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HOW TO ORGANIZE AN AATG PLACEMENT INFORMATION CENTER

A Placement Information Center (PIC) operated under AATG auspices should provide:
(1) systematic help for present and future members of the profession; (2) efficient
cooperation with potential employers (both schools and commercial firmsi; and (3) an
expansion of the bilingual job market. The major goal of the PIC is to strengthen the
entire profession.

Contacts with businesses and employment agencies provide needed information on
the non-teaching aspect of the market and how to develop it. Currently, most bilingual
jobs in German require both language and secretarial skills. Also, double majors in
German and another subject often prove to be assets in obtaining jobs with commercial
firms. It is becoming mote common to find administrators demanding more than one area
of teaching competency. Students and advisors should be encouraged to remember this
in planning courses of study. F. LeRoy Walser's article, "Career Education Holds
Foreign Language Challenge," in the September 1973 issue of Accent on ACTFLI deals
with this topic.

The PIC differs from other types of placement services. The PIC concept stresses
personal contact or a local, state, oz regional level rather than a national one. Each
PIC should reflect the area it serves; factors to be considered are degree of I'M
activity, demographics, population distribution patterns, commercial activities, the
number of positions available, and the degree of potential cooperation with other
foreign language organizations.* C.irrently, a reg 'al approach seems most adrisable
to ensure coverage of all areas of Lhe country.

An AATG PIC should be a cost-free service to the profession. may
charged; fees may involve the AATC in legal complications. The AATG is a non-profit
organization and depends upon voluntary contributions to support many of its activities
and services. Membership in the AATG should not be a prerequisite to receiving assis-
tance from the PIC, since the goal of the PIC is to serve the profession as a whole.
Experience has shown that non - members of the AATG usually join when they contact the
PIC, thereby increasing AATG membership.

The idea is not to compete with existing commercial placement services; rather,
promoting the general health of the profession should be the primary concern. Place-
ment efforts should be a regular part of the chapter's activities and have a place on
the chapter budget. The term Placement Information Center has been suggested to emphasize
that the PIC is not a placementserviceirlolsensrmae of the term: but that the
primary function of the PIC is to expedite an exchange of information.

The PIC should devote its energies to those job categories where it may expect to
be most effective: public school teaching positions (full-time, part-time, or substi-
tute); bilingual commercial positions; and part-time community college and university
positions (evening courses, adult education, summer sessions, tutoring, and uverloads).
These are the job categorie.; not covered by the MLA Job Lists, which, for most candidates,
are currently the most reliable source for full-time university positions. Candidates
for this type of position should be urged also to consult the MLA Job Lists (c/o Modern
Language Association, 62 Fifth Avenue, New York, New York 10011 in to the PIC.

*The design of the PTC has benefited from research on Texas public school personnel
patterns and trends in foreicn language instruction. This research was supported by
a grant through Organized Research, East Texas State University, Commerce, and was
carried out with the cooperation and assistance of the Management Information Center,
Texas Education Agency, Austin.
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It is essential for the PIC to emphasize part-time positions. There is often
a need (especially in emergencies) for teachers who can substitute, teach part-time,
take over an extra class in the day or evening, or fill a bilingual position in busi-
ness. Anz language - related position is often a welcome possibility for a jobless
colleague, and it is an observed fact that part-time po .tions often develop into full-
time appointments.

When obtaining el job description, the PIC Chairperson should be alert for any
special requirements. If it appears that the position might be dif.icult to fill with-
in the specified time limit, the PIC Chairperson should iaquire about possible alterna-
tives, such ar the use of part-time personnel.

The key to success for the PIC concept is the chapter involvement. The more active
the Chapter PIC is, the more jobs can be identified for job seekers in the chapter area.
When a job is located, the job applicants in the nearest PIC are contacted first. How-
ever, to facilitate communication and possible cooperation between chapters, the AATG
has established a regional structure with five Regional Coordinators, who are the liai-
sons with the National PIC Co-iirectors. The Regional Coordinators assist the chapter
PiCs in several ways: (1) they maintain Regional Files of applicants and jobs; (2) they
relay job vacancies to a larger geographic area if the vacancy is hard-to-fill; (3) they
arrange mass mailings for chapters; (4) they serve as clearinghouses for cooperation
between chapter PICs, especially when urban areas cross state boundaries; (5) they are
sources of advice based on the experiences of other chapters; and (6) they serve as
liaisons with the National Co-Directors.

