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Purpose of Changing Lanes
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The California Community College system is a hugely successful educational system for meeting the needs of students. This success is due largely to a group of individuals who are willing to provide services, teach classes and mentor students on a part-time basis. These individuals work long hours and provide outstanding teaching services, all for a fraction of the compensation of their full-time colleagues. They fight for an educated citizenry without the convenience of an office or computer, and they take risks in the classroom without the security of tenure. Adjuncts share in their student’s cold viruses regardless of the fact that they don’t have health insurance.  

But…let’s face it.  Full-time, tenure-track positions are a pretty good gig. 

It’s not that full-time positions are any easier than part time. For the honor of a full teaching schedule, good pay, full benefits and an office, your are expected to teach, research, write, attend committee meetings, develop curriculum, evaluate peers and meet with students. But all in all—it’s a pretty good gig.

For this reason, many part-time faculty and staff members apply regularly for full-time positions at the college. Changing Lanes is a guide to help individuals prepare for the process of faculty hiring, allowing them to maximize their chances at obtaining a position.
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“You can’t change the path of the moon, but you sure see it better with a telescope.”
Much of the information for Changing Lanes came from deans, faculty and managers who sit on hiring committees regularly, as well as from individual applicants who experience the process personally. 

Problems Faced by Part-Time Faculty and Staff

As an adjunct faculty member, you are faced with some challenges in becoming a full-time professor:
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All of your professional effort is focused on being a great teacher. And driving. Lots and lots of driving, often more than eighty miles a day, in order to make a living teaching in multiple college districts. Or, you may have another full-time job that you work in Stockton, before driving up to Sacramento to teach a 7:00 p.m. night class. All this does not leave a lot of time for you to culminate your professional development activities on campus. 

· You don’t have time or energy to serve on campus committees, create new programs, present at conferences and workshops, or make a name for yourself on campus.

· You don’t have an office. Or a computer. Or a phone. Or a place to meet with your students, other than the school café.

· You often don’t have much access to your full-time colleagues or your dean.

· A full-time position is opened up, but you didn’t hear about it and you missed the application deadline.

However, as a part-timer on campus, you are privy to some advantages in the application process that will help you in your goal to become a full-time professor:

· You have developed significant experience in teaching your subject matter.

· [image: image6.wmf]You have developed a strong reputation in your department as a knowledgeable and dependable instructor.

· You have had a major impact on many students, who have gone on to complete their degrees.

·  You have had the opportunity to develop strong relationships with your colleagues and dean. 

· You are a professional teacher. You have an excellent reason to feel confident in your interview. 

Bear in mind a few things.  The application process often takes a lonnnnggg time. Do not be surprised if a position is advertised in February actually has interviews in May, with a hire offer coming late in July. In addition, there may be many, even hundreds, of applications for a single position. If you are not successful with one position, that in no way suggests that you are not a viable candidate. Being turned down for a position simply means that someone else was selected. IT DOES NOT mean that need to re-evaluate your career goals, get your doctorate, go back to your old zamboni job, etc. 

Los Rios Hiring Process in a Nutshell

Disclaimer—this is how it often works. This is not how it always works…

New faculty positions are usually announced and held open for a period of two to four weeks. You will increase your chances of finding out about positions by signing up on the California Community Colleges Registry (www.yosemite.edu/registry) .  Talk with your dean or department chair to find out how many positions will be available each year, and check the Los Rios human resources website weekly (www.losrios.edu) .

[image: image7.wmf]Once the application deadline has passed, applications are collected and screened by human resources staff to check for minimum qualifications. Accepted applications are forwarded to the hiring committee. A hiring committee is usually made up of several departmental faculty, some non-departmental faculty, classified staff, a student representative, an Equity Officer, the department dean and a Committee Chair.  Expect a crowd at your interview. 

Applications are reviewed by a screening sub-committee, and interviews are offered to a group of qualified applicants. Not all qualified applicants will receive an interview.

