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	Job Fair Interview Walk-Through

	1. Introduce Yourself
	Politely introduce yourself to your interviewer.

	2. Answer Your Interviewer’s Questions
	Be prepared to talk about your background and what you are qualified to teach. Emphasize past classroom successes or transferable skills and related work/volunteer experience.

	3. Ask Any Question of Your Own
	Think of questions for your interviewers prior to the interview. You may consider asking questions about the position, the school and community, or unique opportunities or challenges at the school.

	4. Conclude the Interview Clearly
	At the end of the interview, we suggest asking, “Can I provide you with any additional information or visit your school for a follow-up interview?

	5. Record Any Follow-up Information
	If you are asked to follow up with a school, be certain to get the follow-up date and time (schedule a follow-up date that falls within one week of the fair, if possible), as well as the name of the follow-up contact and a phone number and /or email address.




























We are excited that you have decided to pursue a position with Memphis City Schools and hope that this guide has been helpful in preparing for what to expect in the coming weeks and months.  We encourage you to use it as a reference throughout the placement process.

Feel free to contact us with questions you may have as you begin the process of finding a position with our district.  Please remember that while your search may progress slowly at first, MCS hires hundreds of excellent teachers each year. Early in the placement season, you will have more control over your job search but over time, this freedom will diminish as the school year approaches and the needs of the schools become more pressing. Therefore, it is in your best interest to begin your job search early and be prepared to make a commitment earlier in the process rather than later.  Keep an open mind and be flexible!
We wish you luck as you begin your job search!

Office of Recruitment

Memphis City Schools






Welcome to the Memphis City Schools New Teacher Pool (NTP)! Placement is the process through which you will find your teaching position in a Memphis City school. We hope this guide will give you an understanding of placement process and how it works in the context of the public schools’ hiring timeline as well as helpful information on preparing for interviews.


While we encourage you to begin thinking about placement and familiarizing yourself with the school system, we want you to be aware that the public schools’ hiring timeline may not align with your ideal timeline. Each candidate’s placement experience will be different, but it may take longer than you expect to be offered a teaching position. Candidates in high need areas such as Math, Science, ESL, Foreign Languages and Special Education may find positions in late April and May. Many candidates will be offered positions during MCS’ peak hiring time in early-June through mid-July. Some candidates, particularly in our lowest need positions, will find positions in the weeks just prior to the start of school in early August.

















	As the largest school system in Tennessee, staffing nearly 200 schools is an extremely complex task. MCS recruits traditionally certified teachers, alternatively certified teachers and teachers certified through alternate route programs like Memphis Teaching Fellows, Teach For America and 3R’s to serve Memphis’ 120,000 public schoolchildren. After candidates successfully enter the New Teacher Pool, principals and other school site administrators and staff conduct placement interviews.  While they must be approved by Human Resources, recommendations for teacher hiring are made at the school level. This ensures your fit within a school community, which affects your ability to achieve success.


You may imagine that finding a teaching position will be simple: a principal has a vacancy in a school, interviews a few teachers, and hires the one s/he feels is best-suited for the position. But many other factors come into play that make placement a far more complex process than it seems at first glance.


Budget Uncertainty


	Principals often do not have complete budgets for the coming school year until late spring. These budgets are also directly tied to student enrollment numbers, which may change and fluctuate.  Until they know how much money they have to spend, they won’t know how many teachers they can hire.





The Changing Nature of Vacancies


	Principals in Memphis City Schools often do not know what vacancies they will have for the upcoming school year until early June or July. For example, in April or May, a principal might think that s/he will have a certain number of vacancies for the 2007-08 school year. Over the summer, however, s/he may find that one or two veteran teachers who were planning to retire have decided to stay, which means fewer vacancies than the principal originally anticipated. Alternatively, a boom in housing or school-aged children in the areas surrounding a particular school might result in an influx of students in those classrooms in the fall. In a situation like this, a principal might discover in the summer that s/he has more vacancies to fill than s/he had originally planned.