A listing of all PIC Chairpersons for the chapters will be published as soon as
it is available. Job seekers can then contact the appropriate PIC Chairperson in the
area in which they are looking for employment. It is hoped that the current listing of
PIC volunteers can be published at regular intervals. The Chapter PIC Chairperson should
be listed with the chapter officers in the September Membership Issue of the German
Quarterly.

T. ESTABLISHING A CHAPTER PIC

As soon as a chapter has decided to establish a PIC, the Chapter President should
appoint a PIC Chairperson, who must be a dedicated person who is willing to follow up
on job leads immediately and who will assume responsibility for several years. (A
permanent chairperson and address lend stability to the PIC and obviate the need to
inform applicants and employers of address changes.) The name, address, and telephone
number of the new PTC Chairperson should be sent to the appropriate Regional Coordinator.
A rubber stamp with the name and address of the Chapter PIC Chairperson will save time
in marking the forms for proper return. If the PIC Chairperson must resign, the Chapter
President should consider asking a colleague at the sane institution to assume the re-
sponsibility. If possible, the PIC Chairperson should be located at an institution with
good mail and message services. Copying facilities at reduced or complimentary rates
should be available. Cooperative support of office staff at the school where the PIC
Chairperson teaches can be decisive. When assuming the responsibiLities of the PIC, the
Chairpersons should make sure that channels of communication regarding the PIC are
clear at their institutions. Routine procedures should be established for obtaining
adequate information from phone calls and for arranging callbacks for long-distance
calls when necessary.

Since it is essential for a PIC to respond quickly- -even at times of the year when
many teachers are on vacation and not at their normal addresses--there should be an
active PIC address a' all times. Appropriate arrangements should be made for handling
mail and phone calls during the summer and Christmas, when vacancies often occur on
short notice. Alternative telephone numbers (of Placement Committee members or a Vice -
Chairperson., for example) should be dven on all PIC correspondence, co that calls can
always be relayed.
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Additional Placement Committee members should be sought, with an eye to cover-
ing the major metropolitan areas served by the chapter. A good geographical distri-
bution is important; carefully selected m'rnhers can form a network for placing toll-
free and low-charge phone calls in each area of a state. If possible, at least one
member of the committee should be chosen from the PIC Chairperson's town o' campus,
so that both may vrork on mailings. The situation in each chapter will be different,
depending on local population distribution and many other factors--even traffic patterns.

II. PIC FORMS

Standard forms for collecting biographical and professional information have been
prepared by the National Office. The use of standard forms often prevents delays in
obtainin: additional information, certainly make more favorable impression on
procpecti-e employers, and serves as a guide for eliciting all essential informaticn
in the first place. If all PICs use the same Biographical Forms, applicants from
different chapters can be submitted on the same basis to the same employer, if necessary.
Forms are easily photocopied to relay information. The back of the PIC Chairperson's
copy of the Biographical Form may be used to record dates on which the form was copied
and locations to which copies were sent. The date of registration with the PIC should
be noted. Experience has shown that some detail is necessary in the Biographical
Forms, because many jobs have quite specific requirements (e g., certification in a
pazticular state, elementary level certification, all-level or supervisor's certification,
a second teaching major, previous employment experience, American citizensilip).

The appended sample lel:ters should provide ideas for dealing with various situations
which will arise during the year, and are based oa the experience of pilot placement
centers. Chapter PICs may adapt the recommended letters for local use as conditions require
or to suit style preferences.

Following is a list of forms prepared for PIC use:
Form B--Biographical and Professional Irformation (4-page set; to be filled

out by job seeker).

Form C--Job Description (2-page set; to be filled out by PIC Chairperson).
Form G--Instructions for Biographical Form; Wotificatim Form for Removal of

Application from File (to be filled out by job seeker).
Form R-Appointment of Chapter: PIC Chairperson (to be filled out by Chapter

President or appointee).