[image: image8.wmf]Most interviews include a writing sample, a questioning period and a teaching or skills demonstration. After the interviews are complete, the hiring committee discusses the applicants and makes a recommendation to the Vice President and President. The VP and President hold second interviews, and based on the Hiring Committee information and the second interview, make a recommendation to the Los Rios Board for a hire. Unsuccessful applicants are usually not notified until the Board approves the hire. 
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As an applicant, there are many parts of this process that you have no control over. You can’t pick the questions, you can’t pick the committee members, you can’t control the qualifications and background of the other applicants…and by golly, it’s generally a bad idea to try and bribe the college president (though a tropical fruit basket can’t hurt.) 

However, there are many aspects of this process that you can control:

· You can maintain a healthy relationship with your colleagues.

· You can control your professional development, build your resume, and grow as an individual.

· You can submit an outstanding application, a well-written cover letter, supported by generous letters of recommendation.

· You can prepare and practice for your interview.

[image: image10.wmf] “Standing Out” as an Adjunct

There are few things that you can do as a part-timer that will help you establish a reputation as a dependable, professional and collegial faculty member. You are in a unique position, especially in a hiring situation where “Better the devil you know that the devil you don’t” applies. 

Here are some suggestions from current division deans on how to “stand out.”

· [image: image11.wmf]Maintain the highest level of teaching quality in every class, every day. Show that you have the ability to maintain the highest academic expectations of all of your students, and that they will be able to expect the same of you.

· Collegiality is important. Make a point to know and to get along with the full-time faculty in your department. Establish positive working relationships with classified support staff as well.

· If your schedule allows, try to get an assignment to standing or ad-hoc committees. Make a commitment to the college community, regardless of the fact that you will be volunteering your time. 

· Take on new initiatives that show your motivation and commitment to the community of learners at SCC. Developing or supporting learning programs for at-risk student populations is a plus.

· [image: image12.wmf]As you teach here, show how you are growing as a professional. Offer flex workshops or present at conferences. Take additional classes that will provide breadth to your knowledge base. 

· Take advantage of the many staff development training opportunities offered at the college, especially workshops that focus on diversity and serving the needs of different student populations. 

· Be a good adjunct teacher. Get your grades, paperwork, timesheets, book requests, etc. in on time. Keep the division clerical staff happy. 
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Applications
The Los Rios Human Resources office has converted the application process to an online application. The new site functions much like the State Personnel Board website, where you establish an account, fill out the application one time, and can retrieve it to make changes for specific job openings.

The advantage to having this online automated system is obvious—it is now easy to apply to more than one position in Los Rios without re-typing an application. However, you must carefully review each application to ensure that you include position-specific information each time. Remember to address the specific job needs and requirements in your educational and work experience sections.

One of the most common errors that people make in applying to Los Rios jobs is…procrastination. District deadlines are absolute, and it must be a source of entertainment on Fridays at 4:30 to see last-minute applicants try to get their packets into the drop box.  Certainly a last-minute application packet will have errors that would have been caught with a little time and proofreading. Try to set a personal deadline one week prior to the District application deadline.

Hints from the Pros—Applications: 

· [image: image15.wmf]Make sure your application carefully matches the job announcement, especially for minimum qualifications and duties.

· Your grammar, spelling and punctuation are incredibly important.  Take the time to have someone proff your werk. 

· While specific subject competence is important, also show your breadth of knowledge in the area you will be teaching, but…

· …make sure you don’t add too much irrelevant, unnecessary or inappropriate information in your application. (Let’s face it—the folks have to review hundreds of applications. Give ‘em a break.)

· Never state “See Resume” on your application. Give complete information whenever possible. 

· Make sure your information is completely accurate, especially things like degrees awarded and amount of units completed. This will impact your pay scale.  

If the application asks for a diversity statement, take this very seriously. The ability to teach to or serve a diverse population of students is a basic requirement of any teaching position at the college. Don’t just add a quick paragraph about how you are earth’s most culturally competent being, enlightened to the struggle of the minority masses…  They’ve seen it all before.  

