.
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STRONGER

Delivered small-group grade 7 reading instruction
using explicit modeling and guided practice, reviewing
weekly work samples to plan the next lesson.

STRONGER

Prepared concise progress updates before
conferences, explained patterns in missing work and
assessment results, and documented agreed
follow-up steps.

STRONGER

Reviewed exit tickets and common-assessment items
each week, grouped recurring misconceptions, and
revised the next lesson to reteach the two skills most
students missed.



Tailor a resume without copying the posting

Use the employer's language as a label for evidence you actually have.

Posting says: Use formative assessment to guide instruction.

Your evidence: You review exit tickets and weekly writing samples, then regroup students and adjust the next
lesson.

Resume wording: Reviewed exit tickets and writing samples each week to identify recurring misconceptions,
regroup students, and adjust upcoming instruction.

Why it works: The employer phrase appears only because the candidate can support it with real work.

Posting says: Collaborate with families and colleagues.

Your evidence: You co-plan with special education staff and prepare progress information for family conferences.
Resume wording: Co-planned grade-level instruction with special education staff and prepared clear progress
summaries for family conferences and follow-up.

Why it works: The employer phrase appears only because the candidate can support it with real work.

Posting says: Integrate technology to support learning.

Your evidence: You use Google Classroom and digital annotation tools to distribute models, collect drafts, and
provide feedback.

Resume wording: Used Google Classroom and digital annotation tools to organize models, collect student drafts,
and provide targeted revision feedback.

Why it works: The employer phrase appears only because the candidate can support it with real work.
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You do not need fake metrics to show value

Teacher work often has credible evidence that is not a percentage or a dramatic outcome.

Instruction
Reviewed exit tickets and writing samples to identify recurring misconceptions and plan targeted reteaching.

Why it works: The evidence is the decision process, not a manufactured score.

Collaboration

Co-planned an accessible unit with special education staff and clarified which supports each teacher would
provide.

Why it works: The bullet shows coordination and scope.

Family communication
Prepared progress information before conferences and documented agreed follow-up steps with families.

Why it works: The value is clarity and follow-through, not a made-up satisfaction metric.

Leadership

Facilitated a grade-level planning routine that kept common-assessment dates, responsibilities, and follow-up
visible across the team.

Why it works: A process improvement can be valuable even without a numerical claim.
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How much detail belongs on the page?

A one-page resume is useful when it is enough. Two pages are appropriate when relevant experience genuinely needs the room.

Keep one page when

You are early-career, have a short work history, or can show your strongest evidence without tiny type or
cramped spacing.

Use two pages when

You have several relevant teaching roles, specialist responsibilities, leadership, or credentials that materially help
the employer understand fit.

Cut before you shrink

Remove low-value bullets, repeated duties, old unrelated jobs, and generic skill lists before reducing readable
spacing or font size.

Prioritize relevance

The first page should carry the strongest evidence for this specific job. Older or less relevant experience can be
shorter.
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Use the Word files without breaking the layout

These editing habits prevent most template frustration.

Add a bullet

Place the cursor at the end of an existing bullet and press Enter. The next native Word bullet should appear
automatically.

Stop bullets

Press Enter twice on an empty bullet.

Add ajob

Copy the entire job block - title, employer/date line, and bullets - paste below, and replace the content.

Paste old content safely

Use Keep Text Only when possible, then apply the matching style. This prevents old fonts and spacing from
contaminating the template.

Keep the exemplar honest

You may borrow a sentence structure that accurately fits your work. Never keep a fictional credential, metric,
employer, duty, or outcome.

Save both DOCX and final submission copy

The DOCX is your editable master. Submit the file type the employer requests and inspect the final export before
uploading.

N
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Track each application without losing the details

The included spreadsheet keeps the job, tailored files, dates, status, follow-up, and next action in one place.

Save the exact posting

Keep the posting URL and deadline. Job pages disappear, and interview preparation is easier when you can
revisit what the employer emphasized.

Record the resume version

Use a clear filename for the resume you actually submitted. If you tailor again later, you will know which version
that district saw.

Track one next action

Examples: finish cover letter, ask a reference, prepare interview stories, or send one appropriate follow-up.

Use status, not guesswork

Saved, preparing, applied, interview scheduled, interviewed, offer, rejected, withdrawn, or closed. A visible
pipeline reduces repeated checking.
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After you apply: professional follow-up

One concise message is usually more useful than repeated check-ins. Follow the employer's stated process when one is provided.

