2

DIVISION OF

Rgglom@ges Resume

BALTIMORE COUNTY PUBLIC SCHOOLS \N ° °




What is the purpose of a resume?
Your resume should tell a story
about your skills, knowledge, and
experience.

What's the difference between a
resume and a job application?

A job application is required
information.

A resume tells a story.




Where to start...

At the beginning of course,
with the job description.



Lets look at the essential
duties, minimum
gualifications,
knowledge, skills and
abilities from a job
description.

JOBTITLE: Principal
GRADE: 13 (Elementary), 14 (Middle), 15
(High)

REPORTS TO: Executive Director

DEFINITION: Serves as the instructional and
administrative leader of a school. Plans, implements,
directs, and evaluates the school's programs and
activities. Supervises professional and support staff.
Performs other duties as assigned.

EXAMPLES OF ESSENTIAL DUTIES:

Assumes responsibility for defining the school's
mission and communicating goals and expectations of
the total school program.

Provides instructional leadership for the
implementation of the curriculum of the Baltimore
County Public Schools.

Coordinates the instructional program of the school in
conjunction with the appropriate school and central
office staff.

Supervises the instructional program of the school.

Leads and directs the process of continuous school
improvement.

Develops a school improvement plan that supports the
Indicators of Progress.

Monitors and assesses student achievement
and participation outcomes with appropriate
data collection and analysis.

Supervises and evaluates the effectiveness
of all school personnel.

Assesses the need for staff development for
all school personnel and plans appropriate
activities. Provides a program designed for
school-community coordination and keeps
open lines of communication between the
community and the Board of Education.

Directs the business functions of the school,
such as budget preparation, accounting, and
expenditure authorization.

Works directly with students in developing
positive student leadership through school
and community activities.

Interprets and implements the policies of the
Board of Education and local school to the
community served through continuous flow
of communications, such as newsletters,
public talks before community groups, and
communications to students and parent
associations.

Engages in professional activities which
contribute to leadership development.

Administers and coordinates school
discipline. Communicates effectively with
students, staff, administrative and
supervisory personnel, parents, and
community



MINIMUM QUALIFICATIONS:

Education, Training and Experience:

e Graduation from a regionally
accredited college or university
with a master’s degree, with
appropriate course work in
leadership, pedagogy, and
supervision

* Three years of outstanding
teaching

* One or more years’ experience as
an assistant principal

Licenses and Certificates:

* Possession of, or eligibility for, a
Maryland Advanced Professional
Certificate with an Administrator Il
endorsement is required.

* A comparable out-of-state
leadership or school building
leadership certification
transferrable to Maryland will be
considered.



Knowledge, Skills, and Abilities:

Knowledge of the principles and practices of pedagogy.

Knowledge of the principles and practices of public education
administration.

Knowledge, skill, and successful experience with the school improvement
process.

Knowledge, skill, and successful experience in the use and analysis of
school performance data.

Outstanding oral and written communications skills.

Possession of technology competency (e.g., database, internet,
spreadsheet, word processing, and related applications); skill and
experience in data analysis and application.

Ability to establish and maintain effective working relationships.

Ability to maintain confidential information.
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Taylor “Tay-Tay” Smith

taytay1l23@happymail.com

*Summary

>Excellent time management skills.

> Able to organize and problem solve to create viable solutions for a number of complex organizational needs.
>Excellent budgeting and money management skills.

> Able to make sound judgements on a variety of issues after hearing and identifying concerns.

sLeadership Experience
*Family & Community Engagement Co-Chair

> Coordinated monthly meetings

> Contacting/hearing parental concerns and taking action as appropriate
>Coordinated parent volunteers

>Engaging local partners to meet school needs

>Collecting & updating engagement documentation

Attendance & Chronic Absence Reporter/Monitor

>Assessing attendance data for patterns and errors

>Creating daily student absence reports for staff

>|dentifying and recommending rewards and assistance for various attendance results
>Creating spreadsheets, PowerPoints, and other documents to address attendance needs

Learning Communities Coordinator

>Planned/Facilitated weekly Fine Arts team meetings
>Developed, mediated, and planned school scheduling
>Created professional development sessions
>Collaboratively developed the team mission statement


mailto:taytay123@happymail.com

Budget Management
. Managed music department budget
. Presented sound fiscal alternatives to manage a strain of the composite budget
during financial challenges
. Made sound purchases for the department based on need and longevity

