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A NOTE FROM YOUR CAREER PARTNER

Your Resume Has 30 Seconds. Let's Make Them
Count.

Over more than twenty years in early childhood education — as a director, an operations leader, and a
franchise executive reviewing hiring across dozens of schools — I've read thousands of ECE resumes. I
can tell you exactly what happens to most of them: a director scans for about thirty seconds between a
parent tour and a classroom coverage crisis, looking for a handful of signals. If those signals aren't
instantly visible, even wonderful teachers get passed over.

That's why this guide exists. Generic resume advice doesn't work for our field — early childhood hiring
has its own language, its own credentials, and its own priorities. This toolkit translates the hiring side of
the desk into clear steps you can apply today.

What directors scan for in those 30 seconds
• Credentials & compliance readiness — your CDA, degree, or state-required training hours, visible at

a glance. A candidate who can start without a training scramble moves to the top of the pile.

• Age groups you've actually taught — 'infants,' 'toddlers,' 'preschool,' 'VPK.' Directors hire for a
specific classroom; tell them immediately which rooms you know.

• Stability — reasonable tenure at previous programs. If you have short stays with good reasons (a
move, a center closure), we'll show you how to handle them honestly.

• Evidence you improve things — not just duties ('supervised children') but outcomes ('built a
calm-down corner that reduced classroom conflicts').

• Warmth and professionalism — clean formatting, zero typos, and language that sounds like
someone families will trust.

INSIDER TRUTH

Directors aren't hiring a resume — they're hiring relief. Every line of your resume should quietly
answer their real question: "Will this person make my program stronger and my days easier?"

“The workforce is the program. When you present yourself with excellence, you're showing
a director exactly what their families will see.”
— Lori Ashmore, CFE, Founder & CEO, ECE Talent Partners
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PART ONE · THE RESUME

Anatomy of a Standout ECE Resume

Build your resume in this order, top to bottom. One page is ideal for most teachers; two pages are fine
for leadership roles or 10+ years of experience.

1 · Header
Your name (large and clear), city and state, phone, and a professional email address. Add your LinkedIn
if it's current. Skip your full street address and never include a photo — it's not standard in U.S. hiring.

2 · Professional summary (2–3 lines)
Replace the outdated 'objective' with a summary that leads with your strongest credentials and
age-group experience: “CDA-credentialed toddler and preschool teacher with 6 years of experience in
NAEYC-accredited programs. Known for warm family partnerships and calm, engaging classrooms.”

3 · Credentials & certifications (yes, this high up!)
This is the biggest ECE-specific move: place credentials directly under your summary, not buried at the
bottom. List your CDA or degree, state-required training (in Florida, your DCF 45 hours), CPR/First Aid
with expiration dates, and any specialized training. Directors are checking compliance boxes — make
it effortless.

4 · Experience
For each role: program name, city, your title, dates, and the age groups taught. Then 3–5
accomplishment bullets (we'll transform yours on the next page). Include ratios or group sizes when
they're impressive — “led a classroom of 20 four-year-olds” tells a director you can handle their room.

5 · Education
Degree or coursework, school, and year (year optional after 10+ years). In-progress degrees count — list
expected graduation date.

6 · Optional power sections
• Curriculum experience: Creative Curriculum, HighScope, Montessori, Reggio-inspired, Frog Street —

name them; they're search keywords.

• Languages: bilingual teachers are in high demand — never leave this off.

• Awards & recognition: Teacher of the Month, parent commendations, perfect attendance.

FORMATTING RULES THAT SIGNAL PROFESSIONALISM

One clean font family · consistent bullet style · dates aligned right · margins no smaller than 0.6” ·
saved and sent as a PDF named FirstName-LastName-Resume.pdf. A director should be able to find
any fact in five seconds.
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PART ONE · THE RESUME

From Duties to Accomplishments

The single fastest resume upgrade: stop listing what you were assigned and start showing what you
achieved. Use this formula for every bullet:

THE FORMULA

Action verb + what you did + the result for children, families, or the program.

BEFORE (a duty) AFTER (an accomplishment)

Responsible for supervising
children

Maintained warm, attentive supervision of 18 preschoolers,
achieving zero licensing citations across three inspections

Did lesson plans Designed weekly Creative Curriculum lesson plans individualized
for 3 developmental levels, strengthening kindergarten-readiness
outcomes

Handled challenging behaviors Introduced a calm-down corner and positive guidance strategies
that reduced daily classroom conflicts and eliminated a waitlisted
family's withdrawal

Helped with potty training Partnered with families to toilet-train 11 toddlers in one year using
a consistent home-school routine

The ECE action verb bank

Teaching & Care Designed · Individualized · Nurtured · Scaffolded · Facilitated · Modeled ·
Implemented · Adapted

Family Partnership Partnered · Communicated · Counseled · Welcomed · Resolved · Guided ·
Presented · Celebrated

Leadership & Ops Mentored · Trained · Coordinated · Streamlined · Launched · Achieved ·
Maintained · Improved

Compliance & Safety Ensured · Documented · Passed · Upheld · Monitored · Certified · Prepared ·
Audited

NUMBERS ARE MAGNETIC

Group sizes, ratios, years, attendance rates, family satisfaction, children toilet-trained, curriculum
units built — quantify whatever you honestly can. Numbers stop a scanning eye.



