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ADMINISTRATIVE/MANAGEMENT��
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HELPING��



Translating	Duties	to	Skills:	Worksheet	for	Educators��
��
Use��the��“What ��+��formula” ��
�	�����������������������������������ª��What ��did ��you��do��in ��this ��position? ��
�����������������������������ª��
��Why��was��the��task��important?��
What ��was��your��important? �s



PUTTING	IT	ALL	TOGETHER	
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CINDY	A.	SAMSON	
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EDUCATION	
Catawba	College� � � � � � � � � � � � � � � � � � � �
Bachelor��of��Arts,��Middle��School��Education,��May,��2019� � � � � � � � � � � � � � � �
�����������������������������ª����������������������������������
Relevant	Coursework�ª��Theories��of��Teaching��and��Learning,��Adolescent��Psychology,��Cultural��Geography,��Emerging��
Western��World,��and��Intro ��to��American��Politics,��Add��additional��courses��if��applying��to��specialized��positions��
��
RELEVANT	TEACHING	EXPERIENCE	
Cabarrus	Country	School	System,	Concord,	NC,	Spring	2016‐Present	
Substitute��Teacher��
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Central	County	Middle,	Salisbury,	NC	Fall,	2016‐	Spring	2017	
Student��Teacher,��Social��Studies��Education��
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RELATED	VOLUNTEER	EXPERIENCE	
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EDUCATION	



Writing	an	



COVER	LETTER	CHECKLIST	
��
Five	Second	Review:	Give	it	the	once‐over;	is	your	cover	letter:	
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5	Minute	Review:	After	further	reflection,	does	your	cover	letter:	
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