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Our Essential Question

How can I make good use of 
templates for my résumé and 

cover letter?



“Content
is king.”

—Bill Gates,
on the 1996 partnership 
that established MSNBC



Content Is King

•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?

Unless you’re a graphic designer…
you’re not a graphic designer.



A Caution

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







Delete from Templates

•Photo
•Profile—replace with Objective
•“Skills” section
•Interests/hobbies



No Photos

It is widely considered inappropriate to 
include your photo in educational 

leadership job application materials.



No Unsupported Claims

• 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

• Excessively flashy
•Built around photo
• Too much wasted space
•Clearly designed for another industry





Avoid “Kid-Friendly” Designs



Recommendation Letters

•No template
•Should not all have same design
•OK to use school letterhead



Paper Size

• A4: 8.25” x 11.75”
• US Letter: 8.5” x 11”
• Most of the world uses A4
• US uses US Letter
• Many templates are available in both
• Be sure to use the right size for the school
• Watch for cut-off text



Save As PDF

•Prevent font substitution
•Ensure accurate layout
•Hide revision history
•Avoid surprising the reader



Save the Date

2022 job search kickoff:
Black Friday

November 26, 2021



Member Benefits

•Cover letter generator
Available now in Repertoire 
Content Creator
•Coming soon: résumé & cover 
letter templates



Get the Bundle

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