Form T--Transmittal Form for Chapter PIC Address Lists for Central Processing;
Updating of PIC Lists (to be filled out by PIC Chairperson).

These forms are available through the PIC program.

III. OICANTMNII AN ACTIVE FILE OF JOB SEEKERS

Person:: seeking positions should contact the nearest PIC Chairperson to obtain the Bio-
graphical Form and Instru,tion sheet. The applicants send the top three copies to the
PTC Chairperson and keep one of the four copies.

The Pir Chairperson organizes 'he Biographical Forms neither alphabetically or by
level of t.eachiticr soth-ht), zo that a ssamn for qual-Med cz.ndidatec may be made quickly,
especially 1r a prospef.tive employer 4.elephones. The first and second copies remain in
'he f. le; 61-.e Fhird is sen"() the Regional Coordinator. If the File rrows to sufficient
size, a system of oross-indexing may he needed. It may be important, for example, to
have a special File or cross-indexing for teachers capable of working in a FLES program.
The PTC Chairperson. should notify applicants about, conferences on teaching abroad, if
somethint7 in this line occurs; about specir.1 opportunities to work or study abroad; ana

1;



about placement information received from other AATG chapters. Information on such
programs as the National AATG Nordrhein-Westfalen Program and the HEW Teacher Exchange
Programs should be disseminated. Persons with excellent credentials might be informed
about fellowships and teacher exchange programs. The following information might be
published in chapter newsletters:

For predoctoral study or research, Fulbright and binational grants are
awarded through the Trstitute of International Education (IIE), 809 United
Nations Plaza, New York, New York 10017. IIE also publishes Teaching
Opportunities Abroad (68 pp., $4.00), which may be purchased from the pre-
ceding address.

The Department of Health, Education and Welfare (Office of Education,
Washington, D.C. 20201) supplies information about opportunities for teach-
ing in elementary and secondary schools abroad for one year and for summer
seminars for teachers.

For information about postdoctoral research and university lecturing,
contact the Committee on International Exchange of Persons CIEP), 2101
Constitution Avenue N.W., Washington, D.C. 20418.

Supplement H is a detailed bibliography of such opportunities.
It is of the utmost, importance that applicants inform the PIC when a job is accepted

or employment plans chr,nge, so that the Biographical Form may be removedammalmm
the PIC File. Nothing is more damaging to the stature of the PIC tLan to steer a pro-
spective employer to a person who is no longer in the job market. Perhaps re-registra-
tion might be required each fall. Another possIbil.4ty is for the PIC Chairperson to
contact applicants once or twice each year, but this might become costly. A form letter
for the purpose of re-reqistration (K) might be sent.

TV. THE ROLE OF AAT7, MEMBER') IN THE PIC

An effective PIC relies on and actively encourages cooperation from all German
teachers. Publicity about the chapter PIC should be directed regularly to the membership
and to everyone in the profession through AATG meetings, newsletters, ACTFL-affiliate
meetings, journals, avid mailings. The broader the participation, the greater the chances
that vacancies will be reported, and that the PIC will be ready to respond. The "grass-
roots' approach is :he desired one here; teachers frequently have Information about
possible vacancies ahead of school officials. Plsol they can personally inform the
appropriate school officials about the .xistence of the PIC. A word of wafning must be
given, however: The PIC Chairperson and volunteers must be careful not to make advance
information ublic before a teacher actuall submits the formal resignation. Do not
contactpthe .school or bLsiness until the vacancy is definitely confirmed. It is abso-
lutely.essential to respect the rights and preferences of resigning teachers where
resismations have not yet been announced.

In i!enerall the PTC should be advertised constanrly to the AATG chapter membership.
Chapter officers, especially the President, will often be contacted to supply information
about the PIC. Theretbre, they should always keep informed about current PIC arrange-
ments and know the address 8nd phone number of the PIC Chairperson. It isimatant not
to become discouraved at the outset; a coupie o_Lyears of steady work may be needed to
make he PI- known 'o both job seekers and employers.

