
 

Once you have completed your application, click on the “Application Status/Jobs” button (1) at the top 

of the page.  You will see the “Application Status” tab first.  Once you have double-checked your 

application, read the disclaimer (2), and click the “Activate Application” button (3).  This will make your 

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) – 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 

  



 

When your application is active, this screen will say “Your application is ACTIVATED and VISIBLE to 

Teach Philadelphia” (1). 
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To view current openings at Teach Philadelphia member schools, click on the “Current Openings” 

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 

the position by clicking on the “apply now” button(3). 
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When you click on “Apply Now,” you may see the notice above, telling you that you need to provide 

more information before you can apply to the job (1).  Click on the “continue” button (2) to see 

what information you need to add to your application. 
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In this screen, you can see the information that is missing from your application.  Information in the 

“Required” section (1) must be completed in order for you to submit your application.  Information 

in the “Recommended” section (2) does not have to be completed, but we strongly recommend it.  

Finally, you do not need to provide the information in the “Additional” section (3), but you may 

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

application complete, click on the item(s) in the “Required” section that are listed as incomplete (4). 

  

3 2 1 

4 



 

You will see a pop-up box (1) of the section(s) that you need to complete. 
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Enter the required information, and click “Save to Resume” (1).  Once your information has been saved, 

click on “Return to Checklist” (2). 
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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 

“Save and Continue” (2). 
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If you chose not to submit a cover letter, and simply clicked “submit” on the Application Checklist page, 

you will be taken to this screen.  Once you have finished your cover letter and clicked on “Save and 

Continue,” you will be automatically taken to this page.  You should review the terms of use statement 

(1).  If you agree to the terms of use statement, click on “Accept and Confirm Application” (2) to 

continue. 
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You’ll notice that the jobs that you’ve applied for appear in a list (1) on the “Jobs Applied To” tab(2).  

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 

longer want to be considered for the position, you may click “withdraw” to withdraw your application.  

Click on this tab (2) anytime that you would like to review the jobs that you’ve applied to.  You’ll also be 

able to see the status of the jobs that you’ve applied to (8). 
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