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Chapter 2: Applying for a 



2. KNOW THE MARKET

Marketing also means knowing the needs of your target group (employers), and directly and effect
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Chapter 3: Identifying, Prioritizing and Grouping your Skills 

STEP 1: IDENTIFYING YOUR SKILLS 
The first step in creating a résumé or cover letter is to analyze yourself. Who are you? What are your strengths? What 

have you done and what do you like to do? Examining your experiences – education, paid or volunteer work, activities 
and interests, accomplishments, awards, sports and clubs, and home experience will give you a generalized “catalogue” 

of your skills. This is the raw material you will need in order to create an effective, powerful résumé and cover letter. 

There are different types of skills: 

�x Technical or functional skills are more specialized and tend to be career or work specific. Examples of technical skills

include: curriculum design, co-operative learning strategies, subject specialization, language competencies, Additional

Qualifications (AQs) and computer expertise.

�x Transferable skills are  learned,  used,  and  valued  in  many  different  types  of  work  or  careers. For

example, organizational skills are valuable for planning special events and also for effectively running a classroom.

�x Personal skills include reliability, leadership, sensitivity, self-confidence, warmth, and humor.

STEP 2: WHAT SKILLS DO EMPLOYERS WANT? 

According to the Conference Board of Canada’s research on employability skills, there are three groups of skills critical 

for success: @ABCDEFBGDH, IFJKLBDH&

http://www.conferenceboard.ca/topics/education/learning-tools/employability-skills.aspx
http://www.conferenceboard.ca/topics/education/learning-tools/employability-skills.aspx
http://www.conferenceboard.ca/topics/education/learning-tools/employability-skills.aspx


" !

Investigate 
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Conceptualize �v 

Generate ideas �v �v 

Design �v 
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Advocacy 

Provide hospitality 

Care for others �v 

Treat/nurse 

Teach/train/instruct �v 

Advise/inform �v 

Listen �v �v 
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Organize �v �v 

Plan/arrange �v 

Co-ordinate �v �v 

Implement/follow through �v 

Schedule �v �v 

Administer �v 

Physical co-ordination �v 

Build/construct 
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Information storage �v 

UNIX programming 

Gas chromatography 

Psychological testing 

Website development 
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STEP 4: GROUPING YOUR SKILLS 

The final step in assessing your skills is the process of grouping the skills you would like to highlight to an employer. 

Review

http://www.oise.utoronto.ca/ss/Career_Resources.html
http://jobsineducation.com/
https://ca.indeed.com/
https://www.canada.ca/en/employment-social-development.html


#( !

Resources and Skills Development Canada (HRSDC) and the site that most, if not all school boards use, Apply to 

Education. 

If you use Pepper as part of your program, you may also come across job postings there, or sent directly to you by your 

program coordinator. These jobs will be both paid and unpaid. 

Wherever you find the job posting, it is up to you to do your due diligence and research the organization/board and 

make sure you feel comfortable applying. 

WEBWEB
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and the best person to contact regarding employment, etc. Be mindful of Regulation 274 which may limit your 

contacts’ ability to support you as much as they’d like. Regardless, keep in touch, as references or helpful 

interview information may come your way.  

�x Contact employers for whom you have worked in the past. These can be very important contacts. Many summer

or part-time positions develop into permanent jobs. Also, former employers may be able to recommend other

possibilities or be happy to be a reference for you.

�x Throughout the research stage of planning your job search, you should have acquired some contacts with people

already working in your field of interest. Contact them again — this time for employment leads or referrals for

information interviews.

https://www.ontario.ca/laws/regulation/120274


http://www.careers.utoronto.ca/
https://www.ontario.ca/laws/regulation/120274


https://www.gov.nu.ca/education
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www.uoft.me/oiseannualevents
www.uoft.me/uoftevents
www.uoft.me/cressyawards
www.uoft.me/explore
mailto:alumni.oise@utoronto.ca
mailto:alumni.oise@utoronto.ca
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parents) whose first or comfortable language is not English 

Work Experience and Accomplishments 

�x List dates, position title, organization name, and location (not inc. the mailing or contact information address)

�x Describe your responsibilities and accomplishments

�x Use a variety of action words (such as: analyzed, designed, developed, implemented) when listing accomplishments.