Example: interview thank-you email

Subject: Thank you - High School English interview

Dear Dr. Chen,

Thank you for the opportunity to discuss the High School English position today. | especially appreciated learning
how the department uses common writing tasks to plan instruction across courses. Our conversation reinforced
my interest in the role and the team's collaborative approach.

Please let me know if | can provide any additional information. Thank you again for your time.

Best,
Jordan Lee

Why it works: It is specific to the conversation, brief, professional, and does not repeat the entire application.

Example: one brief application follow-up

Subject: Follow-up - Grade 7 ELA application
Dear Hiring Committee,

I am following up on my September 12 application for the Grade 7 English Language Arts position. | remain
interested in the opportunity and wanted to confirm that my application materials were received.

Thank you for your consideration.

Best,
Jordan Lee

Why it works: Use only when the posting or district process does not discourage follow-up. Avoid repeated messages.
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Make your professional profile support the same story

If you share a LinkedIn or portfolio link, the basic facts should agree with the resume the employer receives.

Headline

Use a clear professional title or target that a school leader can understand quickly, such as "Middle School ELA
Teacher" rather than a vague slogan.

Current role and dates

Keep job titles, employer names, and dates consistent with the application. Small unexplained mismatches
create avoidable questions.

Credential language

Do not list a credential as current if it is pending, expired, or still in progress. Use the same accurate status
everywhere.

About / summary

A short professional summary may echo the same strengths as the resume, but it does not need to duplicate the
resume word for word.

Public activity

Review public-facing posts, portfolio links, and outdated files before sharing a profile URL in an application.

al
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Prepare four interview stories before you need them

A resume earns the conversation. Interview preparation turns the same evidence into stories you can explain clearly.

Instructional adjustment

A time student work or assessment evidence led you to change the next lesson. Think through: situation -> your
responsibility -> your action -> evidence or follow-up -> what you learned.

Collaboration

A time you worked with a colleague, specialist, or family member to solve a concrete problem. Think through:
situation -> your responsibility -> your action -> evidence or follow-up -> what you learned.

Challenge

A time something did not work at first and you changed your approach. Think through: situation -> your
responsibility -> your action -> evidence or follow-up -> what you learned.

Student support

A time you improved access, clarity, independence, or participation without overstating the result. Think through:
situation -> your responsibility -> your action -> evidence or follow-up -> what you learned.

KEEP IT PRIVATE

Use anonymized examples. Do not bring student names, actual IEPs, confidential records, secure assessments,
or information you are not authorized to share.
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Choose the next level of help

The generic starter teaches the overall process. The free SPED kit shows what a fully researched niche package looks like. Paid
role kits go deeper for the exact position you are targeting.

FREE - NO CHECKOUT
Generic Teacher Resume Starter
Use the Word template, exemplar, free RTW tools, and application tracker for any teaching role.

Open Teacher Resume & Career Tools >

FREE NICHE SAMPLE

High School Special Education Teacher Application Kit

See the complete niche experience: role-specific examples, interview preparation, cover letter,
references, ATS resume, and interview resume.
Get the free High School SPED kit >

ROLE-SPECIFIC KIT - $7.49

Texas Educational Diagnostician Application Kit

Built around FIE planning, assessment interpretation, reporting, ARD/REED collaboration, campus

consultation, and Texas role language.
View the Texas Educational Diagnostician kit >

MORE ROLE KITS WILL BE ADDED

The catalog will expand as new state- and role-specific packages are completed. Open the Teacher Career Tools catalog
to see the newest options.
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Final check before you submit

A clean, accurate application builds more trust than an over-designed one.

Every fictional exemplar claim has been replaced with your own facts.

Credential title and status are current and accurate.

Dates and employer names match the application portal and any professional profile you share.
No student names, private records, secure assessments, or confidential information appear.
The first half-page makes the target role and strongest evidence easy to find.

Bullets describe work and evidence rather than personality traits.

The final file was reopened and checked for page breaks, bullets, filenames, and contact information.

The application tracker records the exact role, date applied, resume version, and one next action.

YOUR FREE TOOLKIT IS ENOUGH TO START

Use the blank resume, completed exemplar, application tracker, Keyword Checker, Resume Builder, Bullet Builder, and

optional Al prompts together. The role-specific kits are an upgrade in niche intelligence - not a requirement to make the

free materials useful.
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