[image: image16.jpg]


Resumes

Your resume or curriculum vitae will accompany your application packet. Your resume represents your interpretation of your professional qualifications. Unlike the application, you are free to design and present your resume any way you see fit. Given such latitude, many individuals have unwittingly sabotaged their application packet by presenting a resume that was…an extension…of accuracy. 

You must design your resume with strict attention to accuracy and readability, while at the same time addressing the requirements for the position you are applying for. Most resumes get less than one minute of the reader’s attention! Keep it simple and clear if you can.

Here are some guidelines for your resume:

· Education: Make sure your qualifying degrees are on top, easily readable, and will not require any interpretation in order to meet minimum qualifications.

· Work Experience:  Ensure that your teaching experience is what the reader will see first. They don’t want to wade through twelve years of insurance sales experience to pick out your limited education work. You may want to design two separate sections, one for “educational experience” and one for “other professional experience.”

· Research, Publications and Conference Presentations:  Although a community college focuses on teaching, other professional development can be very highly regarded. Show the reader you are a balanced educator by highlighting your professional pursuits.

· Community Experience:  A full-time professor does more than teaching. You will chair committees, plan and research, advise student clubs, and represent your college on a regular basis. Show the reader you are a good citizen as well as a good teacher. 

You have to choose between designing a short-and-sweet-to-the-point resume, or a long, comprehensive, pedantic and exhausting resume. You may wish to utilize the assistance of a resume specialist and your colleagues to help you design a perfect medium. Face it—we’re teachers, not resume experts. It’s okay to get help.

The following page is an example of a simple educational resume.
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Darlene Chan

865 Corona Drive

Davis, CA 95616

 (530) 756-8865     

chand@yahoo.com

Objective: To provide counseling, career and educational support for students with disabilities.

Areas of Specialization in Services for Individuals with Disabilities:

· Educational, career, transitional planning and counseling.

· Academic accommodations, access and barrier remediation.

· Personal and crisis counseling.

· Program development, evaluation and management.

Education:

M.A., Career Counseling, University of San Francisco, 2002

Program emphasis included career development theory, multicultural counseling approaches, educational counseling and curriculum design.

Certificate, Rehabilitation Program Administration

San Francisco State University, 1996  

Completed 21-unit graduate program in administration of chemical-dependence services. CADEC certification, 1997.

M.A. (1991), B.A. (1989) Recreation, California State University, Chico

Work Experience in Education:

San Francisco City College, San Francisco, CA  




Adjunct Counselor, DSP&S Program



1999-date

Provided adjunct DSP&S academic counseling. Taught classes in Human Career Development to students with disabilities.  Provided individual/group career, educational and personal counseling. Facilitated career activities, internships and job fairs. Served on standing and hiring committees. 

Laney College, Oakland, CA

Instructor, WorkAbility III Program



2000-date

Provided career development instructor for students in the WorkAbility III program. Evaluated student progress and made recommendations to rehabilitation team. Developed new curriculum for working with students who are in drug/alcohol recovery. 

Ohlone College, Fremont, CA

Adjunct Faculty, Ohlone College Deaf Center


1995-97

Taught college classes for deaf students, including history, political science, human/career development and job seeking skills.

California State University, Chico




1990-91

Adjunct Faculty, Department of Recreation

Provided instruction in outdoor recreation and leadership systems. 

Conference Presentations:
Career and Education Transition Conference, Folsom, California (2006)

Career Exploration for Individuals with Disabilities—What Do I Want To Do With My Life??

Governor’s Committee Conference, Building Employment Opportunities for People with Disabilities, Sacramento, California (2005)

Career Development Approaches for People with Disabilities

Career and Education Transition Conference, Pasadena, California (2004)

From Womb to Tomb—Career Development that Lasts a Lifetime

California Association of Educators for the Deaf and Hard of Hearing, Sacramento, California (2002)

Early Career Development for Deaf Teens

Career and Education Transition Conference, Folsom, California (2001)

Career Development Techniques for Disabled College Students.