Try not to repeat the same verbs – a thesaurus is useful to find synonyms for commonly used action words. (See

a list of action words under Résumés section)

�x Use the active rather than the passive tense to describe your experiences

�x Do not use personal pronouns on the résumé (the Cover Letter it is permitted)

�x Prioritize your skills. Decide which skills are most important to the job. Emphasize those key skills in your
documents.

�x Be direct, assertive, and honest, but not modest. Keep the information straightforward and simple

�x Include volunteer experience

�x Use past tense to describe past experiences, present tense for present and ongoing experiences
�x Use clarifying information or supporting information to make your point:

�x for Ex. Instead of saying, “taught math to grade 2 students” try, “instructed class of 24 grade two students,
three with IEPs, on the fundamentals of addition and subtraction. Used multi-media to create an engaging lesson

Activities and Interests 

�x Skills such as leadership, organization, communication, and time management are often demonstrated in this section

�x Clubs, professional associations, campus activities, volunteer work, activities, and interests may be included here

�x Indicate whether positions were elected or appointed
�x Articulate level of responsibility, duties, and special accomplishments

References 

�x List three references* It is helpful if the board to which you are applying knows their names. *If applying to a

teaching position, it’s best to provide references from people who have seen you teach such as a principal,

your associate teacher or a faculty advisor.

�x Provide title, company/school district name, phone number and e-mail address for all references. Ask all
references
to provide a phone number where they can be reached during the summer (e.g. home phone number, cell number)

as many references are called during the summer, on weekends, and during the evening. From July to September,



references is an AT or principal in the school you’re applying to. Or, you have all principals (rare!). If there is nothing 

extraordinary about your references, consider delegating this information to the other application area and using 

this space to highlight your skills or accomplishments 

E-Résumés
Many employers now require applicants to submit their résumés and cover letters electronically. Unless you are able

to upload your résumé, you may need to apply with a “plain text” résumé.

To create a plain text résumé, save your document as a 

mailto:kurtmacrae@ebs-school.org
mailto: cindyspence@ebs-school.org
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Action Words—Essential to a résumé 
Have you been marketing yourself as effectively as possible?   Here’s a list of action words designed to make your 
résumé stand out. Use the present tense of action words if they refer to a position you presently hold. 

Able 
Accepted 

Accommodated 

Accomplished 

Achieved 

Acquired 

Acted 
Activated 

Active 

Adapted 

Adept 

Adjusted 

Administered 

Advised 

Allocated 

Ambitious 

Analyzed 

Answered 

Applied 

Appointed 

Appraised 

Arranged 

Assembled 

Assessed 

Assigned 

Assisted 

Assured 

Attended 

Audited 

Authorized 

Automated 

Balanced 

Began 

Billed 

Brought 

Budget 

Built 

Calculated 

Completed 
Composed 

Computed 

Conceived 

Conducted 

Conferred 

Confident 

Confirmed 

Consistently 

Consolidated 

Constructed 

Constructive 

Contacted 

Contributed 

Controlled 

Converted 

Co-ordinated 

Copied 

Correlated 

Counselled 

Created 

Cultivated 

Currently 

Customized 

Dealt with 

Debugged 

Decided 

Decisive 

Dedicated 

Defined 

Delegated 

Delivered 

Democratic 

Demonstrated 

Dependable 

Derived 

Described 

Designated 

Designed 

Employed 
Encoded 

Encouraged 

Engaged 

Engineered 

Enhanced 

Ensured 

Enthusiastic 

Established 

Estimated 

Evaluated 

Examined 

Excelled 

Exceptional 

Exemplify 

Exercised 

Exerted 

Expanded 

Explained 

Expressive 

Facilitated 

Filed 

Finalized 

Flexible 

Forecast 

Formulated 

Forwarded 

Founded 

Friendly 

Furnished 

Gathered 

Generated 

Giving 

Graded 

Granted 

Guided 

Handled 

Headed 

Helped 

Interfaced 
Interpersonal 

Interpreted 

Intervention 

Interviewed 

Introduced 

Invented alized n
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Calm 
Canvassed 