Hiring Interview Process
. Interviewed potential staff members for Fine Arts positions
. Participated on hiring panels for school administrative positions

Learning Community Engagement

. Organized volunteers for various performances and school activities

. Organized and facilitated 2 yearly concerts for 80 to 200 volunteering students in
elementary and middle school

. Mentored teachers, students, and several staff members within and outside of school
over the past 12 years

. Collaboratively opened a new charter school, ordered materials and put routines
in place for academic rigor (Edison Montebello)

Community Engagement

. Communication Management w/ESL Parents via translation documents for multiple
languages

. Collaborated with community and church organizations to develop performing
partnerships for students and elderly population

. Coordinated 2-7 performances per school year

. Created fine arts promotional materials for perspective students and their parents

*  Created a parent support group to boost the music program

. Directed performances in and outside of school, including yearly concerts,
community performances, and out of state performances and festivals

Technology Coordinator
. Technology Coordinator
. Storage, location selections, and managed inventory data
. Organized best practices for usage, distribution, storage, maintenance
. Trouble shooting minor technical issues and contacting district technology staff as
appropriate
. Assuring that equipment is updated, prepared, and available for testing



Education

University of Maryland

Administrator 1 Certification (Req. Completed)

University of Maryland
Masters of Arts Curriculum and Instruction

University of Maryland
Graduate Certificate in Leadership Development (LDP14)

University of Maryland
Bachelor of Music Education

University of Maryland
Bachelor of Music Trumpet Performance

December 2017

May 2015

2003-2004

1994-1997

1994-1997



> Work Experience

Happy Day Public Schools 2014- Present

General Music Teacher
Sunshine Elementary School 2013- Present

General Music Teacher
BCPS (Boston Conservatory Private School) Middle School2014- 2016

General Music Teacher Band Teacher

Riverdale High School 2010- 2014
General Music Teacher Band Teacher

Torrance High School 2006- 2010
General Music Teacher Band Teacher

Private School 2002-2006
General Music Teacher Band Teacher

Community College High School 2000-2002
> Experience

Testing Experience

Assisted Test Coordinators with daily activities
Test Examiner/Administrator

Test Proctor

Testing Scribe

Verbatim Reader

Test Examiner/Proctor for Special Needs Students
MSA Test Grading

Business Experience

Start to finish creation of 3 marketable educational products

Implementation and maintenance of various intellectual property documents and
correspondence

Development, creation, and implementation of product development focus groups
Customer communication and satisfaction



Graduation from a regionally accredited |e Is the degree and college listed?
college or university with a master’s
degree, with appropriate course work
in leadership, pedagogy, and

flslliEel * |s the experience listed?
e Can Kou tell where Taylor is/was a
teacher?
Three years of outstanding teaching  Can you tell how long he/she has

been there?

One or more years’ experience as an * Can you tell where TE?W|0F was an
assistant principal AP and for how long:




Possession of, or eligibility for, a
Maryland Advanced Professional
Certificate with an Administrator
Il endorsement is required.

A comparable out-of-state
leadership or school building
leadership certification
transferrable to Maryland will be
considered.

* Did Taylor list a certificate?

 Did Taylor list an out-of-state
certificate?




[.et’s Review

* Do you know whose resume you are
reviewing?

* Do you have contact info?
* Do they meet the minimum requirements?

* Can you tell where they work, for how
long, and what they do?

* Are there any spelling/grammar errors?
* |s the resume easy to read and follow?

* Does your resume have consistent
formatting?



Do’s and Don’ts of Resume Writing

Use your legal name * You aren’t Cher or A-Rod (if you were,

Include your job title you wouldn’t be working for BCPS)

Include your job duties * Don’t make up a title

* Unless you are applying for an editor,

Include degrees/coursework ' o Y :
& / creative writing position, don’t include

Include your certificate endorsements 3 pages of your publications
Ke((jép your resume in chronological * Don’t include every course you taught
order

List all your teaching experience
Make sure your resume
matches the job



Remember, the person reading your resume
does not know you.
If you don’t include 1t, 1t’s not known!!
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