Job Seeking Skills for Deaf Students.
Community Activities:

Disabled Sports USA: Ski instructor, rafting coordinator, trainer.

1993-date

Inner City Outings: Outdoor leader for inner-city teens.


1993-date Healing Waters: Outdoor event trainer/guide for individuals 

2006-date

who are living with HIV+.
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Cover letters, known by our district as a “Letter of Interest,” tend to be a pain to start and a royal pain to complete. What do we write?  It is too long?  Is it long enough?  Enough.

A good cover letter is simply an introduction—it introduces our application and resume. It introduces us as a professional. In essence, you set the tone of your application packet with a well-written cover letter. 

So buck it up and write well—you will be judged on your writing ability.

Here’s a simple, five-paragraph guide to writing an excellent cover letter:

I.
Introduction: Make this simple.  Easy, garden-variety thesis statement:

I am applying for the position of Sign Language Studies professor, position #06-6543.  Enclosed is my application, resume and three letters of recommendation.

II.
Education: Introduce your educational background, one or two paragraphs on your master’s program and other pursuits, so that the reader gets a pretty good idea of your educational background and specialized training.

III.
Work Experience: Without going into great detail, show how your professional experience would make you an excellent candidate for this position. Read the job announcement over and over before you write this. 

IV.
Your Passion to be a Sac City College Professor: There’s no easy way to express this. You must show the reader that you have a deep passion for this job. Show them that this position is the culmination of your entire professional existence. Let them know that you would be honored by this position. In fact, these themes should be evident throughout your cover letter (and interview.)

V.
Conclusion:   Make this a simple one, please. 

Thank you for reviewing my application packet, and I look forward the possibility of meeting with you further. 

Sincerely, 

James Summers

Bear in mind that paragraphs 2-4 do not have to be in any specific order. Put your strongest foot forward, be it education or experience. Your ability to express your thoughts, communicate clearly and make your point are your chief concerns. 

[image: image19.wmf]Hints from the Pros:

· Let the reader know who you want to work here, at Sacramento City College.

· Generic letters do not reflect well on the applicant.

· Make strategic points in your cover letters to match the needs of the college.

· Make it short. One page or a little more is all that is needed.

· Avoid using another college’s letterhead for your cover letter (this may be interpreted as name-dropping at best, misrepresentation at worst.) 

Letters of Recommendation

This is a special challenge to many applicants.  What makes a good letter of recommendation?  How do you get one?  Better yet, how do you get three? How can this be your best (or worst) tool in your application packet?

Letters of recommendation are somewhat of a throwback to the days of the good-ole’-boy hiring network. It’s not what you know—it’s who you know, and what they are willing to say about you. An application is a fairly objective representation of a person’s qualifications. The letter of recommendation is a professional challenge:
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Who is willing to ‘stand up’ for you?

 What are they willing to say? 
A recommendation is therefore an incredible professional and personal honor. The writer of your letter is willing to put his or her professional reputation on the line in your name. Such an honor must be earned.

It is your responsibility throughout your educational career to maintain a relationship with individuals who can influence your career. You earn their endorsement by growing and acting as a professional, by maintaining high professional work standards, and by representing the college and your colleagues in the best light possible. The relationship you have with your endorser will be reflected in the letter, and the strength of your letter depends on this endorsement. 
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Hints from the Pros:

· The strong letter is one that is written for the job you are applying for, and can give specific examples of your qualifications for that job.

· The strong letter is written recently. What should the hiring committee think of a letter that is dated 1995?  What have you done (this year) to earn your reputation?

· The strong letter is well-written, thoughtful, and gives specific examples of any positive claim it makes.

· The strongest letter is written by your current supervisor or dean, explaining how the new position would fit into your growth and professional development.