:'7:1T,T::T7f 7) :,1.-.AT F, AIM =:'ATF, R APPLICA=

In addi'ion 'o 7.)1,1%teered inl*,,r-lation from members and other teachers, there are
revera' ways 4., l'_.ca`e. and ;'omee.imes even renerate, positions. (1) Mailings may be sent

;ermrin 'ea0.ers, irfforminr7 he administrators about the PIC. (2) District
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and diocese offices in metropolitan areas may be contacted by phone to ascertain if
vacancies are expected. (3) Public, private, and parochial schools without German pro-
grams may be informed of the availability of German teacher3 with certain practical
teaching-field combinations (which are appropriate for a beginning program) and about
the PIC in general. (4) School superintendents or principals whose schools aro without
German programs racy be contacted personally by area college or university professors,
AATG officers, nigh school teachers from nearby schools, or delegations organized for
this purpose. Parents' groups and community organizations can be vital to such efforts.
Publicity Committees should communicate with PIC Committees to avoid duplicating efforts
and mailing expenses. Attempts to develop new school programs should take place in
close contact with the PIC, since suet decisions may come suddenly and may be reversed
if there is difficulty in loca;;ing teachers. See also Supplement L regarding telephone
surveys, a technique appropriate to metronolitan areas.

To begin a mailing campaign, letters should be sent out to persons who might be
seeking a German teacher or person with German-language skills. Recipients of these
letters might include district superintendents; principals or personnel officers of
secondary schools (public, private, and parochial); principals of schools operating or
interested in establishing German FLES programs; German-American Clubs which provide
language schools; deans or modern language chairpersons of junior colleges, extension
divisions, colleges, and universities; directors of university placement centers; state
or local foreign language consultants, supervisors, or coordinators; director.; of state
teacher placement offices or placement offices of the state NEA affiliates; other
foreign language associations in the state; large business firms that have commercial
dealings with German-speaking countries; and, possibly, leae.ing employment or management-
search agencies that specialize in placing college graduates. Sometimes employment
agencies are looking for persons with special skills, like a second language. Firms
with such needs might be manufacturers of products like chemicals or electronics. In
order to get a job with such a firm, a German teacher usually needs additional skills:
a double major in college, secretarial skills, or previous business experience. In
metropolito.n areas the PTC Chairperson or a PIC volunteer might regularly check the
classified ads in leading newspapers to spot firms advertising bilingual positions.
Stat.,. employment agencies may wish to cooperate in filling commercial positions they
have on file and should be contacted. Perhaps an advertisement or article might be
placed in (;erman-language newspapers of the area. Consular officials should be notified
about the PIC, because they sometimes get calls from prospective employers.

There e.,e various sources for addresses for large mailings to advertise the
existence of the PIC: state Department of Education; state affiliate of NEA, slate
or municipal foreign language supervisor or coordinator; Directory of Education or
public school directory for the state (usually In the possession of every high school
principal and university education department, as well as most libraries); and the
:'eptember issue of PMLA for the names and addresses of chairmen at two- and four-
Year institutions).

If 'he Pir Chairperson and Committee decide to send a mass mailing, they should
design a form letter appropriate to the recipients. The supplements contain two sample
letters, one for superin'endents, school personnel directors, modern language chair-
persons and tho other for '.!ommercial firls and employment agencies (E). If a
single form Lorter is to be sent to more than fifty addresses, the National Office does
the entire mailine for the chapter. The PIC Committee needs only to p :t the addresses
on '.he Transmit' al Thee.s pro7ided by the National. Gffic. Then the PIC Chairperson
should send 'he form le'ter ano the Transmittal :Meets to '.rie Regional Coordinator,
who relays all .'hupter PI:' req:ests to the appropriate N.icnal Co-Direcor. Arrange-
men`s have beer, made for the National Office to place the names in the computerized file.
The Naional Of: ire duplicates the form letter and sends it, out to the addresses sub-
mit'-ed. The addresses are scored for future mailings. The Chapter PIC Chairperson
should 'Keep a ?arbo% or phc,tocopy of each Transml'tal .'beet, so tha* address chanpet;
"an be made fut.:re



