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INTRODUCTION
The independent school market reaches its peak in February and March. Public schools begin hiring in March 
and continue on through Labor Day. The greater the shortage of teachers, the earlier a district is likely to 
recruit. In fact, many of the best openings occur right before the start of school. Nevertheless, you can begin 
your search early by thinking about the kinds of places you want to work and researching these.  Here is a 
timeline and some tips on conducting an effective job search.

DECEMBER
Private and independent schools will begin advertising fall openings; the numbers of openings will peak late 
February and March.  Register with an agency if you are geographically mobile.
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JANUARY
Assemble your job search credentials: resume, 
cover letters; portfolio; and identify people to serve 
as references.  These are individuals who can speak 
to your abilities as they relate to teaching.  Certain-
ly your student teaching supervisor is an excellent 
reference.  Perhaps a principal or other supervising 
teacher would be number two.  The third reference 
could be a faculty member at UNF who has worked 
with you and can speak to your academic skills 
and abilities.   Talk with these individuals, let them 
know your job search plans, and ask them if they 
would be comfortable serving as your reference.  
Ask them if they would also write letters of refer-
ence when needed. Provide them with copies of 
your resume and an outline of your major accom-
plishments.  Keep them informed throughout your 
job search.

FEBRUARY
Begin to identify potential employers. Determine 
the geographic area or areas that you plan to target 
for applications and draw a circle on a map.  Iden-
tify all the schools within that circle that you would 
like to work for and create a list of names, address-
es, phone numbers, and web addresses.  

MARCH
Research potential employers. Use the web pages 
or simply call on the phone and identify key contact 
people.   Identify the contact person in the Human 
Resources Office but also be sure to identify the 
Principal for each school that interests you.  Human 
Resource staff members will process applications for 
multiple schools within a district while the Principal 
makes decisions regarding his/her school. During 
your search you will be contacting both.

APRIL: 
Public schools begin their recruiting efforts in March 
and will continue right into the start of school in 
September.  Start filling out applications on line and 
sending them into your targeted schools.  Be sure to 
send a cover letter and resume to the principals of 
the schools that interest you.  Attend the UNF Educa-
tion Job Fair and speak with recruiting representa-
tives from numerous school districts.  Collect busi-
ness cards and follow-up after the fair.  

MAY/JUNE/JULY 
Employers will expect you to conduct yourself profes-
sionally in all aspects of the job search.  This includes 
your letters, resume, references, phone conversations 
and personal contacts.  It is important to keep accu-
rate records of all activities and contacts including:
 • Name of organization
 • Contact name and job title
 • Address and phone number
 • Date of contact
 • Referral source
 • Summary of contact and
    recommended follow up
Managing your time is another important aspect of a 
job search.  If you are currently in school, the amount 
of time available to job hunt may only be 10% of your 
week.  However, can you increase this amount?  And, 
when you’ve graduated , this amount should signifi-
cantly increase.  Look at your time realistically and set 
aside large blocks of time free from interruptions to 
work on your job search campaign.  

“Employers will expect you to conduct yourself 
professionally in all aspects of the job search”



4 | THE EDGE

AUGUST
Talk with your friends, family members, faculty, 
administrators, students, supervising teachers, and 
other people you come in contact with and ask 
them if they would help you with your job search.   
Let them know your job search plans and show 
them the list of potential employers and ask them 
if they have any contacts within that school.  If so, 
be sure to “name drop” in your cover letter and use 
that relationship to open some doors.  For example: 
“Dr. Smith suggested that I contact you regarding 
a teaching position with your school......”     Ask 
your network contacts to keep their “eyes and ears 
open” for potential openings.

SEPTEMBER
Many school districts still hire teachers one to two 
weeks into the new school year.  So don’t give up 
and keep following-up with your contacts.   If you 
do not have a permanent position, try to get on the 
substitute list.  It wlll give you an opportunity to 
become known in the school by the principals.  

OBTAIN INFORMATION ABOUT CERTIFICATION 
REQUIREMENTS
Using the website or through direct contact with 
the certification office of the state or states you are 
targeting, obtain all information you need regard-
ing certification and testing requirements for that 
State.
  
CERTIFICATION/TESTING
If you wish to teach in public schools, you will need 
to think about certification.  Certification in Florida 
is a process of three steps:

1)Requirements for issuance of a 
Statement of Eligibility
2)Requirements for issuance of a two-year 
nonrenewable Temporary Certificate
3)Requirements for a five-year 
Professional Certificate

Some states grant temporary certificates in high 
need subject areas, and some offer “equivalency” 
certificates if the candidate has almost the ap-
propriate number of credits. Independent schools 
rarely care about certification; they are more inter-
ested in your subject matter knowledge.  Check the 
Career Services website for a listing of State Certi-
fication Offices.   A book listing State Certification 
Requirements is also available in the Career Library.

TESTING
Florida requires completion of its own exam.  There 
is only one exam required, but it is divided into 
three parts:

• Florida Professional Education Test
• College Level Academic Skills Test (CLAST)
• Subject Test for each subject shown on the   
   certificateOther non-required tests are  
   offered, including the Florida Educational 
   Leadership Exam (FELE) and the Florida 
   Teacher Certification Exam (FTCE) 

UTILIZE A VARIETY OF JOB SEARCH METHODS
A. DIRECT APPLICATION
Using website information or the Directory of Pub-
lic Schools, begin sending your resume and cover 
letters to principals of the schools on your contact 
list.  Be sure to indicate that you will follow-up by 
phone with the intent of setting up an interview.  
Use your record keeping, to keep track of who you 
need to contact and when.  