ECE TALENT PARTNERS  ·  CAREER RESOURCES LIBRARY Resume & Portfolio Essentials  ·  5

PART ONE · THE RESUME

Keywords That Get You Found

Larger organizations and job boards often screen resumes electronically before a human reads them,
and busy directors search stacks of applications the same way — by keyword. If your resume doesn't
contain the words they're looking for, it may never be seen. Weave these naturally into your summary,
credentials, and bullets:

Credentials CDA (Child Development Associate) · Early Childhood Education degree · DCF
45 hours (Florida) · CPR/First Aid certified · Director Credential · ESE/Inclusion
training

Age groups Infant · Toddler · Twos · Preschool · Pre-K · VPK · School-age · Mixed-age

Curriculum & practice Creative Curriculum · HighScope · Montessori · Reggio-inspired · Frog Street ·
Conscious Discipline · developmentally appropriate practice · lesson planning ·
assessment & documentation

Skills directors search Classroom management · positive guidance · social-emotional learning · family
communication · NAEYC standards · licensing compliance · ratios · curriculum
implementation · parent conferences

Systems & tools Brightwheel · Procare · Tadpoles · HiMama/Lillio · Kangarootime · ChildPlus

Three honest rules for keywords
• Only claim what's true. Keywords get you the interview; the interview verifies the keywords. Never

list a curriculum or credential you can't speak to.

• Match the job posting. Before applying, highlight every skill and credential the posting mentions —
then make sure the ones you genuinely have appear in your resume, using the posting's exact
wording.

• Spell it out AND abbreviate. Write “Child Development Associate (CDA)” — searches happen both
ways.

FLORIDA NOTE

If you're job-searching in Florida, make your DCF training status unmistakable — e.g., “DCF 45 Hours
completed” or “DCF training in progress, completing [month].” It's often the first compliance
question on a director's mind.
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PART ONE · THE RESUME

A Sample to Model
Here's the full anatomy in action on a real one-page resume — credentials high, results in every bullet, age groups
with every role. (Anna is a fictional educator; her strategy shouldn't be.)

ANNA SANTOS
Tampa, FL · (813) 555-0142 · anna.santos.ece@email.com · linkedin.com/in/annasantosece

PROFESSIONAL SUMMARY

CDA-credentialed preschool and VPK teacher with 7 years of experience in licensed and
NAEYC-accredited programs. Bilingual (English/Spanish) educator known for joyful, well-managed
classrooms, strong kindergarten-readiness outcomes, and trusted family partnerships.

CREDENTIALS & CERTIFICATIONS

• Child Development Associate (CDA), Preschool — Council for Professional Recognition, renewed 2025

• Florida DCF 45 Hours — completed, including Early Literacy and Special Needs modules

• VPK Instructor requirements met — Standards, Emergent Literacy & Performance Standards training

• Pediatric CPR & First Aid — American Red Cross (expires 03/2027)

• Conscious Discipline® Level 1 · ECE Talent Academy Teacher Excellence Series (4 certificates)

EXPERIENCE

Lead VPK Teacher — Bright Beginnings Academy, Tampa, FL
August 2021 – Present · Ages 4–5 · Class of 20 · 1:11 ratio with assistant

• Design weekly Creative Curriculum lesson plans individualized for three developmental levels,
contributing to the school's strongest VPK readiness-rate result in five years

• Achieved zero licensing citations across five DCF inspections through consistent documentation, ratio
management, and safety routines

• Introduced a calm-down corner and positive guidance plan that reduced daily classroom conflicts;
approach adopted school-wide across 6 classrooms

• Earned the center's highest family satisfaction scores two years running; lead parent workshops in
English and Spanish each semester

Toddler Teacher — Little Explorers Learning Center, Brandon, FL
June 2018 – August 2021 · Ages 1–2 · 1:6 ratio

• Partnered with families to toilet-train 11 toddlers in a single year using a consistent home-school routine

• Redesigned the toddler room into defined activity zones, cutting transition times and reducing biting
incidents; praised in 12 written parent commendations

EDUCATION

A.S., Early Childhood Education — Hillsborough Community College, Tampa, FL (in progress; expected May
2027)

ADDITIONAL

Bilingual: English/Spanish · Classroom tech: Brightwheel, Procare, Tadpoles · Teacher of the Month (3×) ·
Volunteer, Ronald McDonald House Family Room



ECE TALENT PARTNERS  ·  CAREER RESOURCES LIBRARY Resume & Portfolio Essentials  ·  7

PART ONE · THE RESUME

Eight Mistakes That Sink ECE Resumes

• 1. Burying your credentials at the bottom. Directors check compliance first. If your CDA or 45 hours
hides on page two, you may never get to “yes.”

