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If this is your first 
time applying to the 
school district, press 
“Start”.

If you’ve already 
begun an application 
to the school district, 
you can choose 
“LogIn” to resume 
your application.



Once you start an application, the first step will be personal information. 
Use a personal email address that is simple and professional, since your 
Montclair email will expire after you graduate.



After you input your personal information it will “unlock” the other 
sections to your application that you can see on the left hand side.



In the “Vacancy Desired” portion you can choose more than one 
position to apply to. You can check off as many positions that you are 
qualified for/interested in.



“Vacancy Desired” are positions that they are currently hiring for. 
“Position Desired” is for vacancies they may have in the future. You may 
also choose as many that are applicable to you and your certification.



For your experiences, make sure you are putting your most current position at 
the top (similarly to a resume). Also, be sure to ask your employers prior if you can 
put them down as a reference. There is a separate tab for Student Teaching, so no 
need to include that in this section.



This is where you can include your student teaching experiences. Add as much 
detail here as possible, and again, if you can get your field supervisor to be a 
reference for you this would be a great person to ask, as they can really speak 
about you as a teacher.



When listing your educational background, list your most recent education first. For 
example, if you are completing your Bachelor’s degree you would list that first and 
make sure to include your expected graduation date.



Include your GPA if above a 3.0. It isn’t a required field to complete, 
so it is up to you to decide if you want to include it or not depending 
on if you feel that your GPA will help your application.



You are not nationally board certified. If you’re applying for jobs in your last semester, 
you do not currently hold a certification, however your CEAS is anticipated after you 
graduate.



If including extracurriculars, make sure they are ones that you 
participated in during college not high school.



Pay close attention to what they ask here, as different school districts may ask 
different questions regarding if you are “Highly Qualified”. You are Highly 
Qualified though Praxis, coursework, and/or by completing the Teacher Education 
program at MSU, but you have not obtained a HQ status through a school district 
yet.



When answering essay questions type it out into Word or Google Docs 
first. Many applications repeat questions so having a cope of your answers 
is helpful. It also allows you to do a spell and grammar check. 





You are able to put multiple references, but at least one is required. While a 
Reference letter isn’t required for this district, some districts do require one so 
make sure to ask someone in advance if they would write one. Reference letters 
are typically uploaded in this section or the “Supplemental Materials” section.



Supplemental materials can vary based on the district/position. Since you do not 
currently have your certification you can upload a PDF document that explains in 1-2 
sentences that you are graduating in xxx month and expect to have a certification in xxx 
month. You can also request a PDF letter from the Center of Pedagogy indicating that 
you are on track to becoming certified by writing to clinicalinternships@montclair.edu



Here’s a chance to say anything that wasn’t already asked of you in your 
application that makes you stand out.



The previous steps before you confirm your application are straightforward 
questions about yourself. Once you get to the confirmation page it will tell 
you if anything required is missing from your application. 



Some Final Tips

● You do not have to finish your application once you start it. You 
can save it as a draft at any time and return back to it to 
continue editing it.

● Your application will be saved for a certain amount of days 
(typically around 30 days). This is the amount of time you have 
to fully submit your application.

● It can be helpful to keep an ongoing list of what jobs you have 
started an application for and submitted.