Internal Placement Processes


	Memphis City Schools employs approximately 8,000 teachers.  Each spring, contracted teachers have the opportunity to participate in the transfer process in which they apply and are interviewed for any vacancies that are known at the time of the transfer period.  There are two separate transfer processes, the second of which ends in late April.  This complex process involves considering teachers’ licensure areas, highly qualified status and seniority, as well as the completion of interviews with school administrators and final HR approval of all hires.  Additionally, due to changes in program funding and student enrollment, MCS may be overstaffed in certain schools or subject areas.  These “surplus” teachers are generally not identified until early May when enrollment numbers and budgets are near completion.  If placements are available or will be available, MCS must first place these contracted teachers before any external candidates can be considered.  Memphis City Schools is generally not overstaffed, and therefore does not have surplus teachers, in critical needs areas.  As a result, our critical needs candidates can often be considered for vacancies sooner than our low-need areas such as elementary and early childhood areas which often experience surpluses.








Specific Subject Areas


	There is always a need for special education and ESL, teachers in Memphis City Schools, but hiring timelines for these subject areas may be different than for most other subject areas. Because these subject areas are linked to specific student populations, schools may not be able to extend offers until they are sure of how many students will need services and how much funding they will receive. This does not mean that Special Education or ESL teachers should wait to begin looking for a placement until the end of the summer; some early vacancies may be known and earlier placement events are great opportunities for teachers to make initial contact with principals and other hiring representatives who may be able to offer them positions later in the season.
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Assigned Subject Area


	Applicants to Memphis City Schools are assigned subject areas based upon the information reported their application as well as the information provided in the required documentation that is submitted.  These assignments reflect areas in which you are licensed and considered highly-qualified in Tennessee, areas in which an out-of-state license has or will likely be reciprocated in Tennessee, or areas in which you are eligible for a highly-qualified alternative license in Tennessee based on a degree major or a PRAXIS II Content Knowledge test.  You can only be considered for positions in areas to which you have been assigned.  





Responding to a Job Offer


	There are many different ways to find positions with Memphis City Schools (see page 3).  You may be offered a position as a result of interviews arranged in any of these ways.  


	Early in the hiring season, you should not feel pressured to accept the first position you are offered. However, the manner, tone, and timeliness of your response to an offer have a great impact on the school’s perception of your professionalism, which may be shared with other hiring representatives and school administrators. Regardless of your interest in a position, you should respond clearly and professionally to any job offer within five (5) days. When you respond to an offer, be sure to directly contact the person who extended it, as well as anyone else involved in the hiring process (for example, the assistant principal for your subject and the principal).


	In order to avoid misleading school administrators or staffing representatives, do not give them your signed Recommendation Form unless you intend to accept an offer. Be explicit about your decision-making process and timeline (e.g., “I will e-mail you tomorrow morning with a response”). Even if you have accepted an offer, hiring representatives who have viewed your information online may still contact you for interviews while your recommendation is being processed (see “PCV” on page 5). In your responses to such inquiries, please indicate clearly and professionally that you have already accepted an offer. When you choose to accept an offer, complete the Recommendation Form (more on this below) with your administrator or staffing representative immediately.


	If you are offered and accept a position in a subject area in which you are not being considered, Human Resources must rescind the offer - a process that is frustrating for administrators and hiring representatives.  It may also mean that you have missed out on legitimate hiring opportunities that have occurred during this period.





Making a Commitment 


	The culmination of the placement process is the commitment, which is an agreement between you and a school hiring representative (usually the principal or the assistant principal) with regard to a specific position. By making a commitment, you indicate that you will not seek a teaching position elsewhere. Your commitment is formalized with the Recommendation for Hire Form, which both parties sign. 


	Your Recommendation Form must be completed, signed both by you and by a school hiring representative and returned to Human Resources as soon as possible, generally within five days of the offer date. If you accept an offer by phone, you should fax your signed Recommendation Form to whomever provided you with the Form, usually the hiring representative or principal.  You will not be considered committed until Human Resources has received your completed Recommendation Form. 


