Job Search Guidelines 

for 

Principal Fellows 

by Dr. Karen Gerringer, 

(First Director of NC Principal Fellows)
In an effort to assist Principal Fellows in the search for employment as school-based administrators, I have put together the following guidelines.  They provide basic information about the steps to follow and what to expect from school districts, especially as related to the timeframe of the process.  These guidelines are based on my experience as a principal, a personnel director working with administrative candidates, discussions with many PFs now serving as administrators, and the results of a job search survey by recent PF graduates.

1.  Applications/Vacancies

· Determine how many and which school districts you will apply to; remember not to limit yourself too narrowly.  Even if you expect to obtain a job in your home or internship district (and may have been told you will have a position), it still is wise to have your application on file in other districts.  If you are not able to relocate for employment, determine what is a reasonable commuting distance for you and apply to districts within that distance.

· My recommendation is that you begin obtaining and submitting applications to school districts in January.  It takes some time to complete the applications properly, and you want to be on file in the district’s candidate pool by the time they begin screening interviews.

· Although the application/selection process is similar in most school districts, it always varies slightly from district to district – be sure you are thoroughly familiar with the application process and requirements for candidates in each district to which you apply.

· Generally you will be required to complete the school district’s application although many will accept the generic state application (available from the DPI website - www.dpi.state.nc.us/school_personnel_support/applicat.htm).  Most districts required the application to be submitted in hard copy due to the need for original signatures and, often, a writing sample.  However, some systems accept applications submitted electronically – you need to know what is acceptable in the districts where you apply.

· Prepare the application according to the directions; be sure it is complete, legible and accurate; don’t load it up with attachments or materials that are not required.  Remember that falsification of any information on an application is grounds for non-employment or for dismissal from a position later - when you sign an application it becomes a legal document.  Once you have submitted an application you must keep it current – if you have a change in phone number, address, name, etc., notify the district.  If they want to contact you for an interview, they must be able to get in touch with you!  Learn who handles the applications so you can ask for that person by name when you want to check on vacancies or on the status of your application.

· It is up to the applicant to learn where there are vacancies and to stay current as to the status of the vacancies.  School districts use a variety of methods to advertise available positions.  The most commonly used are postings to their website; telephone “hot lines;” hard copy listings of available positions posted at central administrative offices, individual public schools and schools of education (educational leadership departments); listings by professional organizations on their websites and in newsletters; classified ads in the local newspapers; and “word of mouth” from your professors and colleagues.  

· Network – network – network!  Network as much as possible with PFs and others you may know in the districts where you apply to learn about the district and to stay current on vacancies.

2.  Résumé

· Your résumé should be as complete and concise as possible.  A one-page résumé is ideal, but, if it must be longer, no more than two pages.  The professors in the MSA program and the career placement office on campus will have samples to use as a guide.
· Districts vary on whether they require a résumé; a good rule is to submit it as part of the application package even if not required.
· Always have copies of your resume available when you go for an interview should there be a request for a copy(ies) from those conducting the interview.
3.  Portfolio

· A portfolio can serve several purposes - a record of your training and experiences, the “corner stone” of your future administrative files, and a tool used by a district to assess your experiences and abilities in relation to administrative positions they have available. However, based on the survey of 2002 PF graduates, very few school districts asked to review the portfolio.
· The portfolio should be thought of as a working document.  You can continue to collect documentation of your professional growth throughout your career.  From the portfolio collection, you can select a few of the best pieces of evidence and create a short, focused presentation portfolio tailored to a particular job if a portfolio is requested.  A focused portfolio would emphasize different sets of skills for different jobs.
· My suggestion is that you have your portfolio ready and make it available to the interviewers if it is requested.  Some districts require principalship candidates to present a portfolio, even though one is not required for assistant principalship candidates.
4.  Preparing for the Interview(s)