Capable 

Cared for 

Caring 

Categorized 

Classified 

Coached 

Coded 

Collaborated 

Collected 

Combined 

Comfortable 

Commended 

Communicated 

Compared 

Compassionate 

Competent 

Compiled 

Detailed 
Detected 

Determined 

Developed 

Devised 

Devoted 

Diagnosed 

Diplomatic 

Directed 

Discerning 

Discussed 

Disseminated 

Documented 

Drafted 

Earned 

Edited 

Educated 

Effective 

Efficient 

Empathetic 

Identified 
Implemented 

Improved 

Improvised 

Incisive 

Increased 

Indexed 

Indicated 

Industrious 

Influenced 

Informed 

Ingenious 

Initiated 

Inquisitive 

Insightful 

Inspected 

Instituted 

Instructed 

Integrated 

Interacted 

Originated 
Outgoing 

Outlinene
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Condensed Sample Résumé – the job is for a I/S teacher in Peel Board 

Name 
Address Field 1| City, Province | Postal Code 

(area code) phone-number | E-mail: emailaddress@print.here 

SUMMARY OF SKILLS - 3-5 points maximum, should be related to the position you’re applying to 

�x Educational professional with over 5 years’ experience in teaching, child and pedagogy development,
4 of those years within the Peel School Board

�x

mailto:emailaddress@print.here
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201x Fall Teacher Candidate - Grade and/or Subject Name of the School, Board 

�x 

�x (it is not necessary to have the same number of fields) 
�x 

201x – 200x Classroom Volunteer Experience 1, Place of Volunteer Experience 

�x Skill

�x Skill

�x Skill

ADDITIONAL WORK EXPERIENCE (a.k.a RELEVANT WORK) 

(Including other work experience provides evidence of your reliability, work ethic, and transferable 

skills. Don’t hesitate to include experiences that seem unrelated to teaching such as work in retail, 

construction, and commerce.) 

201x – 201x Work Experience 1, Place of Work Experience 

�x Field 1

�x Field 2

201x Summer Work Experience 2, Place of Work Experience 

VOLUNTEER MEMBERSHIPS AND ACTIVITIES 

201x Role, place of activity or membership, location of activity 

INTERESTS – 
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Education Teaching and Related Experience Publications 

Educational Background Employment Exhibits 

Academic Background Experience Summary Presentations 

Professi

SRSR

Pro

-Q'-Q'-Q'
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Sample résumés 
What follows are sample résumés. The purpose of these samples is to show you how other individuals with 

different backgrounds and varying levels of experience market themselves. Read through the examples, but 

remember: your résumé must be a unique document, a combination of your skills and experience selected and 

highlighted to target the employer’s needs. It is in your best interest to work on creating a unique document 

instead of copying sentences from the sample résumés. 

You are welcome to make an appointment at the OISE Student Success Centre (OSSC), any advisor can help you, 

to review your résumé and/or cover letter. 

in the summer as well as during the year 



34 
SAMPLE ONE  (OCT ######)  
(416) 978.1599  aman.teacher@mail.utoronto.ca 

EDUCATION  

/RIFSGFC&7?TU&& 72$#,/'%82)$/$.$(%'9%:$.&/()%/2%;&.1#$/'2%<78:;=>%?2/@(,)/$4%'9%A','2$' 

