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INTRODUCTION
Understanding the many facets of the teacher employment 
process is very important as one begins his or her job search.  
Even in a very tight job market, thousands of teachers are 
hired each year.  Teacher candidates who understand the 
job-search process and properly prepare themselves will 
be more confident and successful in their efforts to locate 
and secure teaching positions than candidates who make 
false assumptions or simply rely on luck.  By utilizing 
the information in this guide, you should be thoroughly 
prepared to conduct an effective job search.

	 The effort to secure a position is one that will take 
an investment of both time and money, but the payoff 
is significant.  At the beginning of your senior year, 
or when you begin your search for a new position, you 
should register with Miami University Career Services.  
Registering on Career Services Miami CAREERlink at the 
beginning of the fall semester preceding your graduation 
accomplishes three objectives:

1.	 You are eligible to take advantage of all on-campus 
interviews for which you may be qualified.

2.	 Employers have access to your resume and information 
about your area(s) of career interest.

3.	 You have access to job and internship listings of 
employers who may not come to campus to recruit.

	 Registering will also enable you to take advantage 
of other services including career advising and job-
search workshops.  If you have not secured a teaching 
position upon graduation, you should consider regular 
review of Miami CAREERlink, our primary means of 
communicating job vacancies.  These listings are located 
on our Web site.

AN OVERVIEW OF THE SELECTION PROCESS
The following sequence of events is designed to illustrate 
the typical selection process that a school system follows 
to identify, screen and employ teachers.

	 The selection process for a teaching vacancy usually 
starts with a retirement, a resignation, or an increase in 
enrollment.  As a school system identifies a need to 
select a new teacher, selection criteria and guidelines are 
established by the school system and a vacancy notice is 
posted on Miami CAREERlink under Jobs for the teacher 
candidate’s consideration.

	 The next step for qualified candidates in the selection 
process is to send a letter of inquiry or introduction to the 
school system and ask for an application.  This initial letter 

of interest is very important, since it is the first impression 
the school system has of you.  A poorly written letter could 
eliminate you from further consideration.  We suggest 
that you also send a personal resume and a sheet that lists 
your professional references.  Providing a professional 
reference sheet makes it very convenient for the school 
system to contact your references by phone or to request 
written recommendations from you.  Examples of each of 
these can be found in the final section of this guide.

	 You will normally be required to complete an 
application for each school system to which you apply.  
Many schools now use an online application process. Take 
time to complete each application thoroughly and neatly.  If 
your application contains errors or is unattractive compared 
to the others received by the school system, it will detract 
from your chances of being further considered.

	 The interview is the next stage in the selection process.  
This is where you must be prepared to present yourself as 
the best candidate for the position.  Most of the detailed 
decision-making takes place in the interview situation.  If 
you have made it this far in the process, you qualify “on 
paper” for the position and you have presented yourself in 
a professional manner.  Now you must make an excellent 
impression “in person” and highlight your strengths, 
versatility, self-confidence, and ability to effectively 
manage the responsibilities of the teaching position.  You 
will probably meet with two or more administrators, 
including the Superintendent or Personnel Director and a 
building Principal.

	 Next, the school system administrators will evaluate 
your status with respect to the position, and rank you 
among all the candidates being considered.  This is usually 
a joint decision by several administrators.

	 Ultimately, a selection decision is made and, hopefully, 
you will be offered the position.  If you accept the position, 
please notify Career Services as soon as possible.

WHEN AND HOW TO MAKE CONTACTS
The number of school systems visiting campus has been 
increasing over the past few years, and we encourage 
you to take advantage of the convenience of on-campus 
interviewing.  However, it would be an unfortunate error 
in judgment to restrict your job search exclusively to on-
campus interviewing opportunities.  Rather, make as many 
direct contacts with various school systems as possible.  
This direct approach, with careful follow-up, has great 
potential.
	 Most teachers are hired in the summer months.  
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help immeasurably in conducting a well-organized 
job search.  Keep track of when and to whom you 
write or speak, as well as the status of your inquiry 
or application.  At a minimum, retain copies of your 
correspondence to school systems for future reference.  
As with other aspects of your job search, an organized 
record of all correspondence and contacts will eliminate 
the “guesswork” when following up on job prospects, 
interviews, and offers.