	Signing this form is not a guarantee of hire.  This form indicates that the school administrator or hiring representative has recommended your hire for a specific position.  Once it is received, Human Resources must verify that you have accepted a position that is vacant and that has been approved in the school’s budget.  They must also verify that the position is in a subject area in which you are highly qualified and licensed or licensable and that your documentation supports this determination.  Only Human Resources, not a school site administrator, can extend the final employment offer and contract.     





IMPORTANT: You cannot make more than one commitment. Committing to more than one job is unprofessional and may result in removal from the New Teacher Pool.





Finding a Position


There are four primary methods for you to find your placement within the Memphis City Schools:


General and subject-specific job fairs


School-based interviews


Direct contact from principals


Independent job search





Additional details about each of these methods and how they work can be found below.

































































The School System’s Hiring Process, continued











Finding a Position: Overview
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What to Expect


	Orientation – Job fairs generally take place at a Memphis City school. Before the fair begins, there will be an orientation session covering important topics such as job fair logistics, a listing of the schools and vacancies that are present and general Human Resources information.   


	Fingerprinting – Tennessee law requires all prospective school employees to undergo a fingerprint-supported background check, and some job fairs may provide an opportunity for you to get fingerprinted.  You will be notified during orientation if fingerprinting services will be available and at what stage you should participate in this process.  We highly recommend that you take advantage of this service if you are requested to do so during a fair.


	Interviews – After the orientation session, hiring representatives will be on hand to interview candidates. The interviewing areas are generally divided by grade level, with elementary, middle and high schools in different areas.  Schools may also be arranged in alphabetical order by school name.  Representatives will be set up in classrooms or in larger areas such as a gymnasium or cafeteria and most will indicate the subjects for which they need teachers on a sign near their hiring space. Representatives may wish to speak with you informally about his or her school and your interests and background.  They may also ask you to sign up for an interview, wait in line, or even interview as a group with other candidates.  Each hiring representative or team has his or her own interview style and process which best fits his or her particular needs.  


	We strongly encourage you to plan to network with a minimum of five (5) schools and introduce yourself to each school that has a position in your subject area.  Many candidates attend job fairs having already decided that they will consider positions only at a few schools.  By limiting yourself to a small number of specific schools, you will often spend more time waiting in line than interviewing and miss out on opportunities to find positions at excellent schools that may be looking for a candidate with your background and skills.  


	Please be aware that interviews may be quite brief (often limited to 10 or 15 minutes). Your interviewers may represent a variety of school staff—principals, assistant principals, and teachers—with diverse perspectives on their schools. Your interview may not be with the person who ultimately makes hiring decisions for the school. Though interviewing can be a stressful experience, remember to be confident—you have been selected to join the New Teacher Pool for a reason! Emphasize your teaching experiences and student success if you are a veteran teacher and if you are new to the profession, highlight your potential and the relevant experience that got you to this point.  At some job fairs, there may be only a handful of schools hiring teachers in your assigned subject area. If this is the case at your fair, you should use the opportunity to introduce yourself to school and representatives who are not hiring teachers in your subject area that day and leave your resume with them. These representatives may be valuable contacts for you later in the summer as they learn of more vacancies.
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Job Fairs Overview








Finding a Position: Overview, continued
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Job Fair Interview Tips�
�
Dress professionally. Your appearance makes the first impression.�
�
Know the questions you want to ask.�
�
Be prepared to talk about previous teaching successes or work experiences and how your skills will lend themselves to teaching.�
�
Be prepared to explain why you are or why you believe you will be an excellent teacher.�
�
Be prepared to make a commitment or to provide a specific time frame for your decision.�
�
Keep an open mind and be flexible!�
�









Possible Job Fair Outcomes








Job Fairs Overview, continued 











(1) You arrange to conduct follow-up visits. Often, a principal or hiring representative will ask you to follow up with his/her school rather than offer you a position on the day of the fair. Remember that schools will be working to fill available positions continuously, so it is in your best interest to conduct follow-up visits with any interested individuals within one week of the fair, if possible


(2) You receive and accept an offer from a school at the fair. In this scenario, you receive an offer and accept it on the spot. In some cases, you may receive an offer but wish to wait to make a commitment until you have visited the school.  