%DKGFJ&L@&)FDSVQBMW&,JQEDJPXYABQLJ 

2015 Bachelors of Arts (Hons.)  Business Administration 
Ryerson University   

ADDITIONAL QUALIFICATIONS AND PROFESSIONAL DEVELOPMENT 

7?TU& Registered for Additional Qualifications: Special Education Part, 1 

2017 Educating for Peace and Justice Conference, OISE 
201



VOLUNTEER WORK 

2011-2014   B'33.2/$4%I'6.2$((,  

%3AHGAJFHQBO&#FGGHFEFBG&#FJ\QSFKW&)LJLBGL 
o Supported recently immigrated newcomers with ESL classes and career support
o Designed lesson-plans which respected the knowledge of each student incorporating their experiences

and cultural norms; built confidence through engagement and community support

2011 -2013       B'33.2/$4%7,J#2/K(,&
&Urban Jungle Arts Collective, Toronto 

o Co-director of a community project for the “greening up” of orphan space in economically challenged
neighborhoods of Toronto

2012 &&I'6.2$((,%A(#1"(,  

-DKQK&#SVLLH]K&)JQDBMHF&,JLMJDEW&)6#[&
o Tutored and motivated at-risk youth in their efforts to complete secondary studies using independent

study units as a part of the alternative education initiative of the Toronto District School Board
o Created lesson plans using differentiat



Sample Two, OCT ######

252 Bloor St. West, Toronto, ON, M6S2L1 

416.978.1599, teacher.sample@gmail.com 

Highlight of Skills 

o 5+ years of teaching and education support experience, including supporting new comers and those
with learning exceptionalities and whose first language is not English

o High degree of technological aptitude, using various platforms to engage students, parents and
colleagues as well as assist as necessary in adaptive learning technology

o Adaptable and comfortable in a variety of environments and grade levels through diverse practicum
placements

Education 

Master of Teaching   Primary/Junior 
2018 

-BGDJQL&(BKGQGAGF&@LJ&#GACQFK&QB&/CASDGQLB&^-(#/_&DG&GVF&$BQ\FJKQGP&L@&)LJLBGL 

Bachelors of Arts (Hons.)  Business Administration 
2016 

Ryerson University 

Practicum Experience 

A(#1"(,%B#2&/&#$(>%C,#&()%DEF>%
7?T= 

;QBM&+FLJMFW&YABQLJ&,AZHQS&#SVLLHW&)6#[ 

o Created differentiated lesson plans to accommodate learners in in a split class of 28 children
experiencing a spectrum of learning abilities, including three students with ELPs

o Liaised with parents regarding student progress and prepare pupil’s report cards in accordance with
ministry guidelines, provided at-home strategies to engage parents in child’s learning

o Integrated age-appropriate technology in the classroom using Seesaw, digital mediums and videos to
reinforce learning of new vocabulary and grammar concepts with visuals and interactive exercises



A(#1"(,%B#2&/&#$(>%C,#&(%H%
7?T= 

YDEFK&3AHBDB&3DGVLHQS&#SVLLHW&)36#[ 

o Developed detailed lesson plans, homework sheets, unit tests, original rubrics and unit assignments
which helped prepare 27 students of the EQAO test

o Implemented classroom management strategies of restorative justice, incorporating indigenous ways
of knowing, and integrating the TRC

o Co-facilitated an after-school intramural Dodge ball with students, modeled positive health habits
including nutrition and science principles

o Liaised with Special Needs/Special Education Office to accommodate students with particular learning
styles and social behaviours using Individual Learning Plans 



These are SAMPLES! They are not the only ways to format or present your resume! 

Come to the OSSC if you’d like an appointment or head to the Main UofT Career Centre 

Résumé checklist 

OVERALL FIRST IMPRESSION 

��  Do you want to read it? 

��  Is it easy to follow? Easy to skim – pick out key points? 

PRESENTATION—VISUAL 

��  Easy to read type? 
��  Easy to read font size? 
��  Enough white space? 
��  Effective spacing between sections? 
��  Not cramped or dense-looking? 
��  Appropriate number of pages? 