CREDENTIAL FILE / INTERFOLIO
School systems will usually ask to review your letters 
of recommendation as one of the final steps in the 
employment process.  Therefore, if you plan to have 
non-confidential letters, it is extremely important for 
you to establish and maintain an up-to-date personal file 
that should include the original copies of your letters of 
recommendation.  If you choose to have confidential 
letters, you will need to establish and maintain an up-
to-date credential file. Career Services recommends 
the online service, Interfolio (http://www.interfolio.
com/signup) to store your confidential credential 
files.  In either case, your file should contain your 
student teaching evaluation(s) and two to four letters 
of recommendation.  Although your student teaching 
evaluation is probably your most powerful reference 
at this point in your career, careful attention should 
be given to obtaining additional reference letters that 
will provide meaningful support to your candidacy as 
a teacher.  Letters of recommendation should normally 
be requested from professors, previous employers, and 
others who can write about your teaching ability.

CREDENTIAL FILE OPTIONS
As noted previously, teacher candidates have the option 
of establishing either a non-confidential credential file 
or a confidential credential file.  We hope the following 
information will assist you in making your decision 
about which kind of credential file to establish.  

NON-CONFIDENTIAL FILE OPTION
By choosing the non-confidential file option, you will 
maintain your own credential file.  Maintaining your 
own credential file offers the following advantages:

•	 You have control over the contents of your file (letters, 
evaluations, transcripts, certificates, licenses, etc.).

•	 You will receive recommendation letters directly 
from your references.

•	 You can send letters when desired, as opposed to 
providing Interfolio with a written request and 
potentially taking up to one business day before 

However, you will need to prepare for and begin your 
job search much earlier in the year.  If your “paperwork” 
is ready, including your cover letter, resume, and a sheet 
listing your references, you may start contacting school 
systems as early as January.  Simply indicate that you 
will be graduating in a few months and that you are 
interested in their school system and would like to have 
an opportunity to discuss your qualifications. If you 
are a candidate in the hard-to-fill areas of mathematics, 
science, foreign language, or special education, you 
should consider making employer contacts early.

	 As indicated previously, teaching vacancies are 
published online on Miami CAREERlink.  All teacher 
candidates are encouraged to check this resource or visit 
the Career Resource Center within Career Services on 
a regular basis to stay informed of teaching vacancies.  
The Career Resource Center has up-to-date listings of 
current and anticipated vacancies from school systems 
throughout Ohio and various other states.  You should 
also be sure to make full use of the contacts your friends, 
family, associates, faculty and other teachers may be 
able to provide.  Be assertive!  Do not wait for offers to 
come your way.  Seek them out!

	 In addition, check with Career Services to determine 
which school systems will be interviewing on campus.  
Plan to actively interview during the spring semester 
and also attend our annual Teacher Job Fair.  Most on-
campus interviewing for teaching positions begins in 
late February each year and continues through April.  

	 If you will be graduating in December, you should 
contact school systems in late October and November.  
Obviously, only a few teachers are hired in mid-year.  
However, you may wish to consider applying for 
substitute positions as well as any full-time vacancies 
school systems may anticipate.  (If you wish to take 
advantage of on-campus recruiting during the spring 
following your December graduation, you will need to 
register with Career Services prior to graduation.)

FOLLOW-UP
Since you will probably be contacting many school 
systems prior to the actual announcement of specific 
vacancies, it is important that you follow up your 
correspondence with a telephone call to ensure that 
school systems continue their interest in you.  While you 
will want to avoid being a pest, be sure that you receive 
replies to your inquiries concerning possible teaching 
positions with school systems you have contacted.  The 
need for good record-keeping is imperative and will 
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letters are sent.
•	 You can keep copies of letters with you and ready for 

distribution as you interact with potential employers.
•	 You will avoid the service charge of using Interfolio 

for maintaining your confidential file.

