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The Job Application  

 

 

 

      RESUME  

                  BASICS 
 

A careful combination of format, content, and detail  
will confirm that you are right for the job. 

 
 

     You have the qualifications, knowledge, and 

experience for one of the most important jobs in 

education, the district superintendent. Most 

likely, you started as a teacher and you've 

steadily moved up the career ladder. Perhaps 

you went straight into a principal position or 

perhaps you've had a series of different school 

level positions. Nonetheless, you are ready to 

take a next step. 

 

FORMAT 
     When it comes to choosing a resume format, 

one size doesn't fit all. Depending on your 

personal circumstances, you can opt for a 

chronological, a functional, a targeted, or a 

combination resume. Regardless of your choice, 

you must be sure it is a customized. Generic 

resumes are a thing of the past. Your resume 

needs to be created with one thing in mind: why 

you should be selected for an interview. 

 

LAYOUT 
     The standard executive resume layout begins 

with an Objective or a Profile Statement. Sitting 

superintendents who want to highlight their 

current job often place a Current Position section 

right after the Career Objective or Profile 

Statement and list the other prior positions 

separately in a later section. Others prefer to 

highlight their achievements by positioning them 

most prominently. 

     The next three sections usually are the meat 

of the document.  Although the headings vary, 

they generally include achievements, work 

experience, and educational preparation. You 

should consider the target district's culture and 

needs and the content strength of each section to 

determine the order.  

     A properly prepared Special Achievements or 

Achievement Highlights section will emphasize 

your most noteworthy successes and be 

constructed to make clear to the reader that you 

have the attributes sought by the district.  

Alternatively, you may choose to group all of 

your key accomplishments together under a 

single Achievements heading. It is a good idea 

to position those achievements that relate to the 

district’s priorities at or near the top of the 

listing. 

     Experience commonly portrays a progression 

of increasingly responsible positions and 

establishes that you are highly qualified with a 

background based in a range of roles and 

responsibilities in your field.  The entries should 

begin with the job title, followed by the name of 

the district. Each should use the same format; 

consistency is essential. Usually this section 

includes all your work-related experience, 

including the internships and voluntary works 
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and services. If you include dates, they should 

exclude the months unless the job was held for 

less than a year.  

     The Education section best begins with the 

most recent degree, credential, or certification 

and works backward using the same format as 

that used for Experience. Credentials and 

degrees should be listed ahead of your trainings 

and certifications. Include major course and 

awards but exclude minor commendations. 

     The Affiliations and Organizations section is 

listed next. Include only those that are recent and 

relevant. Personal background or interests are 

placed after the Affiliations and Organizations 

section. Personal Interests, when properly 

phrased, can portray your versatility, but be sure 

to include only those that enhance your 

candidacy and contribute to your professional 

image. 

     The last section of the resume is usually the 

Reference Section. If names and contact 

information are included, the information should 

be specific and concise. Some experts 

recommend that the names and addresses of 

your references not be listed on the resume and 

instead be provided on a separate document 

sheet. In that case, "Reference available upon 

request" would be stated directly below the 

Reference Section heading.  

 

FINALIZE 

     Review your final document as a whole, not 

by sections.  Be absolutely certain it is accurate 

on every point, professional, consistently 

formatted from beginning to end, and free of 

errors of any kind.  Above all, make sure it 

clearly reflects the knowledge, background and 

abilities you will bring to the district. 

 