(3) You do not receive an offer or schedule a follow-up visit. Hopefully, you will still have introduced yourself to principals at the fair.  These principals may have vacancies in your subject area later in the season.





School Site Interviews 


	The Office of Recruitment and members of the staffing team also arrange interviews with hiring representatives at their schools for specific vacancies. A school-site interview allows you to research the school in advance of your interview. 


	After you complete a school-site interview, we recommend that you send a brief thank-you note within 24 to 48 hours of your interview. 


	In order to ensure that school-based interviews remain a successful method of finding a placement for as many candidates as possible, we ask that you follow these guidelines:


• Unless you have recently made a commitment to another school, do not cancel an interview less than 48 hours in advance. If you must cancel an interview, please do so more than 48 hours beforehand, as this will allow the administrator the opportunity to arrange for another candidate your place.


• Arrive on time. Research your route in advance, and be sure to arrive on time.


	The Office of Recruitment and staffing team will monitor registration for these interviews and solicit feedback about them from hiring representatives.  Unprofessional behavior or failure to comply with the above guidelines may result in suspended access to future interviews or removal from the New Teacher Pool.





Direct Contact from Principals


	Your application and resume are available electronically for principals to view in the Principal Candidate Viewer (PCV), a placement tool that allows principals to search online for candidate.  When a principal has a vacancy, he or she can search for all candidates assigned to that subject that are currently in the New Teacher Pool and contact them directly for interviews.  It is your responsibility to respond professionally and promptly to all calls or e-mails from principals.  If you are no longer interested in seeking a position with MCS or have taken a position in another district, we request that you withdraw your application online as soon as possible.  This ensures that principals do not spend time attempting to contact you for positions and that other interested candidates can be considered.





Resume Updating


	You can find tips on preparing a strong resume on page 6.  Principals generally review candidates’ resumes and use them to determine whom to invite to interview.  As it is generally your first opportunity to impress an administrator and showcase your skills, we strongly encourage you to review the resume currently associate with your application.  You may do so by:


Logging into your application at � HYPERLINK "http://www.teachmemphis.org" ��www.teachmemphis.org�


Clicking on the “Submit Application” tab.  


Choosing the application type


Clicking on the blue “9. Resume” link at the top of the page


Clicking on the “View Resume” link





You can update your resume by emailing it as a Word (.doc) or Adobe (.pdf) attachment to � HYPERLINK "mailto:teach@teachmemphis.org" ��teach@teachmemphis.org�.  You may update your resume as often as you like.
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While the Office of Recruitment works closely with principals and staffing, securing a teaching position is ultimately your responsibility.  While you should plan to take advantage of the multiple placement opportunities provided, these opportunities are not the only way to find positions.  We strongly encourage you to begin conducting your own job search as candidates who conduct a focused, independent job search are much more likely to find placements. Here are some tips for conducting a successful job search in Memphis City Schools:





Update your resume to reflect any teaching-related experience. For tips on creating a strong resume, review page 6.


Visit different types of schools (small, large, neighborhood schools, etc.) to get a sense of where you may be a good fit. Doing this before the school year ends in early June will allow you to get a feel for a school’s environment and help you to focus your search. 


Research MCS schools.  You can start by looking at the directory of school profiles and websites found at � HYPERLINK "http://www.mcsk12.net" ��www.mcsk12.net� or � HYPERLINK "http://www.mcsk12.net/admin/communications/directoryofschools.html" ��http://www.mcsk12.net/admin/communications/directoryofschools.html� 


Use your connections. If you have friends or family in a school, take advantage of the opportunity to visit or make an introduction. Talk to any teachers you know in Memphis City Schools.


