
 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ {ǘŀǘǳǎκWƻōǎέ ōǳǘǘƻƴ όмύ ŀǘ ǘƘŜ ǘƻǇ 

ƻŦ ǘƘŜ ǇŀƎŜΦ  ¸ƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ά!ǇǇƭƛŎŀǘƛƻƴ {ǘŀǘǳǎέ ǘŀō ŦƛǊǎǘΦ  hƴŎŜ ȅƻǳ ƘŀǾŜ ŘƻǳōƭŜ-checked your 

application, read the disclaimer (2), and click the ά!ŎǘƛǾŀǘŜ !ǇǇƭƛŎŀǘƛƻƴέ ōǳǘǘƻƴ όоύΦ  ¢Ƙƛǎ ǿƛƭƭ ƳŀƪŜ ȅƻǳǊ 

application visible to the placement administrator, who will review your application and make it visible 

to the Teach Philadelphia member schools. 

Please make sure that the following portions of your application are complete BEFORE you activate your 

application: 

1) Preparation (Education) ς Please list the specific institutions and degrees earned. 

2) Experience summary 

3) Experience in education or other work experience 

4) At least 3 references 

5) Preferences 

6) Answer district questions 

7) Upload a copy of your resume/Send your resume to EdZapp for scanning 

  



 

²ƘŜƴ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ŀŎǘƛǾŜΣ ǘƘƛǎ ǎŎǊŜŜƴ ǿƛƭƭ ǎŀȅ ά¸ƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ !/¢L±!¢95 ŀƴŘ ±L{L.[9 ǘƻ 

¢ŜŀŎƘ tƘƛƭŀŘŜƭǇƘƛŀέ όмύΦ 
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To view ŎǳǊǊŜƴǘ ƻǇŜƴƛƴƎǎ ŀǘ ¢ŜŀŎƘ tƘƛƭŀŘŜƭǇƘƛŀ ƳŜƳōŜǊ ǎŎƘƻƻƭǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ǳǊǊŜƴǘ hǇŜƴƛƴƎǎέ 

tab (1).  You will see a list of the positions (2).  In order to read a full job description, click on the 

name of the position you are interested in (3). 
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You will see a full job description (1).  You can e-mail this job to a friend (2).  You may also apply to 

ǘƘŜ Ǉƻǎƛǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άŀǇǇƭȅ ƴƻǿέ ōǳǘǘƻƴόоύΦ 
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3 

2 



 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά!ǇǇƭȅ bƻǿΣέ ȅƻǳ Ƴŀȅ ǎŜŜ ǘƘŜ ƴƻǘƛŎŜ ŀōƻǾŜΣ ǘŜƭƭƛƴƎ ȅƻǳ ǘƘŀt you need to provide 

ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ōŜŦƻǊŜ ȅƻǳ Ŏŀƴ ŀǇǇƭȅ ǘƻ ǘƘŜ Ƨƻō όмύΦ  /ƭƛŎƪ ƻƴ ǘƘŜ άŎƻƴǘƛƴǳŜέ ōǳǘǘƻƴ όнύ ǘƻ ǎŜŜ 

what information you need to add to your application. 

2 
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In this screen, you can see the information that is missing from your application.  Information in the 

άwŜǉǳƛǊŜŘέ ǎŜŎǘƛƻƴ όмύ Ƴǳǎǘ ōŜ ŎƻƳǇƭŜǘŜŘ ƛƴ ƻǊŘŜǊ ŦƻǊ ȅƻǳ ǘƻ ǎǳōƳƛǘ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴΦ  LƴŦƻǊƳŀǘƛƻƴ 

ƛƴ ǘƘŜ άwŜŎƻƳƳŜƴŘŜŘέ ǎŜŎǘƛƻƴ όнύ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǘƻ ōŜ Ŏompleted, but we strongly recommend it.  

CƛƴŀƭƭȅΣ ȅƻǳ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ ǇǊƻǾƛŘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ά!ŘŘƛǘƛƻƴŀƭέ ǎŜŎǘƛƻƴ όоύΣ ōǳǘ ȅƻǳ Ƴŀȅ 

provide any information that you would like a potential employer to see.  In order to make your 

application complete, ŎƭƛŎƪ ƻƴ ǘƘŜ ƛǘŜƳόǎύ ƛƴ ǘƘŜ άwŜǉǳƛǊŜŘέ ǎŜŎǘƛƻƴ ǘƘŀǘ ŀǊŜ ƭƛǎǘŜŘ ŀǎ ƛƴŎƻƳǇƭŜǘŜ όпύΦ 
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You will see a pop-up box (1) of the section(s) that you need to complete. 

