Jane Smith
123 Main Street 
Washington DC, 12312 
123-123-1232 
Jane.Smith@home.net

	EDUCATION

	Master Degree of Education 

	University of Mary Washington, College of Graduate and Professional Studies, Fredericksburg, VA, May 2005 

	Eligible for Virginia certification, English 6-12 

	Bachelor of Science in Business Administration, Concentration:  Accounting 

	Bowie State University, Bowie, Maryland, May 1984 

	  

	TEACHING EXPERIENCE

	Student Teacher, James Monroe High School, Fredericksburg, VA, Fall 2003 

	Joe Jones, Cooperating Teacher 

	· Taught two AP senior classes and two regular sophomore classes of up to 32 students 

· Developed units on “To Kill a Mockingbird,” and “Invisible Man” 

· Conducted a mock trail based on “To Kill a Mockingbird” 

· Assisted students in developing web sites for current authors 

· Assisted with the debate team and yearbook 

	Practicum, Spotsylvania Middle School, Spotsylvania, VA, Spring 2002 

	· Planned an interdisciplinary unit on the Victorian era 

	Substitute Teacher, DeLand Board of Education, Boston, MA, 1980-89 

	· Assigned to replace staff for both long and short terms 

· Gained recognition for flexibility, dependability, and organization resulting in much higher than average rate of calls of work 

· Successfully implemented existing original lesson plans to students 

	Volunteer Teacher, Garland Daycare, Boston, MA 1989-90 

	· Helped children explore interests, develop talents and independence, build self esteem, and learn how to behave with others in child-centered, child-directed environment 

	EMPLOYMENT EXPERIENCE

	General Manager, Finescaping, Inc. Dayton, OH (1998-Present) 

	· Trained staff on the financial management systems for accounts receivable, accountable payments, and financial control 

· Hired, trained, and motivated all employees 

· Consulted with administrators and staff to determine appropriate financial management software changes 

	COMPUTER EXPERIENCE

	Microsoft word, Power Point, Excel and Access 

	  

	COMMUNITY SERVICE

	Special Olympics Volunteer, Haverford, PA (1997-1999) 

	· Supported as assigned group throughout all games and meals 

· Participated as “Team Hugger” for two years, hugging participants at the conclusion of their events 