Speak to or observe teachers at schools in which you are interested. 


Make sure to follow up on your interviews. Mail a thank-you note within 24 to 48 hours and call again in a week.


Remember that you are trying to sell yourself. Dress professionally and carry copies of your resume everywhere.  Consider the impression your e-mail address or voicemail greeting may leave with hiring representatives.


Start early and be persistent!












































Independent Job Search








Possible Outcomes, continued
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	The best resumes are individualized and should reflect your unique experiences and talents.  However, there are some general standards excellent resumes possess.





Clarity


	Anyone reviewing your resume should be able to easily locate key dates and important information.  A resume is your first opportunity to showcase your ability to clearly organize and convey information, an important part of being an effective teacher.  A poorly organized resume or one that forces a reviewer to search for information may result in you not being considered for an interview.  Be sure to organize your experiences in a chronological order, with the most recent experience listed first.  Use consistent fonts, section headings and date formats.  Be clear and concise in your language and avoid using repeated phrases, clichés and vague phrases.





Length


	If possible, your resume should fit on a single page and should never exceed two pages.  Resumes are different from Vitae’s and they are not cover letters.  A resume is a chance to highlight work and volunteer experiences that are relevant to the position for which you are applying.  They do not need to include every task for which you were responsible in every position that you previously held.  You can speak about additional work experiences in your interview, so you should select three or four of your most recent, relevant positions to highlight.





Errors


	Have a friend or family member proofread your resume.  Misspellings and grammatical errors are common, but they stand out clearly to experienced resume readers and are often used to eliminate potential candidates.  Look carefully at dates to ensure that they are accurately reported.  Administrators look for teachers who have excellent communication skills and your resume is your first chance to demonstrate these skills.  





Be Descriptive and Detailed


	Use action words as much as possible in your resume (i.e. “led, “facilitated”, “created”, “analyzed”, “evaluated”, “taught”.  Boring and uninformative sentences like “Was a science teacher” don’t provide any concrete information to a reader and don’t demonstrate strong writing skills.  Whenever possible, be exact and specific.  “Increased staff productivity by 30%”, “Attended five professional development workshops on classroom management” or “Produced a 90% proficient or advanced TCAP test result with 10th grade English students” are much more compelling than “Improved productivity”, “Engaged in professional development” or “Improved student achievement scores”. 





Objective


	You are applying for a classroom teaching position with Memphis City Schools and your objective should reflect that.  You should also list the grade level and subject(s) in which you are pursuing a position.  Avoid vague, overly wordy or complicated objectives.  Objectives shouldn’t reference other positions (insurance salesmen, assistant principal, etc.) or refer to future career objectives (school administrator, instructional facilitator, etc.).





Formatting


	Fonts should not be hard-to-read in either style or size.  If you are using small fonts in an effort to fit information on 1-2 pages, then you still have editing to complete.  Resume reviewers prefer resumes that are clear, concise and easy to read over those that have a wealth of hard-to-read information.  Don’t overuse bolding, borders, graphics, italics or underlining and concentrate on using as few different fonts as possible. 





Sell Yourself


	Use your resume as a chance to highlight real accomplishments.  Teaching positions are competitive and your resume is a chance to demonstrate what makes your unique or sets you apart from your competition.  General information about your education and work history won’t catch anyone’s eye.  Highlight times you significantly improved student achievement or produced changes within an organization.  





Name


	Do not forget to include your name, contact information (including email address) at the top of your resume!





Keep it Current


	Your resume should be up to date.  Ensure that any jobs that you have listed with a date ending in “present” are accurate.  You should avoid listing any accomplishments or work history from high school in a professional resume.   