• 2. Listing duties instead of outcomes. “Supervised children” describes every applicant. Results
describe you.

• 3. Leaving off age groups. A director hiring for the infant room can't guess whether “teacher” means
babies or pre-K.

• 4. Typos and inconsistent formatting. Fair or not, directors read sloppiness as a preview of your
documentation, daily sheets, and family communication.

• 5. Unexplained gaps or many short stays. Don't hide them — frame them. One honest line (“center
closed,” “relocated to Tampa,” “family caregiving”) beats a suspicious silence.

• 6. An unprofessional email address. partymama2cutekids@... undermines everything above it.
Create a simple firstname.lastname address for your search.

• 7. One generic resume for every job. Ten minutes of tailoring — mirroring the posting's keywords,
leading with the right age group — multiplies your response rate.

• 8. Sending a Word file. Formatting breaks on other computers. Always send a PDF unless the
posting says otherwise.

THE FINAL TEST

Hand your resume to a friend for 30 seconds, then take it back and ask: What ages do I teach? What
credentials do I hold? What am I great at? If they can't answer all three, revise until they can.

“Your resume's only job is to earn the interview. The interview's job is to earn the offer.
Don't ask either one to do the other's work.”
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PART TWO · THE PORTFOLIO

Your Professional Portfolio: Proof Beyond Paper

A portfolio turns your interview from claims into evidence. While other candidates say they plan
engaging lessons and partner with families, you'll show it — and in a field built on trust, showing wins.
Directors rarely require a portfolio, which is exactly why bringing one sets you apart.

What to include (8–12 strong pieces beat 40 fillers)
• Philosophy statement — half a page on how you believe children learn and what your classroom

feels like. Write it in your real voice; directors can smell a template.

• Credentials & certificates — copies of your CDA/degree, training certificates (including professional
development like the Teacher Excellence Series), CPR/First Aid.

• Sample lesson plans — two or three of your best, ideally showing individualization for different
learners.

• Classroom environment photos — centers you've designed, displays, a calm-down corner.
Photograph spaces, not faces.

• Documentation samples — an anonymized observation note or child assessment showing your
professional eye.

• Family communication samples — a newsletter, a daily update, a conference outline (names
removed).

• Children's work with your commentary — one or two pieces with a caption on what the work shows
developmentally.

• Letters & praise — reference letters, parent thank-you notes, recognition awards.

PROTECT CHILDREN'S PRIVACY — ALWAYS

Never include children's faces, full names, or identifying details without explicit written permission
from families AND your previous employer. When in doubt, leave it out: photograph environments
and work samples, and anonymize every document. Directors notice — and respect — candidates
who protect confidentiality.
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PART TWO · THE PORTFOLIO

Build It, Then Use It Well

Physical, digital, or both?
• Physical binder: a clean 1” binder with sheet protectors and simple tabs. Powerful to hand across

the interview table; easy to flip to the right page mid-answer.

• Digital portfolio: a single tidy PDF or a simple free site (Google Sites or Canva work well). Put the link
at the top of your resume — it lets you demonstrate excellence before you're even called.

• The winning combo: a digital link on your resume, plus the physical binder in your interview bag.

Using it in the interview (without awkwardness)
Don't ask, “Would you like to see my portfolio?” — weave it in as evidence. When a question lands,
open to the page: “How do you handle challenging behaviors?” › “Let me show you the calm-down
corner I built and the positive guidance plan behind it...” Two or three moments like that and you're no
longer an applicant — you're the teacher they can already picture in the classroom.

Your portfolio checklist

Philosophy statement (½ page, your genuine voice)

Credential & certificate copies

2–3 best lesson plans

4–6 environment photos (no faces)

1–2 anonymized documentation samples

1–2 family communication samples

1–2 children's work samples with developmental captions

Reference letters or family praise

Clean binder + tabs (or single polished PDF)

Every page checked: no child names or faces without written permission

KEEP IT ALIVE

Your portfolio isn't a one-time project — add one strong piece every few months. Future-you,
walking into a promotion conversation or a dream-job interview, will be very grateful.
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YOU'VE GOT THIS

Ready. Set. Stand Out.

You now have what most candidates never get: the view from the hiring side of the desk. Rebuild your
resume with credentials up top and results in every bullet, assemble a portfolio that proves your
excellence, and walk into your next interview with evidence in hand.

And remember — you're not just seeking a job. You're choosing where to invest your gifts. The right
program will see your value; this toolkit simply makes that value impossible to miss.

Want a Partner in Your Corner?

ECE Talent Partners connects exceptional early childhood educators with programs
where they'll thrive — at no cost to candidates. We also offer professional development

through ECE Talent Academy, including the Teacher Excellence Series.

info@ecetalentpartners.com · ecetalentpartners.com

Connecting great people with greater purpose in early childhood education.

© 2026 ECE Talent Partners, LLC. All rights reserved. This guide is provided for individual professional use. It reflects
general hiring practices in early childhood education and is not legal or compliance advice.