VI. WHAT TO DO WHEN A VACANCY IS LOCATED

(1) When the request comes directly from the school or firm: The PIC Chairperson
responds to the call or written request from the school or business by noting as many
pertinent details about the position as possible on the Job Description Form supplied
by the National Office. Next, the Chairperson goes through the PIC File and selects
all Biographical Forms which meet the requirements stipulated for the vacancy. Copies
of these Biographical. Forms are then forwarded immediately to the prospective employer.
The PIC Chairperson notes the names of the job applicants sent on the Job Description Form
and indicates the action taken on the back of the Bigraphical Form of each applicant
sent. If sufficient applicants are available, the Chairperson should wait until infor-
mation abi.ut the filling of the vacancy is received before forwarding the second ccpy
to the Regional Coordinator. If the PIC File does not contain at least two applicants
meeting the minimum requirements, the Chairperson should immediately forward the Job
Description Form to the Regional Coordinator, who can send applicants from the Regional
File.

(2) When information is relayed by a teacher: As soon as the PIC Chairperson is
assured that the present German teacher or business employee has resigned, the school
or business needing a person should be contacted and diplomatically offered the service
of the AATC; PIC. The PIC Chairperson should state that the PIC can provide photocopies
of brief Biographical Forms of professionally oriented teachers who are in the area and
who are therefore available for interviews. In all cases] the PIC Chairperson must
emphasize that neither the PIC nor the AATG is RECOMNENDING these candidatesi but rather
that the PIC is mere14 a service to INFORM employers about persons seeking employment
in this field. Sometimes employers may prefer to have all qualified condidates contact
them directly as soon an possible. Then each candidate with the basic qualifications
must be contacted immediately. Jobs are often filled within a few days! Each vacancy
and employer must be treated individually. If the employers request the Biographical
Forms, it is up to them to contact the applicants. Depending on the circumstances, a
follow-up call might be made later by the PIC Chairperson to learn if (and incidentally,
how) the vacancy has been filled. The procedure of completion of the Job Description
Form and forwarding to the Regional Coordinator is the same as in (1), when the request
comes directly from the school or firm.

Even in cases where the PIC is not successful in filling a teaching vacancy, the
demonstrated interest of the "ATG promotes a good relationship with the school administra-
tion and may yield useful information. The school may contact the PIC again when
another vL-ancy occurs.

Br.WFITIARY CONSIDERATIONS

It is financially wise to begin on a limited basis, since it will take time to
bu'ld 'lie reputation of the PIC in the chapter and among prospective employers.
"Free" publicity in newspapers, newsletters, ACTFL-affiliate journals and oral an-
noIncements should be used to advantage wherever possible. Wcrd-of-mouth publicity
will grow the longer the PIC functions. one schools provide copying at minimal cost.
Perhaps some departments might be willing to underwrite a portion of the operating costs
for the publicity tha', the institution receives as the location of the AW(1 PIC. The
'hapter might wish consider having a special fund-raising project to help finance
'he activities o:' its PIC. Enthuslasm for such a fund- raising project will be greatest
if it is made know. that the goal is to provide a badly needed service, namely, a clear-
ing houre for information that will bc,efit the entire profession.

since the Na'ional Office can provide substantial Financial assistance to Chapter
PICs Ly takin;-, care of mass mailings and duplication of standard forms, the major
potential expencer of' the PIC at. the local. Level have been eliminated. Therefore, the
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individual PICs receive a small amount of direct money, but a great deal of service.
If every AATG Chapter establishes a PIC, one can easily see why this is necessary.
Even $10.00 per chapter can amount to over $500.00. The PIC program is designed to
serve and strengthen all AATG chapters, not just a few.

Careful planning is important in order to keep costs to a minimum. A budget
should be prepared that includes such items as mailing costs, copying, and phone costs.
Experience improves tne ability to estimate these expenses. Accurate records of ex-
penditures help in future planning.

For purposes of budget planning and for use in publicizing its services, the PIC
Committee must keep records of mailings, number of vacancies handled, persons sent to
each job possibility, results of placement efforts, contacts made, etc. A record for
each applicant may be easily maintained by making a notation on the back of the Bio-
graphical Form whenever a copy of it is forwarded to an employer.