B.  JOB VACANCY NOTICES
1. The Internet and World Wide Web.  Surfing the 
web is another great way to identify employers and 
employment opportunities. Career Services has de-
veloped a web page that organizes many of these 
job search related links and helps you to navigate 
through the wide range of webpages and links. 
Check out our page at: http://www.unf.edu/dept/
cdc/info/edlinks.htm 
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2. Newspapers:  If you are moving to a specific city, 
consider subscribing to the local newspapers of 
that city.  A three month subscription for the Sun-
day edition costs very little.  When you read news-
papers, however, don’t just read the help wanted 
ads.  Review the local, regional, and business 
sections of the paper and you will discover which 
companies and organizations are new, which are 
expanding, and who might be potential contacts for 
you in your search.  Many newspaper ads can now 
be accessed through the internet.  
3. Career Services: Career Wings:  In order to by-
pass the want-ad route, employers post job open-
ings internally and will try to get applicants or refer-
rals from within the organization.  Many employers 
post their positions in Career Wings. 

C. PROFESSIONAL ASSOCIATIONS - Know what 
professional organizations you might wish to 
participate in that will allow you the opportunity 
to network with other professionals in your field.  
Check the National Trade and Professional Associa-
tion Directory or the Encyclopedia of Associations 
to obtain a list of professional organizations that 
provide services useful in a job search.  These ser-
vices usually include:

-Annual Conferences:  Associations often hold 
conferences in various regions of the country.  
Workshops, forums, panels and seminars are the 
main focus of conferences. Not only do conferences 
allow you to network with professionals in your 
field of interest, but many conferences will offer a 
placement service.  

-Meetings:  Most national professional associations 
have local and regional affiliations that conduct 
monthly, quarterly, or yearly meetings.  Check 
with the national association office for information 
on its local and regional groups.  These meetings 
are often held over lunch or dinner and provide 
an excellent opportunity for you to make contact 
with numerous professionals in your career field of 
interest.

-Publications:  Professional organizations often pub-
lish newsletters, journals, directories of members, 
etc. that contain not only job vacancy listings, but 
information about what is happening in a particular 
career field.  

Note:  Many professional associations offer student 
membership rates.  Consider joining a professional 
group before you graduate from the University of 
North Florida..  Membership includes receiving in-
formation on all of the above services.  You also will 
obtain a list of members that can be prospective 
contacts for you in your job search. 

D.   JOB FAIRS:  School Districts will often partici-
pate in local, regional, or statewide job fairs.  These 
fairs usually are large and can be somewhat imper-
sonal.  However, they provide an excellent oppor-
tunity for you to meet with many employers in a 
short amount of time.  Interviews that occur are 
usually short and used for screening purposes.  

Education Job Fair: Sponsored by Career Services 
is held at the University Center in April.  School 
Districts participate to speak with UNF teacher 
candidates.

HELPFUL JOB SEARCH TIPS
*Whenever possible, deal directly with the person 
who will be doing the hiring for the job you want.  
If you know the person’s name you can address 
all correspondence to his/her attention and when 
you follow up on the phone you will be able to deal 
directly with the appropriate person.  You can then 
avoid going through channels or around in circles 
to get to the right person.  The logical sequence for 
making contacts is:

1. Send a cover letter and resume
2. Follow up on the phone and ask 
for an interview
3. Continue follow ups if the first effort is 
unsuccessful
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4. Interview for information or selection
5. Send thank you note for information, 
help, or an interview.
6. Follow-up

*Be prepared for rejection. Don’t take rejection 
personally.  Hirings are often political or are more 
complex than mere personalities.  Don’t waste your 
time and energy worrying over jobs you don’t get.
*Be flexible. If you have your sights set on a par-
ticular field, pursue it with a passion!  But if after a 
reasonable period of time you can’t nail down the 
job you want, try something else.  Make a career 
detour with the idea of returning to your original 
goal at a later date.

*Be patient.  A good job will be worth the wait.  
Don’t panic.  If you are organized and systematic, 
things will fall in place for you.

*Be persevering. Don’t sit at home and wait for the 
phone to ring.  Show you’re initiative and interest 
by periodically making contact.  Work at your job 
search every day.  Don’t take the easy way out and 
miss an opportunity for an employer contact.

*Develop a support network.  Involve your family 
and friends in your job search.  They can help you 
when you are down and share in the good times 
as well.  Don’t isolate yourself.  If you know no one 
in your new location, join in activities where you 
will meet people.  Look for “job hunters support 
groups.”

*Be enthusiastic. It is contagious.

* Have faith in yourself and your abilities.

Note:  Many schools/school districts are still hir-
ing teachers 1-2 weeks into the new school year.  
Be persistent and continue to follow-up with your 
contacts and the hiring person within your targeted 
schools. Once the school year begins, if you still 
don’t have a teaching position, consider working as 
a substitute teacher to “get your foot in the door” 
and to gain more experience.   While subbing, con-
tinue your job searching and networking activity.
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