SAMPLE STUDENT
Palatine, IL 60067 | 847-555-1212 | samplestudent@gmail.com 

SUMMARY 
TESOL (Teaching English to Speakers of Other Languages) Certificate graduate with volunteer and practicum teaching experience to support English language learners individually, in small groups and in classroom settings. Knowledge of second language assessment and acquisition, teaching methodology, education standards and topics of culture and diversity. Strong communication, interpersonal, creativity, and management skills. Fluent in English, Spanish and Russian.

EDUCATION
Harper College, Palatine, IL
TESOL Certificate								Expected May 20xx
Relevant Coursework
· Introduction to Languages and Linguistics
· Language and Culture
· Methods of Teaching English as a Second Language
· Introduction to Pedagogical Grammar
· Second Language Acquisition (SLA)
				
TESOL PRACTICUM								October 20xx – December 20xx
· Observed academic English as a Second Language (ESL) classes in the ESL/Linguistics Department 
· Met with professor weekly to discuss ESL teaching principles and best practices 
· Planned and taught ESL lessons to adults in the academic ESL program under the guidance of the ESL instructor and Practicum professor
· Wrote ESL teaching philosophy and created a teaching portfolio 

SKILLS
Microsoft Office: Word, Excel, PowerPoint, Outlook	
Fluent: English, Spanish and Russian

EXPERIENCE 
L&M Associates, Palatine, IL
Administrative Assistant							May 20xx – Present
· Perform clerical duties including filing, scanning and organizing documents
· Review, prioritize and respond to incoming emails in a timely manner
· Manage company calendar which includes scheduling appointments and sending reminders
· Collaborate with team members to ensure deadlines are met and client needs are promptly addressed

Healthcare Clinic, Schaumburg, IL						
Receptionist									October 20xx – May 20xx
· Greeted and directed patients to appropriate treatment room
· Scheduled patients in-person and by phone and explained cost of care
· Ensured patient privacy protocols were followed in accordance with clinic policy and HIPAA requirements
· Managed supply inventory and recommended needed purchases 

VOLUNTEER EXPERIENCE
Read to Learn, Arlington Heights, IL						February 20xx – Present
· Work one-on-one with adult learners to practice conversations in English
· Assist with homework, phone calls, and completing applications and other documentation 
· Support and lead English conversation groups and small-group English classes

ACTIVITIES
Harper College, Palatine, IL
International Students Association - Member					August 20xx – Present
Aspiring Educators Club	 - Member						August 20xx – Present