PRESENTATION—STYLE 

��  Action verbs starting each point? 
��  Point form? 
��  Accomplishments or outcomes stressed? 
��  Is it specific/have enough detail for the employer to understand what you did, what you 

accomplished? 
��  Is it too wordy? Is there superfluous information, can it be edited? 
��  Consistency in heading, tenses, pun

https://www.oise.utoronto.ca/orss/OISE_Student_Success_Centre_%28OSSC%29.html
https://www.studentlife.utoronto.ca/cc/event-listing


Chapter 6: The Cover Letter 

A cover letter should always accompany a résumé. It is your opportunity to showcase your skills and relevant experience 

and it is the link between your résumé and the needs of the employer. It communicates a specific, personalized message 

answering the questions, “Why are you sending this résumé?” and, “Why should I hire you?” 

What are you offering?  What are the factors that you can identify — the key areas of interest to the employer — that 

will motivate an employer to grant you an interview?  You will want to highlight: 

�x Your skills as related to the job requirements (e.g. co-operative learning techniques, special education,

language skills, specialized subjects)

�x Your understanding of the school district/school

�x Any additional education and/or training that would be useful in meeting the demands of the job

�x Any contributions you could make that would benefit the organization

Each job deserves its own cover letter, make sure you are tailoring it to the job you’re applying to and you’ll avoid the 

dreaded mistake of saying to wrong company/school. 

It takes time and practice to create original, interesting, yet brief letters that include all of the above. As with all other 

skills however, your writing will improve with practice. Employers receive a never-ending stream of résumés, so it is 

worth the time it takes to ensure your cover letter stands out from the rest.  

Don’t stand out for the wrong reasons 

Spelling and grammar 
If your letter is poorly written, the employer may not bother to read your résumé, regardless of your qualifications.  The 

employer will see errors in a cover letter as indications of poor written communication skills, inattention to detail, and/or 

sloppy and rushed work habits. Given the volume of applications employers receive, they often screen out applicants on 

the basis of grammatical or spelling errors in the cover letter or résumé. 

Remember, the cover letter represents you, and you want to convey a professional imag

https://www.grammarly.com/i
http://www.oise.utoronto.ca/ss/OISE_Student_Success_Centre_%28OSSC%29/


�x Be specific and support your statements — link skills with related experience. Too many cover letters contain

statements that are either too general or that are not linked to the employer’s needs.

For example: “I am organized.”  What does that mean?  If you know organizational skills will be required, offer your

reader some proof in the form of an example — an experience or activity that allowed you to use or develop that skill.

For example:

“In my capacity as President of Chapter 102A of the Elvis Presley fan club, I organize well-attended special events

and lectures, monthly movie nights and sing-a-longs, as well as the popular yearly bus tour to Graceland.”

The sentence demonstrates the use of organizational skills within a specific position --“In my capacity as [insert role] I

organized [insert event(s)]” -- and illustrates the effectiveness of these skills by using adjectives that describe the

outcomes as successful: “well-attended” and “popular.” Providing an example of a skill in context and showing a

positive outcome strengthens a reader’s understanding of your ability.

�x Each language and culture has its own internal logic and structure. What is correct in one may not be correct in another.

Avoid unnecessary errors — use the

http://www.oise.utoronto.ca/ss/OISE_Student_Success_Centre_%28OSSC%29/index.html


Cover Letter Summary 
�x Most people do not like writing cover letters – what should be said, how long should it be, what to highlight – if this

is you, you’re not alone

�x Keep your cover letter to one page

�x Make sure you’re highlighting skills that are relevant to the job – you may have a skill or experience that you love to
talk about or are proud of, but if it’s not relevant to the job it doesn’t below

�x Cover letters are like a writing sample – therefore it must be clear, direct and well-written (see above)

�x



elaborate upon some of the hard and soft skills highlighted in your résumé. Illustrating examples of both skill types is 

preferable. The two documents should connect/speak to each other, but shouldn’t be a word-for-word repeat. 

