Jane Doe
1234 Anywhere Street, Cleveland OH 44115
Phone: 555-555-5555 / Cell: 555-555-5555 / Email: janedoe@none.com
PROFESSIONAL PROFILE

· Proficient in grant writing, successfully earning and managing thousands of dollars for student and teacher science and technology materials and projects 

· Experienced in program evaluation, working with paid staff, and volunteers

· Trained and mentored teachers in meaningful instruction and use of modern technology in an elementary and middle school setting

· Analyzed performance data to diagnose, intervene, and improve student achievement

· Exemplary skills in leadership, mediating, negotiating, and writing labor agreements 

SKILL SUMMARY

TEACHING AND TRAINING

· Licensed elementary and middle school science teacher

· Instructor for new teachers and those receiving new materials and computer software for classroom use

· Summer instructor for lead science teachers

· Trained and evaluated pre-service teachers through a rigorous curriculum and real-life work experience

· Mentored and counseled new teachers

FUNDRAISING

· Recipient of grant dollars for classroom materials and multi-grade technology projects

· Coordinator of YMCA’s local scholarship drive

      PROGRAM COORDINATOR

· Developed, implemented, and promoted programs within the philosophy of the YMCA 
· Monitored facility operations
· Planned and budgeted for yearly programs, including cost of operating, equipment, and salaries  
      LEADERSHIP

· Elected Teachers’ Representative, 20XX-20XX. Facilitated meetings, resolved conflict, and mediated labor disputes
· Lead Science Teacher; model best practice teaching strategies
· Negotiated and resolved contractual issues with management officials
· Served as liaison between teachers and administrators
· Selected by Union President to attend annual American Federation of Teachers Conference
ADMINISTRATIVE

· Department Chairperson; supervised and mentored science teachers 

· Coordinated yearly science fair and solicited community volunteers 

· Interviewed, hired, supervised, and evaluated staff and volunteers

     CUSTOMER SERVICE

· Resolved customer service escalations and complaints

· Excellent interpersonal skills in dealing with patrons, and negotiating with vendors 
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EDUCATION

Master of Education in Curriculum and Instruction



December xxxx
with an Emphasis in Science Education

Cleveland State University, Cleveland, Ohio GPA: 3.97

Middle Childhood Science Certificate





September xxxx 

Cleveland State University, Cleveland, Ohio GPA: 4.0

Bachelor of Science in Education






December xxxx
Cleveland State University, Cleveland, Ohio GPA: 3.8

Honors: Cum Laude, President’s List, Dean’s List, Golden Key National Honor Society

                           WORK HISTORY

Teacher

Memorial Year-Round School, Cleveland Municipal Schools, Cleveland OH
20XX to Present

Robert H. Jamison Computer and Technology Center, 

Cleveland Municipal Schools, Cleveland OH




20XX-20XX


Program Coordinator and Administrator





20XX-20XX
Euclid Family YMCA, Euclid, OH







Customer Service Representative 






20XX-20XX
Forest City Auto Parts, Cleveland, OH






VOLUNTEER EXPERIENCE AND INTERESTS

· YMCA of Greater Cleveland, swim instructor, lifeguard

· Cleveland Municipal Schools, volunteer tutor

· Euclid Public Schools, volunteer tutor and instructor

· Junior Achievement of Greater Cleveland, “Business Basics” instructor 

· Amateur Radio Operator (KC8KSY) 

· Restoring antique automobiles