Target the Position


	Make sure that any teaching or educational experience is described more completely and fully than other experiences.  If you are transitioning into a career in education, list positions and skills that relate to or are transferable to the classroom.
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	Preparing for interviews requires a significant time commitment and is one of the most important parts of job seeking.  You should prepare not only for the logistics of the interview, but also begin reviewing and practicing responses to potential interview questions.  If you are new to teaching, you must be able to demonstrate a basic understanding of lesson-planning and classroom management techniques.  For a list of excellent resources on these skills, consider reviewing the books and other resources provided in our New Teacher Pool newsletters.  These newsletters contain information both on general techniques as well as subject-specific resources.


	There are several great web resources that provide dozens of potential interview questions—some you may want to consider asking of the interviewer and others will provide insight into the qualities and characteristics that many administrators are looking for in new hires.


Educational and Career Services Offices of the University of Illinois


� HYPERLINK "http://www.ed.uiuc.edu/ecso/interviewing.html" ��http://www.ed.uiuc.edu/ecso/interviewing.html�


This site provides typical interview questions asked of potential K-12 teachers as well as a list of topics to help candidates build their own questions.





National Middle School Association


� HYPERLINK "http://www.nmsa.org/portals/0/pdf/member/job_connection/first_teaching_interview.pdf" ��http://www.nmsa.org/portals/0/pdf/member/job_connection/first_teaching_interview.pdf� 


This article provides a comprehensive look at preparing and practicing for your first teaching interview.  





Education World


� HYPERLINK "http://www.education-world.com/a_admin/admin/admin222.shtml" ��http://www.education-world.com/a_admin/admin/admin222.shtml�


You can find a list of thirty questions that administrators love to ask candidates during an initial interview at this site.





� HYPERLINK "http://www.education-world.com/a_admin/admin/admin396.shtml" ��http://www.education-world.com/a_admin/admin/admin396.shtml�


From the administrator side of Education World, this site is provided for administrators seeking questions for their interviews.  It lists 50 common questions that administrators ask potential candidates.





� HYPERLINK "http://www.education-world.com/a_admin/admin/admin222.shtml" ��http://www.education-world.com/a_admin/admin/admin222.shtml�


An excellent compilation of general advice from principals to job seekers.  It includes information on putting together portfolios and how to answer difficult questions.





� HYPERLINK "http://www.education-world.com/a_admin/admin/admin071.shtml" ��http://www.education-world.com/a_admin/admin/admin071.shtml�


This page provides great quotes and insight from current administrators into specific qualities that they are looking for in new teachers.

















Know the place and time of the interview and plan to arrive 10-15 minutes early.  It’s perfectly acceptable to call the school or location and ask for directions.  


Dress professionally and conservatively.


Greet the interviewer by title (Dr., Ms., Mr., Principal) and last name if you are sure of the pronunciation. 


Shake hands firmly, make direct eye contact and smile.


Bring copies of your resume.


Prepare by reviewing and practicing responses to potential interview questions.


Be yourself.  You want to ensure this is a good match, so don’t misrepresent yourself.


Make eye contact throughout the interview.


Wait until you are offered a chair before sitting.


Introduce yourself to each person if there are several people in the room.


Try and remember the names of your interviewers.


Listen carefully to each question asked and answer all parts of the question.


Feel free to take notes.


Be honest.  While you want to present yourself in the best light possible, you should be honest about past challenges to ensure you are not offered a position that you are unprepared to handle.


Take time to think through your response before you answer.  If you need a moment to think, let your interviewer know.


Pace your response and make sure you are not talking too quickly.


Follow your interviewer’s lead.


Clearly end each of your responses.


Stress your achievements.


Conduct yourself as if you are determined to be offered the position.


Be prepared to ask questions.


Send thank-you notes.


Review the interview; what went well, what you weren’t prepared for etc. to better prepare for a future interview.
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DO:
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DON’T:
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Wear perfume or cologne


Lie or misrepresent your past.


Press for an early decision.


Show that you are discouraged or are no longer interested.


Ask for an evaluation of your interview performance.


Make derogatory remarks about past employers.


Over-answer questions.


Comment on political or controversial issues.




















In closing …

















Company Name


Street Address


City, State 00000





















































