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Our Essential Question
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How can | make good use of
templates for my résume and
cover letter?




“Content
is king.”

—Bill Gates,
on the 1996 partnership



Content Is King
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*You will get the interview because of your
documents’ content, not design

*Extremely poor or extremely flashy design
will be a distraction from content




Why Use Templates?
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Unless you’re a graphic designer...
you’'re not a graphic designer.



A Caution
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Many templates are made
by graphic designers,
for graphic design jobs




CONTACTS

Phone
+123 456 789

Email
example@example.com

Address
your street/states address
with country, city 0123

SKILLS

Communication
Ability to Work Under Pressure

Decision Making

JAMES WILLIAM

FINANCE MANAGER

Lorem ipsum dolor sit amet, consectetur adipiscing elit morbi suscipit nisl consequat eros maximus
lacinia euismod sapien rhoncus aecenas dignissim purus sed nisl dictum eget faucibus augue ultrices
vivamus arcu mauris volutpat id varius at venenatis sed sapien sed varius nibh tellus in aliquam metus

laoreet eu lorem ipsum dolor sit amet consectetur adipiscing elit morbi turpis nulla.

WORK EXPERIENCE

2014 COMPANY / INSTITUTE NAME
2016 Full street/state address

ENTER YOUR JOB POSITION HERE

Lorem ipsum dolor sit amet, consectetur adipiscing elit nulla lobortis et tellus non auctor aliquam erat
volutpat integer faucibus sodales viverra aenean ante leo commodo a tellus rhoncus euismod vestibu-
lum mauris Mauris velit ex pulvinar non enim eget mollis purus sed consequat metus sed purus odio
tincidunt sed velit ut tincidunt ullamcorper ante morbi tellus orci elementum vel mollis.

e Vivamus arcu mauris, volutpat id varius at, venenatis sed sapien. Sed varius nibh tellus.

e Aliquam metus laoreet eu. Lorem ipsum dolor sit amet, consectetur adipiscing elit.

e Ornare at dui congue, placerat faucibus ipsum. Duis a enim nunc condimentum ullamcorper.

2014 COMPANY / INSTITUTE NAME
2016 Full street/state address

ENTER YOUR JOB POSITION HERE




JAMES WILLIAM

FINANCE MANAGER

Lorem ipsum dolor sit amet, consectetur adipiscing elit morbi suscipit nisl consequat eros maximus
lacinia euismod sapien rhoncus aecenas dignissim purus sed nisl dictum eget faucibus augue ultrices
vivamus arcu mauris volutpat id varius at venenatis sed sapien sed varius nibh tellus in aliquam metus

laoreet eu lorem ipsum dolor sit amet consectetur adipiscing elit morbi turpis nulla.

CONTACTS WORK EXPERIENCE

Phone POIPE COMPANY / INSTITUTE NAME

+123 456 789 Full street/state address

Email ENTER YOUR JOB POSITION HERE

example@example.com Lorem ipsum dolor sit amet, consectetur adipiscing elit nulla lobortis et tellus non auctor aliquam erat
volutpat integer faucibus sodales viverra aenean ante leo commodo a tellus rhoncus euismod vestibu-

Address

lum mauris Mauris velit ex pulvinar non enim eget mollis purus sed consequat metus sed purus odio
your street/states address

; : tincidunt sed velit ut tincidunt ullamcorper ante morbi tellus orci elementum vel mollis.
with country, city 0123

e Vivamus arcu mauris, volutpat id varius at, venenatis sed sapien. Sed varius nibh tellus.
e Aliquam metus laoreet eu. Lorem ipsum dolor sit amet, consectetur adipiscing elit.

e Ornare at dui congue, placerat faucibus ipsum. Duis a enim nunc condimentum ullamcorper.

2014 COMPANY / INSTITUTE NAME
2016 Full street/state address

ENTER YOUR JOB POSITION HERE

SKIL

“munication

Abn, “lork Under Pressure

Decision n «ing



Delete from Templates
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*Photo
*Profile—replace with Objective

e “Skills” section
*Interests/hobbies




No Photos
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It is widely considered inappropriate to
include your photo in educational
leadership job application materials.




No Unsupported Claims
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Don’t include unsupported claims about your skills
Demonstrate your skills by listing specific accomplishments

List 4-7 bullets with specific accomplishments in each section
of your work history




Templates to Avoid
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* Excessively flashy

* Built around photo

* Too much wasted space

* Clearly designed for another industry
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ABOUT ME

JOHNSON DOE

CREATIVE DESIGNER RK EXPERIENCE

I,

AB!

ME COMPANY NAME

¢
Lorem ipsum dolor sit amet, cons ectetur adipisicing elit. Atque

P, ¢ ol s o o i v

facilis quo. Maiores ipsum dolor sit amet magnam modi. Lorem

ADDRESS:
1234 STREET ROAD, CITY
NAME, UK 567 890.
PHONE:
01234-456-0000
CONTACT@MYC\/éTORE.COM

WEBSITE:
WWW.MYCVSTORE.COM

DESIGN

JAVASCRIPT
'WORDPRESS 80%|

JAVASCRIPT H i i
WORDPRESS .

ipsum dolor sit amet, cons ectetur adipisicing elit. Atque facilis quo.

Maiores ipsum dolor sit amet magnam modi.
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PERIENCE

COMPANY NAME

P
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OMPANY NAME

2019 to 2022
PROJECT MANAGER
Lorem Technology - New York

Lorem ipsum dolor sit amet, cons ecte
tur adipicing elit Atque aiores modi

2019 to 2022
PROJECT MANAGER
Lorem Technology - New York

Lorem ipsum dolor sit amet, cons ecte
tur adipicing elit Atque aiores modi.