The final paragraph 
Thank the employer for con



Positive Words to Enhance Cover Letters 
Below is a list of positive words designed to make your cover letter stand out.  Use the present tense of action 

words if they refer to a position you presently hold. 

Ability Durable Intelligent Quality 
Accomplish Effective Judicious Recommend 
Achieve Energy Knowledge Reliable 
Active Enhance Lasting Result 
Advance Ensured Life Rewarding 
Advan





Sample: A teaching position with a specific school 

222 Anywhere Avenue 

Apple, Ontario A1B 2C3 

(905) 000 - 0000

June 1, 2013 

Specific Board: TDSB Position: I/S Math-Science 

Mr. P.N. Couves 

Principal 

Opeongo High School 

1270 Pembroke Street West 

DougEP l  







May 30, 2013 

Ms. Jean Shaw 
Senior Manag “ anAFFRE m/ FRWAS F F m7 f Ff.CPE f CSE fJCL feCém2 LES F m7 f Cmz PRE AFRSE. F m7 jfShCPL faCPN fwCém2 F mpE m/  PFfaCPNSCém2 ” FRFA EF m/ ERLE f CSE RE “ E4FRS PNERFA “Wm7 S 



January 10, 2013 

Mr. Jeff Wall, Superintendent of Employee Services Peel District School Board 
5650 Hurontario St. Mississauga, Ontario L5R 1C6 

Dear Mr. Wall: 

Please accept this application package for a summer school teaching position for Intermediate/Senior Mathematics and/or 

Chemistry in the Peel District School Board. I am confident that my academic qualifications, educational background as a chemical 

engineer, experience in operations management, commitment to lifelong learning and enthusiasm to help students succeed will be 

strongly beneficial to your school. 

My time teaching in the Peel District School Board allowed me to utilize my skills in applying three-part lesson design and backward 

mapping for unit planning. I was also able to make extensive use of technology and constructivist learning tools that included 

SMART boards, PowerPoint, and non-commercial mod

mailto:mai.chen@utoronto.ca


Chapter 7: The Interview 

Preparing for the interview 
The interview is probably the most crucial aspect of the entire job search process because: 

�x Often is the determining factor in deciding who gets the job
�x There is a two-way exchange, where both parties get a chance to learn more information about the other (you are

interviewing them too!)
�x



Using your portfolio for interviews 
The most important use of a portfolio that you have built throughout your teacher education program is related to your 

preparation for the interview. It’s easy to forget all of the wonderful things that you have done and all of the ways that 

you have reflected on your learning. Several days before your interview, review your portfolio and use it, along with 

your memory, to develop a list of specific examples of things you have done to demonstrate competency as a teacher. 

In particular, create a list of examples you can use to frame answers to the questions that are typically asked in 

interviews for teaching positions. 



3. Describe working with a diverse student population in your classroom. How did  you  demonstrate  your
commitment to meeting the diverse needs of students?

Answer time – 3 - 4minutes

Consider these points in your answer:

�x What are different kinds of diversity?
�x What is your belief about the learning potential of all students?
�x Describe a diverse classroom you have worked in
�x Describe how you used the curriculum and strategies to create a safe and risk-free environment
�x Describe how you adjusted curriculum strategies so that all students could be successful

4. Describe a unit or a series of lessons you have taught. How did you go about planning the unit?  How did you
know the unit was successful?

Answer time – 3 - 4minutes

Consider these points in your answer:

�x Describe the unit very briefly (“I taught a science unit on mitosis to Grade 9 students”)
�x Refer to the Ontario Curriculum and describe how you used overall and specific expectations to guide the

creation of the unit (This is VERY important!)
�x Describe a backward mapping/



Examples of other possible questions: 

*Remember for many new teachers, you’re interviewing for a Daily Occasional Role, you want to provide a good

sense of how you will be as a full-time teacher, but also use examples, or show an understanding about the situation.

http://www.educationcanada.com/
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