VIII. OUTLINE OF PIC PROCEDURES: A SUMMARY

A. Job seekers request the Biographical Form and Instructions Sheet from the
appropriate PIC Chairperson. If the job seekers reside where no PIC is
functioning. they may request forms and assistance from their Regional
Coordinator, who will place their completed Biographical Forms in the
Regional File. To avoid the needless forwarding of letters to PIC Chair-
persons, Chaptur Presidents and PIC Committee members should have extra
copies of the Biographical Form and Instructions Sheet for distribution.
Be sure that the name and address of the appropriate PIC Chairperson is on
each form. No mail on placement should be sent to the AATG National Office.

B. Function of the four (4) copies of the Biographical Form (Form B).
Job seeker returns top three copies to nearest PIC Chairperson:

L. Copy for Chairperson's file.
2. Copy for submission to first employer--kept by PIC Chairperson

until needed.
3. Regional Coordinator's copy--forwarded by PIC Chairperson.

Job seeker retains fourth copy:
4. Copy for job seeker's own records.

C. When a vacancy is located, the PIC Chairperson firs out the Job Description
Form (Form C),

D. If the employer warts to have the Biographical Forms sent, the PIC Chair-
person does the following:

1. Sends photocopies of the Biographical Forms of all job seekers meeting
the minimum requirements. No qualitative selection L.; made.

2. flotes names and date(s) sent on Job Description Form.
3. Indicates action taken on back of each Biographical Form in PIC File.
4. Follows up on how vacancy was filled and notes this on Job Description

Form.
5. 'ends completed Job Description Form to Regional. Coordinator, keep'ag

one Popy for he Chapter PIC File.

E. If the employer wants to have applicants contact school or firm directly,
the PIC Chairperson does the following:

1. Informs all job seekers meeting the minimum requirements. Ini,erested

job seekers then contact the employer on their own.
2. FTC Chairperson notes the names and date(s) cortacted on the Job

Description Form.

10
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3. Indicates action taken on back of each Biographical Form in the
PIC File.

L. Follows up on how vacancy was filled and notes this on Job Descrip-
tion Form.

5. Sends completed Job Description Form to Regional Coordinator, keeping
a copy for the Chapter PIC File,

F. When the PIC File does not have at least two job seekers with the minimtul
qualifications, the PIC Chairperson should go ahead and submit the one in
the PIC File (if one is there), following the above procedure. He should
also immediately forward the Job Description Form to the Regional Coordinator,
who should search the Regional File for other job seekers to submit, follow-
ing the above procedure. Later the PIC Chairperson should follow up on the
vacancy and inform the Regional Coordinator of the results. If necessary,
Regional Coordinators may use vacancy lists for hard-to-fill jobs.

G. Function of the two (2) copies of the Job Description Form:
1. PIC Chairperson's copy.
2. Regional Coordinator's copy.

As a general rule, placement should be sought first as close as possible to the
home of the job seeker. The principal exception would be a job seeker trying to re-
locate to a specific area. This procedure is important to give local teachers first
opportunity at jobs in their own area and to keep the PIC committees from being over-
loaded with requests from other areas. A careful effort first to match jobs and
applicants at the local level should be sufficient. Consultation with the Regional
Coordinator can assure that both vacancy listings a: job applications are passed on
quickly enoue 1 to additional areas to avoid unnecessary delay.

January, 1974 William J. Harvey, AATG Vice-President
(University/College)

Cecilia C. Baumann, AATG Executive Council

(University/College Representative)



Supplemqat A SAMPLE ANNOUNCEMENT
TO TEACHERS A

Date

Dear German Teacher:

The AATG Chapter is trying to establish communication between
teachers and schools regarding possible job vacancies. We have established
a Placemont Information Center (PIC) to be an exchanger of names. That is,
we will inform schools of qualified teachers looking for jobs End inform
teachers where position:. are available.

If we are to continue to urge our students to become German majors: we must
take the responsibility of helping them to find jobs. Since school aistricts
or superintendents may not know where to turn to locate new German teachers,
we must depend on individual teachers to inform us of positions they are
about to vacate or of other vacancies of which they are aware. Inform us if
the resignation has not yet been announced; we do not make tny information
public or contact the school il the resignation has a made. If we want
to build German programs we t..ast show professional pride by supporting each
other. So, as soon as you know you are leaving a job, simply telephone or
drop a postcard to:

AATG PIC Chairperson
Address
Phone

If you are looking for a vacancy, drop us a postcard, and we will send you a
biographical form to fill out for our file. Your postcard should provide
basic information about your background and what type of job you are seeking
for use until your form is returned for our active file.

