Principal Position-South Texas ISD

	John Brown

300 Highway

San Benito, Texas 78456

(210) 111-1111


Certificates: Bilingual Certificate

                     School Counseling Certificate

                     Principal Certificate

Colleges Attended:

	Name Of School
	Location
	Degree
	Dates
	Major
	Graduation Year

	University Of Notre Dame
	South Bend
	B.A.
	75-78
	Bilingual Education
	1978

	Texas A&M
	San Antonio
	M.A.
	85-87
	School Counseling
	1987

	University Of Texas-SA
	San Antonio
	M.A.
	97-99
	Ed. Administration
	1999


Employment History:

Date:  07-2005 to Current

Name Of Employer: San Benito Independent School District 

Address: 6118 Avenue 

               San Benito, Texas 78210

               (210)-111-1111

Job Title: 9-12th grade Administrative Assistant/Counselor. 

Work Description: I am the current Administrative Assistant/ Counselor. I am responsible for all discipline, ESL, TOP, RPTE Online, and Sp.Education, TAKS/SDAA-TAKS-I assessment. I am also in charge of staff development for my school within school. 

Employment History:

Date:  07-2004 to 07-2005

Name Of Employer: San Juan School District – South Texas High School

Address: 1460 Road 

               San Jaun, Texas 78221

               (210)-111-1111 

Job Title: Summer School Principal-6-12th Grade/ 9th Grade Counselor. 

Work Description: I was the summer school 6-12th HS administrator at San Juan ISD. I was responsible for all district student summer PEIMS data, master schedule, ESY, Credit Recovery, and Tech-Prep program, Project Smart, Migrant, and TAKS testing for the July assessment. I presented workshops on Graduation Requirements, Novanet, PEIMS, transportation, food services, budgets, time sheets, NCLB requirements, and hired all summer school staff. I made sure that all students received information regarding credits, ESY, and TAKS.  The Following is a list of tasks that I have completed while employed as a summer school administrator:

Instructional Management

· Experience with Project Smart-Migrant Summer Program.

· Experience with STMRPC, RSCC- Dropouts, Attendance, Classes, and Schedules.

· Experience with TEA Guidance Record Keeping and program evaluation.

· Experience with small and large group counseling.

· Experience with Special Education ARD’s.

· Experience with ESY and Sp. Ed. Transfer of materials.

· Experience with Special Education Spanish translation of ARD Paperwork.

· Experience with Master Schedule Builder. PEIMS modules 1-8.

· Experience with the design and presentation of effective Career Technology information and staff development using the latest software, Bridges, COIN, DISCOVER, and PLAN.

· Experience with drop out program PEIMS tracking.

· Experience with At-Risk students and PEIMS submissions.

· Experience with state and federal laws regarding attendance.

· Experience with the interpretation of state and federal rules and laws as they pertain to the Student Applications.

· Experience with AP testing, Dual Credit Testing, Accuplacer, Asset, and COGAT/GT testing.

· Experience with ASSEIT Data and Benchmarks, and release tests.

School Organization and Management

· Developed Career Technology Programs for San Juan ISD.

· Coordinated Career Week Program for San Juan ISD. 

· Campus Curriculum Coordinator-TAKS Testing, Scheduling, PEIMS, and Master Schedule. 

· Coordinated summer employment with Alamo Workforce.

· Developed entire San Juan High School course catalog and choice slip.

· Coordinated with all ACCD for Dual credit and Accuplacer and Asset testing.

· Coordinated with Texas A&M with Early College Program, Upward Bound, First Generation Grant.

· Coordinated with other agencies such as Partnership, AWD, and AACOG.

· Coordinated all TAAS/TAKS, Dual Credit, and AP Testing.

· Continually updated all CATE courses and CATE catalog.

Personnel Management

· Conducted staff development on latest CATE courses and PEIMS updates.

· Collaborated the responsibilities and expectations with faculty and staff regarding credit recovery.

· Ensured productivity and efficiency of assigned staff with regards to TEA graduation requirements.

· Promoted collegiality among departments regarding high school PEIMS and graduation requirements.

· Established workshops on current Financial Aid programs, and graduation requirements to Board.

· Experience in handling counseling and guidance personnel with difficult grievance issues.

· Advised administration in developing programs for all district campuses.

· Experience in adherence to strict counseling and guidance performance standards.

District Management

· Responsible for San Juan CATE program.

· Responsible for PEIMS submissions, master schedule, and course program development.

· Responsible for all At-Risk students and programs that provide opportunities that provide support for students that need extra credits to graduate such as the GATEWAY, and Migrant program.

· Responsible for providing San Juan staff on outcomes from DEIC meetings.

· Responsible for Financial Aid Night, College Nights, and College Access Program.

· Responsible for maintaining district high school scholarships for board presentations.
· Responsible for hiring employees using EEO, OCR, and other employment guidelines.

· Responsible for payments, planning timetables, budgets, for organizing graduation program. 

· Responsible for all schedules and RSCC/PEIMS training to other district personnel. 