Suggestions for Maintaining Your Non-Confidential File

As a courtesy to the writer, offer to pick up the letter of 
recommendation in person or provide a self-addressed, 
stamped envelope.  Upon receipt of your original 
letters of recommendation, keep them in a folder or file 
located in a safe place and immediately make several 
photocopies of each to have on hand. Make sure you 
organize all documents in your file in a logical and 
orderly fashion.  We recommend that you keep a record 
of each time you send your file to potential employers 
or graduate schools.

Suggestions for What to Include When Sending a Copy 
of Your Non-Confidential File

1.	 Cover Letter.  If you are mailing your non-
confidential credential file separately from other 
materials, be sure to include a brief cover letter as 
the first page of your file.  If you are mailing your 
file along with other materials, then write a general 
cover letter for everything. 

2.	 A copy of your resume, as appropriate.
3.	 A photocopy of your student teaching 

evaluation(s).
4.	 A photocopy of your recommendation letters.  (A 

minimum of three are recommended.)
5.	 Miscellaneous information such as copies of your 

transcript, certificate or license, Praxis scores, and 
other relevant items, at your discretion.

CONFIDENTIAL FILE OPTION
If you choose to have a confidential file, Interfolio will 
maintain your confidential letters of recommendation, 
along with your student teaching evaluation(s).  In 
accordance with the Family Educational Rights and 
Privacy Act (FERPA) of 1974, Interfolio follows strict 
guidelines for receiving and mailing all closed letters 
of recommendation to ensure confidential documents 
remain private. Account holders are notified upon 
receipt of letters of recommendation and may select 
confidential letters for mailing to a potential employer. 
Interfolio clients may not, however, view the document 
at any time.

	 As you can see, a confidential file provides greater 

security, but at greater cost, while a non-confidential file 
gives you greater flexibility at reduced cost.

	 If you would like further information about 
credential files, please stop by or call our Credentials 
Office at (513) 529-3834.

RESOURCE MATERIALS
The Career Resource Center has many resources to 
assist you in your job-search efforts.  The following 
materials are available for use in the Career Resource 
Center:

•	 QED’s State School Guides for Georgia, 
Ohio, Illinois, Indiana, and Michigan are 
directories of all public and non-public K-12 
schools for these states, school addresses, 
administrative personnel, enrollment of each 
school building, and size of each school’s 
teaching staff.

•	 Patterson’s American Education and 
Patterson’s Elementary Education are annual 
national directories of school systems to assist 
with an out-of-state job search.

•	 The AAEE Job Search Handbook, an annual 
publication of the American Association for 
Employment in Education, is distributed to 
teacher candidates who attend our education 
workshops and events.  This publication 
contains helpful information to assist you in 
your search for a teaching position.

•	 Career Opportunities in Education provides 
job descriptions and requirements, employment 
and advancement prospects, and salaries for 
entry-level posts in the field of education.

•	 How to Get the Teaching Job You Want 
was written by two experienced school 
administrators.  It provides job seekers with 
a step-by-step program for taking charge of 
their teaching careers.

•	 Other helpful resources available in our 
Career Resource Center include:

Expert Resumes for Teachers and Educators
The ISS Directory of International Schools 
Teacher Certification Requirements in All 	
	 Fifty States 
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•	 Check our Web site under “Teacher 

Candidates” for further important resources 
and services for prospective educators.

•	 Our Web site also provides links to other sites 
listing school systems by geographic location, 
including schools in the major metropolitan 
areas of Ohio. 

	 In addition, the following resource materials are 
available for pick-up in our Career Resource Center and 
on our Web site under “Career Development Series”:

RESUME PREPARATION—See the Resume 
Preparation guide for additional information on 
writing resumes.

JOB-SEARCH CORRESPONDENCE—See the 
guide on Cover Letters and Other Job-Search 
Correspondence for information on writing job-
search letters.  Don’t forget to sign your letters!

INTERVIEWING—See the Interviewing guide 
for information on the interview process and 
sample interview questions.

	 And finally, be sure to attend our two-part workshop 
series on Job-Search Basics for Teacher Candidates 
offered each semester.  Separate workshops are 
conducted on “Resumes & Cover Letters” and “Making 
Employer Contacts & Interviewing.”