No fee is charge:, to teachers or schools for placement assistance. Neither
the PIC nor the AATG have any legal responsibility for your placement; the
PIC merely provides information to make your job hunting a little easier. We
wish you success in this endeavor!

sincerely yours,

AATG PIC r,hairperson
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Form C JOB DESCRIT,TION Date:

American Association of Teachers of German
Placement Information Center,
PTC Chairperson:

School/College/Firm:

Address:

Contact Person:

Title:

Wants resumes sent: 0

Chapter

Tel: (

Tel: ( )

Wants applicants to contact directly: 0

Length (months, semesters, years) of employment:

Renewal possible:{ Wo renewal:0 Temporary:0

Date to begin: Salary range (opt.):

Teaching fields /skills necessary:

Job title or rank:

Drgree required: B.A./B.S.0 M.A./MX.0 M.B.A.D C.P.A.0 A.B.D.0 Ph.D.°

Teaching certification: Elem.:0 Sec.:0 All-level:0 State';

U.S.U.S. citizenship?0 Course levels to teach:

Extracurricular requirements:

For business positions: Special business skills:

Travel expected:

Other:

How did PIC learn of vacancy?

Relocation or assignment change expected:

CHECKLI2T FOR PI(' CHAIRPERflON:

Informed: 0 or sent resumes:0 Date:

For followini7 applicants (names only):

Sent one copy of .his form to Regional coordinator: D Date:

check here, if Reg. Coord. should search Pegional File (Usually when Chapter PTC canwo
supply at. leas' `wo applicants) :
Position filled as of: By PIC applicant? 1

11



:.uppLement D SAMPLE LETTER TO
SCHOOLS OR COLLEGES

Date

DOES YOUR SCHOOL NEED A GERMAN TEACHER?

The American Association of Teachers of German, the national professional
organization for qualified teachers of German, can help you. Here's how.
The Chapter of the AATG maintains a Placement Information Center
(P1C7737.71;mbers seeking teaching positions in the area. If an
opening should appear now or at a later date at your school or college, we
are able to submit to you photocopies of the biographical and professional
resumes of those most suited to your job requirements. The PIC serves solely
to transmit information received from applicants in order to help job seekers
and prospective employers; neither the AATG nor the PIC can assume responsibil-
ity for the applicants.

For this information and any other questions concerning our Placement Infor-
mation Center, please contact the undersigned at . There is no fee
for our service, either to the employer or the applicant, and we hope that
PIC will be of use to your school.

Sincerely yours,

AATG PIC Chairperson

Supplement E

Date

SAMPLE LETTER TO
COMMERCIAL FIRMS

DO YOU NEED SOMEONE WITH SKILLS IN GERMAN?

The American Association of Teachers of German, the national professional
organization for teachers of German, can help you. Here's how. The
Chapter of the AATG maintains a Placement Information Center (PIC) for members
seekinr, positions in the metropolitan area. If you learn of a business
needing a person skilled in the German language, we are able to submit to you
the biographical and professional resumes of those most suited to the job re-
quirements. The PIC serves solely to transmit information received from appli-
cants in order to help job seekers and prospective employers; neither the
AATr; nor the PIC can assume responsibility for the applicants.

or this information and for any other questions concernin: our Placement
Information Center, please contact the undersigned at . There is no
fee for our service, either to the employer or the applicant, and we hope
that PIC will be of use to you.

Sincerely yours,

AA T:1 PIC Chairperson



upplement F SAMPLE LETTER TO

FOREIGN LANGUAGE/DEPARTMENTS

Date

To Foreign Language Departments:

The AATG Chapter in now has a Placement Information Center
(PIC7-7373Tify schools of qualified German teachers looting for jobs and
to notify teachers of where jobs are available in . If you have
graduating seniors with teaching credentials, please use the enclosed forms
to enter these seniors in our Active File. Send information to:

PIC Cha',Derson
Address
Telephone

If you know of positions available, and do not have graduates to fill these
job openings, please let us know. We will be glad to supply additional
copies of the information form for applicants. Thank you very mush for
your cooperation.

