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LETTER OF INTENT AND RESUME GUIDELINES

(Based on the standard letter sent by ProWise US)

We quote(“) and unquote(“)

“REFLECT YOUR PROFESSIONALISM IN THE QUALITY OF YOUR OUTPUT. 


The first things the employer wants to see are your Resume, Letter of  Intent (LOI), Foreign Transcript of Records (FTER), Recommendation Letters, and sometimes your photo, too. They want to see your skills, your knowledge and your expertise as a professional teacher. Your resume and LOI should effectively and powerfully convey to the decision makers your desirability as a prospective member of their instructional staff. You are responsible for submitting a professionally written Resume and LOI containing substantive and meaningful information. Written documents that are haphazardly packaged will be rejected. 


Please do not engage in plagiarism for by doing so it only shows an undesirable trait that could be grounds for dismissal from our roster of applicants. If you want a better opportunity, then do what it legitimately takes – work for it.

ANALYZE THE CONTENT OF YOUR RESUME


Organize your thoughts.  What make you stand out from other teachers? What kind of approaches, methodologies, procedures, special gadgets, special activities, therapies if any, and student exercises specific to your particular field do you employ, that make you desirable as a teacher? What kind of students do you handle? How many students do you handle in one class? 

(FOR SPED TEACHERS ONLY: Are your students all gifted, all mixed gender, all mentally retarded, all hearing impaired, all slow learners, all girls, all boys, all autistics, or all dyslexic? How many (NOT in percentage please) are deaf, mute, both deaf and mute, mentally retarded, slow learners? Categorize the level of your students’ learning disability. State the age group of the students you handled or you are handling at the moment. Expound your SPED curriculum, discipline, interventions, therapies, if any, diagnosis processes and requirements, mentorship, mainstreaming initiatives or programs, ages of children handled, exact learning difficulties and challenges of children taught, behavioral problems of children and how you dealt with them, mental retardations and the types of programs and educational support given. How do you gauge the learning levels of your students? Have you coached gifted students and won awards for the school in scholastic competitions? Have you been instrumental in mainstreaming low performers or students at risk of dropping out of school?)

What major and minor subjects do you teach? What subject/s have you actually taught in school? How many years have you gone teaching in a classroom setting? What particular teaching methods do you find most effective and why? How do you facilitate learning so the students comprehend and retain lessons better? Every Grade or Year Level you taught should be a separate entry in your resume and should reflect the skill sets, functions, processes, methods, approaches, gizmos, etc. that you utilized to facilitate learning.

It is of utmost importance that you study your qualifications, examine your work functions, review your lesson plans, and squeeze yourself dry of all your creative writing juices to produce compelling resumes highlighting your skill sets, strengths, expertise, and know-how, not only where your subject materials are concerned, but also in terms of knowledge-transfer skills. PLEASE BE CONCISE, STRAIGHTFORWARD, AND SOUND KNOWLEDGABLE AND PROFESSIONAL. Avoid unnecessary verbiage. Let your grasp of the teaching profession, the depth of your understanding of your subject matter, and your intellectual prowess shine through your written resumes.

CHECK FOR ERRORS


A current job should be described in present tenses or present participles, as opposed to past assignments. Please check your grammar, choice of words, spelling, punctuations marks, cases (uppercase, lowercase), proper names, titles, addresses, dates, formatting, margins, fonts’ typeface and sizes, etc. Please look at the formatting of your entries (bolded names, titles, venue, address). Does each school officer you have listed as a reference comes with complete contact details, e.g., correct telephone numbers, complete address with Zip Codes?

IMPROVE YOUR RESUMES


Do they convey concrete information on specific actions, achievements, duties, and responsibilities that would enlighten the reader on what you have accomplished in every assignment or teaching post you have had. Are the sentences properly constructed? Are they tightly organized? Is there a flow of ideas or direction to your text?”

HENCE, these guidelines will help you make your resumes hold the key to be granted an interview from your prospect employers/school.

FOR YOUR STRICT COMPLIANCE

ProWise - Philippine Office
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