[image: image22.wmf]Preparing for an Interview
You’ve been called in for an interview. YESSSS!   

No matter what your resume looks like, no matter what you’ve done up to this point, your job, your long-term career, your life—all depends on your performance over the next forty-five minutes.

Gulp.

Unfortunately, your discomfort (or fear) of interviews can interfere with your ability to express yourself as a top candidate for the job. Hiring committees often mourn the process when they see a super-qualified part-time colleague “blow the interview” and lose out on the opportunity for a second interview.  

What then must be done?

Preparation—good, holistic, thorough preparation, will go a long way towards dealing with interview fear.  Of course, practice itself will net you a better interview, period.  Yes, some people walk in to a room and blow the hiring committee off their chairs without a single minute of preparation. And some people can sink a half-court shot with nuthin’ but net. But not me, and probably not you.

There are four steps for solid interview preparation:

1. Know your job.

2. Know the college.

3. Develop a list of potential questions.

4. Practice, practice, PRACTICE.

Know your job.   Do information interviews with your colleagues so that you know more about the role of a full-time professor. Read the faculty handbook and the college catalog. Use your “insider advantage” to fully acclimate yourself to this institution.

Know the college.  Learn more about the diversity of Sacramento City College. Investigate the populations of different students we serve. Learn more about the specific student services and programs that lead students towards success. Develop a personal mission statement of your professional commitment to the goals of the college.

Develop a list of potential interview questions.   Once you understand the position and the college in-depth, it is possible to develop a list of questions, many of which are likely to be asked in your interview.  You cannot possibly anticipate all the questions you may get in an interview, but you can prepare for some, allowing you to give thoughtful, complex and thorough answers. 

For most Los Rios interviews, interview questions are developed in advance by the interview committee.  (You may have an opportunity to view the questions for a few minutes prior to the interview.) Well-developed questions will include: 

· Information about your professional and educational background.

· Situational or experiential (behavioral) questions that will ask you what you did, or what you would do, when faced with a specific situation.

· Instructional methods or teaching philosophies.

· Your approaches towards cultural competence.

· Your ability or strategies in working with specific student groups, especially those with academic, social or economic challenges.

· Contributions you have made, or would make, to the college.

[image: image23.wmf]Again—you cannot anticipate all of the questions you will face in an interview. However, you can brainstorm and practice as many potential questions as possible. This will bring the quality of your answers to a higher level during the interview (and help you avoid the “uhhhh….”)  
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As you start to develop your own list of interview questions, write each individual question on a 3x5” card, and bullet several ideas you wish to cover on the back of the card. Once you have written 20-50 cards, you can shuffle them and enlist the help of others in your interview practice.   

Practice, practice, practice.  Great interviews are usually not a spontaneous occurrence. A professional gymnast may practice 200 hours on a specific routine. You think they just get up there and fly?  Practice.  

 (Why don’t we practice?  We’re nervous. Why are we nervous?  We’re out of practice.)  

Advanced Interview Practice

The purpose of interview practice is to put yourself in a simulated situation that will resemble the real thing. The closer your practice scenarios come to the real thing, the better they will prepare you for, well, the real thing. 

Here are some scenarios that you can set up for your practice:

[image: image25.wmf]Scenario #1:  The Self-Interview 

Practice asking yourself questions in a private room where no one can hear you. Dress as if you are in a real interview.

Scenario #2: The Public Self-Interview

Dress formally, and stand in a very public place (like a mall or business office.) Hold a cell phone to your ear and answer some of your interview questions. If you don’t have a cell phone, use a banana. This will keep other people from bothering you, though they may call security.
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Scenario #3: The Friendly Interview
Dress formally, and ask several of your friends to interview you, using both your practice questions and ones that they make up on the spot. 
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Scenario #4: The Video Interview

Set up a video camera and tape a self-interview. Yes, you will look silly on screen. Just imagine how silly you looked talking to a banana in the middle of Macy’s.

