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Educational Resume  

Your resume is the first impression given to prospective employers.  
It should be neat and professional.   

 

The Education resume format was created by the MSSU Education Department in cooperation 
with area superintendents. The format is designed to provide all requested information. 
 
 

Letter Head: 
 List name, address, and phone number  

 Have a professional voicemail recording and answer the phone professionally 
 Include e-mail address (professional address, not hotbabe@zyx.com) 
 Use the same letterhead on your cover letter and resume  
 

Sections: 
 Professional Goal 

 Briefly describe what grade level and subject you want to teach 
 Education 

 List chronologically, most recent first 
 List name of college, year completed, and degree (leave off high school) 

 List your GPA if it is a 3.0 or higher 
 If your major GPA is higher, use that with a label (Major GPA:___) 

 Professional Experience 
 List chronologically with most recent first (this can include unpaid experience) 
 Include name of school, school district, semester completed, title, name of supervisor, 

supervisor’s title and phone number 
 

 Related Work Experience  
 List chronologically with most recent first (this can include unpaid experience) 
 Include name of organization, dates employed (month and year only) 
 Include position title, supervisor, supervisor’s title and phone number  

 

 Other Work Experience  
 Include non-related positions if they demonstrate key skills  

 

 Awards and Honors 
 List any collegiate awards (especially related to your major or profession), date 

received, and reason for award (briefly) or significant scholarships 
 

 Professional Development Activities 
 List any related conferences you have attended, including name of conference and 

semester attended 
 Activities, Athletics, and Team Activities 

 List organizational and professional memberships (student organizations count), 
offices held or committee chaired, date (range if more than one year)  

 
 
 
 
 

When applying for a position by e-mail or online be sure to submit all documents as pdf files. 
 

Build your resume and cover letter online with Optimal Resume. 
Choose Student/Alumni then Optimal Resume at mssu.edu/career 



MARTHA EDUCATION 

3950 East Newman Road • Joplin, MO 64801 
417-625-9343 • Education-m@mssu.edu 

 

PROFESSIONAL GOAL 
To teach middle school or high school math 
 

EDUCATION 
Missouri Southern State University                  Joplin, MO 
Bachelor of Science in Education            Anticipated Graduation: May 2013 
Major: Secondary Education - Math 
Certification: 6 - 12 Math 
 

PROFESSIONAL EXPERIENCE 
Joplin High School, Joplin R-8 School District                             Spring 2012 Semester 
Student Teacher, Math 
Susan Jones, Cooperating Teacher, 417-625-5210 
 
Carl Junction High School, Carl Junction R-1 School District                     Fall 2011 Semester 
Junior Internship, Math 
Joe Thomas, Cooperating Teacher, 417-619-7022 
 
Webb City High School, Webb City R-7 School District                            Spring 2011 Semester 
EDUC 200 Observation, Math and Science 
Bill Taylor, Cooperating Teacher, 417-206-3343 
 

RELATED WORK EXPERIENCE 
Sylvan Learning                            August 2011-Present 
Math Tutor  
Connie Anderson, Manager, 417-625-2343 
 

OTHER WORK EXPERIENCE 
Family Video                            August 2010-August 2011 
Sales Clerk 
Jane Doe, Manager, 417-555-5555 
 

AWARDS AND HONORS 
Dean’s Honor Roll (Five Semesters) 
MSSU Math Department, Outstanding Student Teacher, 2011 
 

PROFESSIONAL DEVELOPMENT ACTIVITIES  
Missouri International Reading Association State Conference                Fall 2012 
Missouri Council for Exceptional Children State Conference           Spring 2011 
National Council of Teacher in Mathematics National Conference                      Spring 2011 
Missouri Southern State University Early Childhood Conference                          Fall 2010 
 

ACTIVITIES 
Student National Education Association, President 
Kappa Delta Pi, Treasurer 
Technology In Education (TIE) Organization, Member 
TEACH (Teachers of Elementary Age Children), Member 

This document serves as a reference and format guide.  

It is important to change the wording to make your resume unique to you.  