TEACHING CONTRACTS
The final stage of your job search will involve the 
careful consideration and execution of a formal teaching 
contract.  A contract is a legal agreement, and all 
teachers will be asked to sign a contract with a school 
system to confirm their employment.  A teacher enters a 
contractual agreement with a school system to provide 
instructional services.  In exchange, the school system 
agrees to compensate the teacher by paying a salary and 
providing benefits such as life and health insurance, 
etc.  A teaching contract is usually limited to classroom 
responsibilities only.  If coaching or extracurricular 
activities are also assigned, a supplemental contract 
outlining those responsibilities will usually be issued 
separately.

	 Teaching contracts typically refer to a “master 
contract,” or “master agreement,” since individual 
contracts do not specify all the items that are negotiated 

between the board of education and the teachers within 
a school system.  This document typically includes 
information such as the number of working days, 
evaluation procedures, benefits, sick leave and personal 
leave policies, contract renewal and termination policies, 
and a complete salary schedule.

DECIDING ON JOB OFFERS
When a school system makes a job offer, you must 
consider many factors in deciding whether to sign 
a contract.  These include evaluating the grade level, 
support services, buildings and facilities, and overall 
school system in which you will teach.  You must also 
consider the community, available housing, medical 
and professional services, and opportunities for leisure 
activities.  Is this the right place for you?  Only you can 
answer that question.

	 If the first offer you receive does not represent 
your top choice, you may want to contact other school 
systems where you have interviewed and feel you may 
be a top candidate.  It is worth calling the interviewers 
from the preferred school system and indicating that 
you have received an offer but would prefer teaching 
in their school system.  Ask them when a selection 
decision might be made.  This information will allow 
you to evaluate your options and make your decision 
within the first employer’s time frame.

NEED HELP?
This guide was written to assist you in conducting a 
successful search for a teaching position.  As you go 
about the job-search process, we encourage you to take 
advantage of the services, workshops, and resources 
available to you from Career Services.  If you need 
additional assistance, make an appointment with a 
Career Services staff member.  The better you use the 
resources available to you, the more successful you will 
be in your search for a teaching position.

GOOD LUCK!

CAREER SERVICES WEB SITE

For additional resources for teacher candidates, 
please refer to our Web site at:
www.muohio.edu/careers
For assistance in using the Web site, check with 
our Career Resource Librarian in 205 Hoyt 
Hall.
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SAMPLE INTERVIEW QUESTIONS 
FOR TEACHER CANDIDATES

Describe the courses you most enjoyed at Miami 
University, and explain why.

Why do you want to be a teacher?

Why have you chosen to interview with our school 
system?

What is your philosophy of education?

Describe your previous work experience and how it 
will relate to your work as a teacher.

Describe your theory of curriculum development and 
how you would implement a new curriculum.

What is your philosophy of classroom management?

How would you evaluate your performance in the 
classroom?

How would you like your students to describe you at 
the end of the school year?

How would you like your teaching colleagues to 
describe you at the end of the school year?

What is the greatest asset you will bring to your 
classroom and to your profession?

What extracurricular activities do you feel you could 
supervise in our school system?

What skills do you think an excellent teacher should 
possess?

In addition to becoming a successful teacher, what are 
your other goals?

How would you organize your classroom in order 
to teach the entire class, yet provide individualized 
instruction?

How would you approach the problem of students who 
have not mastered basic reading or writing skills?

What have you done recently to overcome one of your 
weaknesses?

What are your interests and hobbies outside the school 
setting?

What are the primary professional associations for your 
field?

What are your plans for future professional growth and 
development?

What are some of the current issues in regard to teaching 
and education?

How would you respond to a parent who is upset with 
your teaching methods or with your treatment of his or 
her child?

How would you describe the “ideal” principal?  What 
assets should he or she have that will help your 
performance as a teacher?

How much do you intend to involve the administration 
with regard to problems, conflicts, and/or suggestions 
in the classroom?

Why should I give you further consideration as opposed 
to other candidates?

What would you like to add to this information that will 
help me remember you as a teaching candidate?

Do you have a portfolio of some of your lesson plans, 
activities, projects, etc. that I may see?