· Preparing to interview for a position is the most important part of the entire process.  Preparation involves your self-assessment of what you have to offer as an administrator: your beliefs, your experiences and skills, your strengths and weaknesses, and your expectations of students, staff and the school as a whole.  The type of administrator you will be is the culmination of what you have been learning and developing for the last two years (as well as your past experiences) in the MSA program and internship – now you must be able to articulate all of that in an interview.  In the interview you should come across as confident, knowledgeable, and with a clear vision for education.  Keep in mind the districts basic source of information on you and your “match” for a position is your application and interview.
· Mock interviews with your colleagues and professors will help you feel more comfortable being asked questions and formulating your responses.  They also provide an opportunity for feedback on your style and how you come across in an interview.
· In the interview emphasize your experiences during the internship.  The full-time internship is one of the advantages you had as a PF and should have had a major impact on your development.  Be ready to give examples of work you did, experiences you had, outcomes achieved and lessons learned.
· “Know what you don’t know!”  Don’t be reluctant to say you haven’t had experiences in certain areas if you haven’t.  Do be ready to give ideas of how you will develop needed skills.
· The next most important step in preparation is learning about the district to which you are applying.  You should be familiar with the district/schools and the community in which the schools are located.  If you apply to districts with which you are not familiar, information can be obtained from the district’s school information office, the Chamber of Commerce, colleagues and other PFs who work in the district - network.
· Be prepared for a variety of settings and formats for the interview(s).  Most districts will hold preliminary screening interviews for administrative positions, with a team representing the district.  A screening interview will usually be relatively short, general in nature and will not focus on a specific position.  The interview team may range from two to six (or more) members and can be composed of the superintendent, associate superintendents, personnel director and/or principals.  Usually screening interviews are held well in advance of interviews for specific positions.  Many districts will begin conducting screenings as early as January or February.  It would not be unusual for an applicant to hear nothing further after the first screening interview until the spring or summer when specific vacancies have been determined; however it is up to the applicant to stay in touch with the district and to know the status of the process at any given time.
· Go on as many interviews as your can. Each one adds to your experience and helps you to be better prepared for the next one. You can learn a lot about a district from the questions that are asked.
· After the screening interview(s), the next step usually is to be interviewed for a specific position that has been advertised.  This interview will be more specific to the school/position available and will ask more in-depth questions of the candidate.  The team almost always includes the principal (and possibly the assistant principal and teachers) for whom the candidate will work.
· There does appear to be a trend among Principal Fellows that they are not required to have a formal interview for a specific position, especially if they performed their internship in their home district.  Districts seem to base the decision to make an employment offer on the internship experience; however, that varies from district to district, so don’t assume it will happen – be prepared!
· As you interview in different districts it is important to remember that you are, in essence, also interviewing the district.  You have the right to ask questions about the district/school - be prepared to ask for information you need to help you make a decision about a position.  You want to know if the district, and a particular school, is a good fit for your educational philosophy, beliefs and goals as an administrator.  Every job will not be a good match for you, but if you apply and interview with a district, be prepared – the job might be offered to you!

5.  Job Offer

· An offer of employment may be made immediately, or from several days to several weeks to several months after the final interview.  Keep in mind that school districts do most of their hiring after schools close for the summer and before the opening of school for the next year.  It is appropriate to stay in touch with a district to know if a decision has been made about a position for which you applied and interviewed.
· Job offers are usually made verbally, occasionally in writing.  Always inquire as to when the district needs an answer.  You should have some time to think about any offer that is made for an administrative position, but often the district will want a decision in a short period of time especially if it’s close to the time school will open.
· You should be prepared to deal with multiple offers from different districts.  This is a very real possibility and you need to be honest and straightforward with each district as to your preferences and plans.
· Know what should be included in an administrator contract and be sure you understand all of the terms of the contract before you sign on the dotted line and accept a position!
6.  Summary

· Be familiar with the application/interview process in each district to which you apply.

· Be prepared to articulate your beliefs, goals and skills as an administrator.

· Be sure the position you accept is a good fit for your skills and abilities.
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Attached is a list of sample questions that have been used in interviews for administrative positions - think about your responses to these questions.
Sample Interview Questions

What is your philosophy of education?

Why do you want to be a public school administrator?

Describe your style of leadership.  Give examples of leadership positions you have held in schools and results you have achieved.

Describe a situation in which politics entered into the educational environment.

What do you see as the difference between leadership and management?

What will be your strengths and weaknesses as an administrator?  Give an example of each.

How would your colleagues describe you?

What would you change in taking over a school as the principal?

How will you communicate with staff?  Students?  Parents?  Why?

How would you convince elementary teachers of your competence since your background is not in their area?  How would you convince high school teachers?

How do you recognize excellence in teaching when you are in a classroom?

What steps would you take to motivate a teacher(s) who is marginal?  What would you do if there were no improvement in performance?

How will you orient and support new teachers to ensure they are successful and stay in teaching?

How would you involve parents in the learning process?  In the school as a whole?

What do you think is the toughest aspect of student discipline?

What steps would you take to determine student achievement needs based on the ABC results for the school?

What experience have you had with programs for exceptional children?  What is your position on inclusion of EC students?

What are ways that technology can be used in school administration?

What will you do to ensure a safe environment for all students and staff while at school?

(over)

What is the role of the assistant principal?

What would you do if you did not agree with a decision made by the principal?

What are your long-term goals?  Where do you want to be in five years?  10 years?

What do you have to offer our school?

Expect some questions based on scenarios, i.e.: What would you do if________________?  The scenarios might include situations involving student behavior, teacher strategies/techniques, parent complaints, etc.

If interviewing for a principalship, you most likely will be asked to describe your vision for the school
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