
Writing 
your CV



The curriculum vitae (CV) is perhaps the most important document for a 

candidate and an employer. References and employment forms aside, it is 

the CV that makes the first impression. 

There has long been CV templates available, and many universals 

work well when applying for a teaching job, however, what can you do to 

stand out from the crowd?

A quick Google search will bring up a list that starts with the importance 

of someone’s name, address, and contact details. Do so but avoid 

over-emphasising this information. After all, you are likely not going to 

secure a job because of your name or the street you live on. You will only 

end up detracting the reader’s eye from more engaging or essential 

information. Avoid oversized fonts and graphics. If your name and address 

take up ¼ or ½ a page, you are making a mistake.



The Executive Summary
 

We recommend, early in the first page to include a snapshot of your key 

skills and experience. This snapshot can be bulleted and include:
 
 

•   Y our subject areas and the age group/s you have taught 

or are trained to teach

•   The curriculum(s) you are versed in

•   Extra-curricular activities

•   School type

•   Years of experience

•   Licensing Number

 

The best teaching CVs are those that make it quite easy to immediately 

determine whether there is a subject and age group match. Make it easy for 

schools to also identify your extracurricular, curriculum and school type. This 

information may not have been on the job advertisement, but we all know the 

importance of curriculum, sports, the arts, and other extracurricular activities 

to schools.  

 

Cultural alignment usually comes at the interview stage but if you are applying 

for a certain school type and have worked in a similar school it is wise to list 

this too. Though not always listed in advertisements, schools may be on the 

look-out for a certain level of experience. Having this in your executive 

summary will help you stand out.

 

Finally, add to the list your teacher registration(s) type and number. Be crafty 

and hyperlink the number to the licensing provider’s online portal. This is 

especially important if you are applying for jobs from interstate and 

internationally and made the wise choice to get your teachers licensing 

registration in order. If they see you are not local it is easy for an employer to 

assume it will take time to get registered. Don’t make it easy for an employer 

to count you out.



Employment History

Order your employment history so they are listed from most recent to most 
distant. For each experience enter:

Profiling the school in one or two sentences is not required if you are applying 
for a job within the same state but if you are applying interstate or are applying 
from overseas, it is important that you share information about the school. 
If you have worked in a school like the school you are applying to, make that 
known in a simple profile. 

An example of a school profile is:
SchoolHouse is a coeducational independent school ranging from Prep to Year 
12. Non-denominational, the school has a long history of providing outstanding 
holistic education. (www.the-schoolhouse.com.au)
 
As you can see in the above example it clearly states the type of school. Include 
a link to the school’s website too. This is another example of how you can 
present yourself as a cultural or organisational match to the school to which you 
are applying.

If you are very experienced, we recommend including all your past teaching 
experiences. Cutting out experiences can raise alarm bells for a prospective 
employer. It may mean your CV is longer but that is ok. A resume is short, but 
your teaching CV can be longer.

January 2022 to present
The SchoolHouse Education Australia

 
Responsibilities

• Physics Teacher (Year 11 and 12)
• Science Teacher (Year 7 to 10)

• Year 7 Coordinator
• Junior boys’ basketball coach

• School basketball academy coordinator



Education and Training

Be sure to include all your training from most recent to most distant. It should 

look something like this:

2000-2004

Bachelor of Education (Secondary English and History)

SchoollHouse University

If the CV is getting too long for your liking, you can condense by formatting 

and spacing. See the SchoolHouse template to make it easier.

Affiliations and Registrations

As there are plenty of affiliations and registrations that are relevant to education, 

this is your chance to list them. Don’t force it. Make sure they are relevant, and 

it does not hurt to add in your teachers licensing information again especially if 

there is more information about it.

Teaching Statement

Often found in the first page of a CV or in the cover letter, we are strong 

advocates for having your teaching statement in the CV. It ties a nice bow 

around everything presented to this point and allows you to put a personal 

stamp on your document.

Consider your X factors; that is, what makes you a great teacher. What impact 

have you brought to schools and students so far? Why do you teach? Once you 

get going this could turn into quite a long statement. Keep it sharp. The many 

principals we work with value seeing statements that are pithy.



Reference Details

Referees need to be someone in a position of management and leadership. Your 

current and past Principals are ideal. Deputy Principals are suitable as are Heads of 

Department but always try to include at least one Principal. In the case of beginning 

teachers, your preservice mentors are suitable.

 

Confidentiality is important to many experienced teachers wanting to keep their job 

applications on the down low. It is acceptable to include a statement that referees will 

be made available upon request or ahead of interview. If you are happy to include your 

referees, please note you must speak to your referees to ensure they are aware and 

accepting. It is awkward for a school (and our recruiters) when a referee is surprised 

to be a referee.

 

With this deep dive we highly recommend spending time to create a truly education 

suitable CV. There are many experts available to help you including the SchoolHouse 

marketing and recruitment team. Our CV template is available for you to download 

and customise to you. Our team can also spend time with you and help create it for 

you, at no cost to you.

 

Now get busy designing your new CV. 

Let it help you stand out from the crowd!