2019 to 2022
PROJECT MANAGER
Lorem Technology - New York

Lorem ipsum dolor sit amet, cons ecte
tur adipicing elit Atque aiores modi

2019 to 2022
PROJECT MANAGER
Lorem Technology - New York

Lorem ipsum dolor sit amet, cons ecte
tur adipicing elit Atque aiores modi

EDUCATION

2019 to 2022

PROJECT MANAGER
Lorem Technology - New York

Lorem ipsum dolor sit amet, cons ecte
tur adipicing elit Atque aiores modi.

2019 to 2022

PROJECT MANAGER
Lorem Technology - New York

Lorem ipsum dolor sit amet, cons ecte
tur adipicing elit Atque aiores modi

2019 to 2022

PROJECT MANAGER
Lorem Technology - New York

Lorem ipsum dolor sit amet, cons ecte
tur adipicing elit Atque aiores modi.

2019 to 2022

PROJECT MANAGER
Lorem Technology - New York

Lorem ipsum dolor sit amet, cons ecte
tur adipicing elit Atque aiores modi
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TRAVEL

CYCLING KAYAK

MOVIES Music

-

Follow me

facebook/nathaliemayers
twitter/nathaliemayers
behance/nathaliemayers

dribble/nathaliemayers

: Contacts

N

?:‘2::\::, Mankato City, Mankato
\\t:\

N 54-123-456789
nathaliemayers.com

Education

:;\ ‘;{,‘ Master of Event Organization
NN University of California
20152020
| Best in Fashion Design 2017

Bachelor of Event Organization
University of California

2011-2015

Best in Fashion Design 2014

- NATHALIE MAYERS "

EVENT ORGANIZER

Work Experience

Senior Event Organizer(2018-2022)
California Media Events

Organize events according to the clients will wishes
and dreams. This is not limited to the actress

ess on
the sets but all the envent the company caters

Junior Event Organizer(2014-2018)
California Media Events

Organize events according to the clients will
wishes and dreams. This is not limited to the
actressess on the sets but all the envent the
company caters.

Event Planner Organizer(2000-2002)
California Media Events

Organize events according to the clients

will wishes and dreams. This is not limited
to the actressess on the sets but all the

envent the company caters.

Skills

Event Logistics and Production

Print Collaterals Design and Creation
Public Relations and Marketing

Creative Event Theme

Fundraising Campaigns

Contract Registrations and Management
Assists people in reception

Public Relations and Marketing

Creative Event Theme



Avoid “Kid-Friendly” Designs
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MARINA SMITH

ELEMENTARY TEACHER

ABOUT ME

Phosolius CONgUO, Greu il S000MS CGrFSEIm, DI Grade EOMpRss Necus, 68 Makom:
Loromn ipsurm clolor st omet, Conmoctiotuor OXpIscIng i, 5od dlom nooumTy Aibh
GusOd tnciiunt Ut IooMat Sokore MOgNG GRQUGN Orot VOREPOL. Ut wisl orim od m
VONian, Quis NOstrd GROrol £0ton LOMOCDOr SUSCIDE lobaortls NVl Lt GRQUP 0 00
COMMOTo CONBOqUAt Duks outom vol sum

EXPERIENCE EDUCATION

Volunteor Teachor (2019 - 2021)
Phosolus congue. orou id sodakes
Chrissinn, IDSUM GuOm Lonmpus NOGUS,

University (2014 - 2015)
Phosolius Congue. oncu id sodakes
Sigrissim, ipsum cuom tompus ne

ot malosuoda. ot malesuoda.

Volunteer Teacher (2017 - 2019) Univorsity (2013 - 2014)
Fhoselus congue, orcu id sodokes

Cgrissinn, IPSUN Guam tompLs NOGuUS,
ot MAosUOdS.

Homentary Teacher (2018 - 2017)
Fhootus congue oreu id s000ks

Chgrissien, IDSUN Guoe tempus Negus,
ot Mosuoda.

LANGUAGES
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“Education is the most poworful weapon which you can uso to
change the world.”

= Nolson Mandaia
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Recommendation Letters
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*No template
*Should not all have same design

*OK to use school letterhead

b



Paper Size

ASCEND

Inctituitinn/Oroanizatinn/Year JOBTI ((( o ))) L I V E
< comp:  © A4: 8 25" x 11.75”
AWARDS Start w
oeiie  ® US Letter: 8.5” x 11"
AWARD NAME &
Organizationvear -~ * Most of the world uses A4
e Yo
AWARD NAME . ¥ e USuses US Letter
Organization/Year €. 19 . .
e - ™+ Many templates are available in both
e Yo q o
i - m * Be sure to use the right size for the school
EXTRAS | eem e Watch for cut-off text
Driving license: Light Vehicle STatY
Passport/ID: 123456789 erine
Availability: Immediate : Lid
Language: English. French S re




Save As PDF
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*Prevent font substitution

}Q *Ensure accurate layout

PDF *Hide revision history
*Avoid surprising the reader




Save the Date

2022 job search kickoff:
Black Friday
November 26, 2021



Member Benefits
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REPERTEIRE
CONTENT CREATOR *Cover letter generator

Available now in Repertoire
Content Creator

* Coming soon: resume & cover
letter templates




Get the Bundle

ASCEND
((@))LIVE

COVER LETTER Ga
SPREADSHEET

A‘* RESUME
‘ BLUEPRINT

OOOOOOOOOOOOOO

THE RESUME BLUEPRINT
FOR EDUCATIONAL LEADERS

PrincipalCenter.com/application

Members: dashboard.principalcenter.com/ascend-application-bundle/