Scenario #5:  The Stranger Interview

Ask a current colleague to help arrange a practice session with a professor (or several) whom you don’t know. Set up the interview to resemble the real thing, and ask the participants to stay in character until the end.  Listen to their feedback carefully, and take notes. These are just like the folks who will be doing your real interview.
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Scenario #6: The Kind-of Real Interview

There are many colleges and many open jobs throughout the state. Apply for some of them, if for no other reason just to get used to going to real interviews. You will be able to experience a real interview without the stress of wanting the job!  By taking out the stress of wanting the job, you will allow yourself to build terrific confidence and skills. Disclaimer—don’t abuse this, and don’t apply for jobs in your own district. You don’t want to burn any bridges with potential employers. 
Pre-Interview Checklist:

· Interview suit cleaned, ready, and still fits…

· Know where, when, and how to get to your interview.

· Bring:

· Material for teaching demonstration.

· Ten copies of your resume.

· Pad/pencil for taking notes, writing names.

· Your 3x5” interview practice cards.

· Small water bottle for cotton-mouth. 
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Teaching Demonstration: You are often asked to do a teaching demonstration as part your interview. You will usually be given a topic to present, and notified of the available visual aids you can use (i.e. overheads, handouts, PowerPoint presentation, etc.)   It would be a critical mistake to take the teaching demo with a grain of salt. They are interviewing for teachers—so get out there and teach your heart out!

Tips from the Pros for a Teaching Demonstration:

· Utilize multiple teaching approaches in your demonstration. This will show your ability to teach to more than just one kind of learner.

· Use visual aids when you can. Show your technical skills off.

· Get excited, dammit!  Your interview committee may be on their tenth interview of the day. Wake ‘em up, and show them you can motivate a room of sleepy learners.

· Assume that your interview committee are your students. Allow them to interact with your demonstration (although sometimes they will not be allowed to do so.)

Skills Demonstration:  You might also be asked to present a demonstration of skills related to the job you are interviewing for. The same rules apply for the teaching demo. Prepare like crazy for this. This is a real chance to show ‘em what you got! The skills demo will vary from department to department, but will always involve an essential element of the applicant’s skill in the area. 

-
-
-
-
-
-
-
-
-
-
-
-

From the Pros:  Ways to Shine at Your Interview:

1. Maintain a friendly composure with the interview committee at all times. Sit up, smile, eye contact, energy!

2. Teach the heck out of your demonstration.

3. Show that you can relate to the many different learners we have at the college.

4. Talk enough—but not too much.

5. Know a lot about Sac City College. Show that you are an expert on this college.

6. Energy and enthusiasm go a long way towards getting noticed.

7. Show how you can recognize and teach towards culturally different students. 

From the Pros: Ways to Sabotage Your Interview Experience!

1. Poorly prepared teaching demonstrations, no visual aids, lectures.

2. Interview answers that seem to go on forever.

3. Ignoring the student representative on the committee.

4. Allowing your nervous energy to make you snappy, defensive or unpleasant.

5. Appearing self-important or snobby.

6. Body language that suggests arrogance, fear or indifference.

7. Dress that is not professional and appropriate. Nicotine smells, perfume, etc.

8. Showing up late for the interview…

After the Interview…
Send a short letter of thanks to members of the interview committee. It may not influence their decision this time, but it may go a ways into securing your reputation for the next time.

Try to avoid “seeing through” the process as an applicant. The selection process is often complex, political, confidential and often very very fair. Try not to read into the process, especially if you are not the selected applicant. You will not be able to receive feedback from the committee on your interview or application packet. Remember that you some of the individuals on the hiring committee will be your colleagues and friends long after your interview. Just take it on faith that the process was fair, and do the best you can for next time. 

And if you end up being the individual selected for the job????  Congratulations! You’ve got yourself a good gig.


For copies of this manual in-service presentations, please contact Derrick Wydick at wydickd@yahoo.com or 916-558-2590.
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