1 



 

9ƴǘŜǊ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴΣ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜ ǘƻ wŜǎǳƳŜέ όмύΦ  hƴŎŜ ȅƻǳǊ information has been saved, 

ŎƭƛŎƪ ƻƴ άwŜǘǳǊƴ ǘƻ /ƘŜŎƪƭƛǎǘέ όнύΦ 

  

1 2 



`

 

The section that you just completed should now appear in green (1).  Complete any other sections that 

are required, but incomplete.  You may now apply for the job.  You may either submit with cover letter 

(2), or simply submit your application (3). 
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We recommend that you cut and paste your cover letter into the field above (1) from a word processing 

program so that you can spell-check and review it.  Once you have completed the cover letter, click on 

ά{ŀǾŜ ŀƴŘ /ƻƴǘƛƴǳŜέ ό2). 
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LŦ ȅƻǳ ŎƘƻǎŜ ƴƻǘ ǘƻ ǎǳōƳƛǘ ŀ ŎƻǾŜǊ ƭŜǘǘŜǊΣ ŀƴŘ ǎƛƳǇƭȅ ŎƭƛŎƪŜŘ άǎǳōƳƛǘέ ƻƴ ǘƘŜ !ǇǇƭƛŎŀǘƛƻƴ /ƘŜŎƪƭƛǎǘ ǇŀƎŜΣ 

you will be taken to this screen.  Once you have finished your cover ƭŜǘǘŜǊ ŀƴŘ ŎƭƛŎƪŜŘ ƻƴ ά{ŀǾŜ ŀƴŘ 

/ƻƴǘƛƴǳŜΣέ ȅƻǳ ǿƛƭƭ ōŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǘŀƪŜƴ ǘƻ ǘƘƛǎ ǇŀƎŜΦ  ¸ƻǳ ǎƘƻǳƭŘ ǊŜǾƛŜǿ ǘƘŜ ǘŜǊƳǎ ƻŦ ǳǎŜ ǎǘŀǘŜƳŜƴǘ 

όмύΦ  LŦ ȅƻǳ ŀƎǊŜŜ ǘƻ ǘƘŜ ǘŜǊƳǎ ƻŦ ǳǎŜ ǎǘŀǘŜƳŜƴǘΣ ŎƭƛŎƪ ƻƴ ά!ŎŎŜǇǘ ŀƴŘ /ƻƴŦƛǊƳ !ǇǇƭƛŎŀǘƛƻƴέ όнύ ǘƻ 

continue. 
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¸ƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ǘƘŜ Ƨƻōǎ ǘƘŀǘ ȅƻǳΩǾŜ ŀǇǇƭƛŜŘ ŦƻǊ ŀǇǇŜŀǊ ƛƴ ŀ ƭƛǎǘ όмύ ƻƴ ǘƘŜ άWƻōǎ !ǇǇƭƛŜŘ ¢ƻέ ǘŀōόнύΦ  

You may review the job description by clicking on the position title (3).  You may review and edit the 

answers you provided to the questions for this job (4).  You may review and edit the documents that you 

submitted (5).  You may review and edit your resume as it was submitted to the job (6).  And you may 

review and edit the cover letter that you submitted to the job (7).  Finally, if you decide that you no 

ƭƻƴƎŜǊ ǿŀƴǘ ǘƻ ōŜ ŎƻƴǎƛŘŜǊŜŘ ŦƻǊ ǘƘŜ ǇƻǎƛǘƛƻƴΣ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ άǿƛǘƘŘǊŀǿέ ǘƻ ǿƛǘƘŘǊŀǿ ȅƻǳǊ ŀǇǇƭƛŎŀǘƛƻƴΦ  

/ƭƛŎƪ ƻƴ ǘƘƛǎ ǘŀō όнύ ŀƴȅǘƛƳŜ ǘƘŀǘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǊŜǾƛŜǿ ǘƘŜ Ƨƻōǎ ǘƘŀǘ ȅƻǳΩǾŜ ŀǇǇƭƛŜŘ ǘƻΦ  ¸ƻǳΩƭƭ ŀƭǎƻ ōŜ 

able ǘƻ ǎŜŜ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ǘƘŜ Ƨƻōǎ ǘƘŀǘ ȅƻǳΩǾŜ ŀǇǇƭƛŜŘ ǘƻ όуύΦ 
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