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The Job Application  
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              Carelessness generally guarantees elimination 
 

 

      You are applying for a top level, high-profile, professional position and, if you are seriously interested 

in the job, your application package has to demonstrate that you are right for it.  Even one or two 

seemingly minor errors can detract from portraying an image living up to that envisioned by the board.   

     To be sure you’ve made your best possible effort, use this check list for one last quality review before 

you declare an application package final and ready for delivery. 

 

Use your current district letterhead for your application letter 

     Using district property for personal reasons is considered misappropriation of district resources. 

 

List any district information for personal contact 

     Technically this could also be considered inappropriate use of district resources. While you may not 

agree, it is still best to avoid using the office address, and even the telephone number and email address. It 

would be foolish to take the risk, and certainly ill-advised if you are planning on confidentiality.  

 

Apply inconsistent formats, fonts, and/or punctuation rules in the resume 

     A well-presented resume incorporates a uniform and harmonious structure. Every section should 

reflect a comparable layout, the same font(s), and the same punctuation patterns; for example, if one item 

in a list is a sentence beginning with a verb and ending with a period, all the items in that list should do so 

as well. 

 

Fail to clearly complete all application requirements 

     This is a grave and possibly fatal mistake.  Many candidates are not even considered if they do not follow 

the instructions or present careless work. 

     It is essential that you unmistakably establish that you have addressed all the listed criteria and/or have 

met all qualifications; do not expect someone to sort out a tangle of documents to verify it is a complete 

package for you. 
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Write "see resume" any place on the application form 

     This sends several messages and none are good. Readers may assume arrogance, laziness, carelessness, 

only a casual interest in the position or worse. 

 

Write a poor application letter 

     The application letter is your initial introduction to the board and your opportunity to demonstrate that 

you are a quality candidate and a fit for the district. It should have a professional tone, and it should be 

well-organized, interesting, and void of any typos, misspelled words, or language usage errors. A school 

district leader is expected to model excellent communication skills. 

 

Use an obvious template letter or photocopied reference letters 

     Using a template and simply changing district names makes it very clear that the district is one of many 

and not a priority for you.  

 

Give insufficient or vague answers to questions 

     Lazy does not impress anyone, and very few candidates make it to finalist without clearly demonstrating 

knowledge, training and experience. 

 

Miss a deadline 

     Many search consultants will not accept late applications.  If there is an unavoidable reason you cannot 

meet a deadline, you should get in touch with the application contact immediately to explain and politely 

request an extension. 

 

Deliver a sloppy application package 

     A great application package says you are a serious candidate; it is the product of substantial time and 

effort, with careful editing, thorough proof-reading and articulate, finely-tuned answers to any questions, 

and presented neatly in a binder or folder.. 

 

Fail to candidly disclose any potentially damaging issues 

     It is foolish to risk being labeled as deceptive and untrustworthy. Anyone involved or interested in the 

selection process will use the internet to learn as much as they can about you. Should you be a finalist the 

entire school community will do the same. Private companies are often engaged to conduct background 

checks.  They verify degrees, awards, memberships and other details. 

     If there is potentially damaging information about you that is likely to become known immediately or 

even at some future date, it is much smarter to earn respects by displaying honesty and integrity. Explain 

the situation to the application contact and seek advice for moving forward either before or concurrently 

with delivering the application package.  

 

Neglect addressing any gaps in your work history or background 

     Unless you provide a plausible explanation, you risk having others draw their own conclusions. 

 

Fail to explain if you changed positions every one or two years 

     Few boards want to hire a person who they feel is likely to leave them in a year or two, and some will 

wonder if you need to move because you cannot meet expectations. 

 

 

 