· Responsible for TAKS data dissemination to all students and staff.

Administration and Fiscal Management

· Experience using appropriate budget codes and deadlines for submission of all purchases.

· Experience in fiscal responsibility for guidance and counseling programs.

· Assisted with Fiscal Management, Purchase Orders, and Internal Budgeting for the district.

· Assisted in grant writing for grants by providing documentation by timelines.

· Assisted in supervising CATE campus programs and policies.

Employment History:

Date:  07-2003 to 06-2004

Name Of Employer: Unknown School District- Unknown Middle School

Address: 8365 FM 471 South

               Unknown, Texas 781111

               (830)-111-1111 

Job Title: 6-8th Academic Coordinator/Counselor. 

Work Description: I worked with all RPTE testing, TAKS, SDAA, GATES, STAR, and all benchmark tests.  I was also the Bilingual Coordinator, NJHS Sponsor, and After School program coordinator. 
· Coordinated all SDAA assessments.

· Experience with STMRPC, RSCC database.

· Coordinated all guidance records.

· Coordinated all small and large group counseling.

· Coordinated all Special Education ARD’s.

· Coordinated all Annual ARD’s, Speech ARD’s.

· Translated Special Education ARD Paperwork.

· Assisted with Master Schedule.

· Coordinated all NJHS program.

· Assisted with reading and interpreting technical PEIMS documentation.

· Coordinated all Duke University application process, Nova Net Credit recovery, and GT testing.

· Coordinated Career Week Program. 

· Presented weekly to all students on TAKS testing.

· Unknown Middle School became a Recognized Campus for 2004-2005.

Employment History:

Date:  03-03 to 06-2003

Name Of Employer: Pharr Consolidated Independent School District –Texas Intermediate

Address: 567 Drive 

               Pharr, Texas 7111

               (512)-111-1111

Job Title: 6th Grade Counselor. 

Work Description: I was the 6th Grade Counselor. I constantly assisted faculty and staff with student conflicts and resolutions. While at this campus, I was responsible for PEIMS data, schedule changes, PEER Mediation, TAKS, SDAA, and developing the district’s crisis manual. I was also the program liaison with Texas A&M. The Following is a brief list of tasks that I have completed while employed as a 6th Grade Counselor:

· Experience with Pentamation.

· Experience with group guidance.

· Experience with guidance record keeping.

· Experience with small and large group counseling.

· Experience with Special Education ARD’s.

· Experience with Annual ARD’s, Speech ARD’s.

· Translated Special Education paperwork.

· Developed master schedule for campus.

· Tested all bilingual students with OPT testing.
· Coordinated 6th grade graduation program.

· Coordinated Career Week Program. 

· Established workshops TAKS testing, SDAA testing.

Employment History:

Date:  07-2002 to 12-2003

Name Of Employer: Dallas CISD –Junior High

Address: Dallas CISD.

               102 N. 5th Street 

               Dallas, Texas 78834

                  (830) 111-1111

Job Title: 6-8th Grade Assistant Principal. 

Work Description: I was responsible for discipline, scheduling, ARD’s, teacher evaluations, and testing. I was also responsible for all UIL activities, parent functions, campus support programs, school budgets, secondary curriculum, and campus operations for the district.

· Handled all 6-8th grade student discipline and confrontations.

· Experience with discipline programs such as Love & Logic, and Capturing Kids Hearts.

· Experience with discipline using current administrative law.

· Responsible for all PDAS teacher evaluations, and walkthroughs.

· Experience with Manifestation ARD’s, Speech ARD’s, 504’s, and Brief ARD’s.

· Experience with discipline, expulsions, ISS, suspensions, and DAEP placement.
· Responsible for hiring and recommending removal/transfer of employees.

· Responsible for Curriculum and Programs for the CSCISD school district.

· Responsible for Custodial staff and grievances.

· Responsible for all TAKS testing, SDAA testing, and bilingual testing.

· Responsible for all 8th grade promotion requirements.

· Responsible for integrating technology into the classroom.
· Responsible for hiring employees using EEO, OCR, and other employment guidelines.

· Responsible for overseeing all lesson plans, weekly grades and required grading policy as per local board policies.

· Responsible for all scheduling all incoming students. 

· Responsible for scheduling all parent programs and PTO functions.

· Responsible for Drop-Out Recovery and Credit recovery Programs.

· Responsible for purchase orders using appropriate budget codes and deadlines for submission.

· Responsible for principal reports to all board members during board meetings.

· Assisted with Fiscal Management, Purchase Orders, and Internal Budgeting for the campus and district.

· Involved highly in all UIL functions and regulations of all players and functions.

Employment History:

Date:  8-1997 to 06-2002

Name Of Employer: Edgewood Consolidated School District –Memorial High School

Address: 3431 Ridgeview

              Kennedy, Texas 78786

               (210)- 111-1111

Job Title: EISD Career Technology Teacher. 

Work Description: I was the District Career Technology Teacher. I was responsible for all district student CATE PEIMS data, schedule changes, and developing Tech-Prep programs using MOU’s with local colleges and ECISD. I did this by presenting workshops on TECH-PREP, Vocational Counseling, and Graduation Requirements to board and community members. I made sure that all students received information regarding 4 Year Plans, Career Portfolios, and Student Assessment.  The Following is a list of tasks that I have completed while employed as a Career Technology Teacher:

Previous Job Knowledge

· Experience with TEA database requirements-ex. -Freshman Grant, ADA, etc…

· Experience with STMRPC, RSCC database-ex. -Statistics, Attendance, Schedules, Queries.

· Experience with presenting to board members regarding innovative CATE programs.

· Experience with CATE course development from ground up.

· Experience with Special Education ARD’s.

· Experience with Annual ARD’s, Speech ARD’s.

· Experience with building master schedule for all CATE courses.

· Responsible for hiring and firing CATE teachers.

· Experience with the design and presentation of effective Career Technology information and/or training sessions using the latest software, Bridges, DISCOVER, and PLAN.

· Experience with management of local, state, and, Carl Perkins federal funds.

· Experience with reading and interpreting CATE PEIMS documentation for submissions.

· Experience in marketing skills including the ability to convince staff and faculty to buy into the latest career and technology software.

· Experience with the interpretation of state and federal rules and laws as they pertain to CATE.

· Experience with AP testing, Dual Credit Testing, and ASVAB testing.
· Coordinated Career Technology Programs for EISD.

· Coordinated CATE PEIMS for district. 

· Campus Curriculum CATE Coordinator.

· Coordinated ECISD summer employment with Texas Workforce Commission

· Coordinated Region 20 district personnel with all aspects of the student data collection and submission requirements of PEIMS.

· Coordinated with all ACCD colleges and universities for Dual Credit assessment.

· Coordinated with all local business for work based learning experiences-CO-OP students.

· Coordinated with other agencies such as SA Partnership, AWD, and Youth Opportunities Grant.

· Coordinated with all academies, TAAS, End Of Course, Dual Credit, Accuplacer, Asset, and AP Testing.

· Continually updated all CATE courses and CATE catalog for district.

Supervision and Management of CATE Staff

· Conducted Necessary teacher training on latest Career Technology updates.

· Assisted with writing Federal Grants for CATE programs.

· Ensured productivity and efficiency of assigned staff with regards to TEA CATE requirements.

· Promoted collegiality among departments regarding CATE TEA submissions/reports.

· Established workshops on current Career Technology Graduation Requirements.

· Scheduled and attended teacher requests for assistance in Career Technology questions.

· Coordinated NovaNET credit Recovery for Edgewood.

· Designed and developed all district career centers for entire EISD district.

· Assisted with high school course catalog for EISD high schools.

Other CATE Responsibilities

· Responsible for Edgewood CISD Career Technology Centers.

· Responsible for Career Technology Programs for the ECISD school District.

· Responsible for all Career Technology students and students that need extra credits.

· Responsible for hiring 20 Summer AWD employees.

· Responsible for all Career Technology Graduation requirements.

· Responsible for maintaining and upgrading software and hardware for Career Technology programs.
· Responsible for hiring employees using EEO, OCR, and other employment guidelines.

· Responsible for developing planning timetables, weekly work plans, and overall Career Technology recommendations.

· Responsible for all schedules and databases for entire Vocational Programs. 

· Responsible for scheduling all District Career Technology students.

CATE Budgets and Expenditures

· Ordered all CATE purchases using appropriate budget codes and deadlines for submission.

· Handled all Carl Perkins 244 Federal funds.

· Transferred and moved 199 budgets for local high schools.

· Assisted with implementing and procurement of federal grant monies.

· Responsible for picking up and submitting all 244 budgets by deadlines.

Employment History:

Date:  8-1994 to 7-1997

Name Of Employer: Japhet School District- Juan Middle School

Address: 143 Juan Street

                Juan, Texas 78111

                (210) 111-1111

Job Title: Middle School  Counselor

Work Description: I was employed as a Middle School Counselor for Juan Middle School. While at this campus I utilized many activities to assist students with special needs.  Most of the times were spent ensuring academic success by providing in-class counseling sessions using various counseling techniques. The following is a list of activities that I employed at JISD:

· Taught all students about peer mediation techniques.

· Taught all students and classes about Anger Control.

· Presented staff development about the referral procedures and process.

· Responsible for all campus for GT testing.

· Responsible for ordering TAAS materials for campus.

· Responsible for all annual ARD’s, Speech ARD’s, and other forms of assessment.

· Responsible for paperwork for DAEP placement.

· Responsible for Duke Talent Search.

                                                                            REFERENCES

      Ron Howard/ Assistant Principal

Jake High School

678 Jake Drive

Jake, Texas 78124

Larry Blue/ Assistant Superintendent-Pupil Services

San Juan High School

11001 Texas Road

San Juan, Texas 78564