Sincerely,

AAT(1 PIC Chairperson

Enc.



11

rear German Teacher:

INSTRUCTIONS FOR BIOGRAPHICAL FORMS

!:!ease rind enclosed the Placement Information Center form for your bio-
graphical eLld professional information (Form B). Please make entries clearly
and neatly, ac the form will be photocopied to supply information on candi-
dater 'o school districts and other potential employers. It is important to
include temporary or summer addresses and phone numbers when appropriate,
5., ',ha' you can be reached without delay. If an address is only valid for
a certain period of time, this should be indicated. Currently the PIC has
no vacanctes. You will be contacted when a vacancy for which you qualify
appears. As you do doubt realize, neither the AATG nor the PIC can assume

responsibility for your placement. If you are willing to assist the
committee occasionally with bulk mailings, contact the pm Chairperson.

Yake rure that all copies of your information are clear. Use of typewriter
)r ball point pen on hard writing surface is recommended. Return the top
'hree sheets of the set to your PIC Chairperson; retain the fourth copy for

re-orris. 'how the number of semester hours of undergraduate (ii) and
n'udy sub.iects you are qualified to teach.

al,:i havin, your biographical information sent t.o a prospective employer
when you are not available, PLEASE NOTIFY ur mot Y0t1 HAVE ACCEPTED A

in BE WITHDRAWN FROM THE PIC FILE. save this form for
yovr (!on7enience later.

: wirh 'o be withdrawn from the PIC File.

! have acceped a position.

Phone

1.tuf. Fuld Addrenn of
mp :'01-10o I /Company

qffice/:7chool Phone

. prerer reeive mall a. ( ) h^me ( ) office/school

nate 'iployed

:''a !e" Teaching Field(s)

':%mer )'er ;ernan 'eachers at your school

Thank you!

AAT'7, Placement Information Center

17



Supplement H ACCOMPANYING INFORMATION TO
BE SENT WITH BIOGRAPHICAL
FORM TO JOB APPLICANTS

OPPORTUNITIES TO STUDY OR TEACH ABROAD--USEFUL ADDRESSES

I. TEACHING AT THE SECONDARY LEVEL

1. AATG NORD-RHEIN WESTFALEN PROGRAM

Teaching English in a German Gymnasium.
Besuirements.: 25 years old; member of AAT); B.A. plus two years of
experience teaching a second language on the 3ecoadary or undergraduate
college level; good common,' of the German language.
Write to: NEW Program Coordinator

AATG
339 Walnut Street
Philadelphia, Pa. 19106

2. HAMM SCHOOL AUTHORITY

Teaching Mathematics, Physics, Biology, and Chemistry in a Gymnasium.
Requirements: Ability to teach subject in German. Proficiency in
mathematics, physics, biology, or chemistry. Prefer M.A. or M.S.,
but B.A. or B.S. acceptable with at least two years experience.
Preference given to those with a or teaching certificates.
Write to: Cooperative College Registry

One Dupont Circle N.W.
Washington, D.C. 20036

or
BehCirde Lur Schule, Jugend and

Bernfsbildung
Amt fair Schule
S 121-426
2 Hamburg 75
Hamburgstrasse 31
West Germany

3. P.ADAGOGIOCIET3 AUCTAUSCHDIEN'OT

141xchange programs for secondary teachers.
pequlrements: Appropriate degrees, teaching experience, good 3erman.
Write to: Pgdagogis.Ther Austaunchiienst

Nascestras3e 8
53 bonn
4ect Germany

4. TEAr4ING F.1GLT2H )R OMER SUBJECTS In GERMAN .SECONDARY SCHOOLS

Requirements: M.A. or M.:!.; teaching (!ertifIcate; 3 years of tev.hing
the secondary lezel; ve 23-50; fulL command of dermal.

`o; (!ow.ar't your nearest German Consulate.

7. Af."."1-*TANT Pa')GRAM FOR GRAIrJATE .:TIMENTS PLANNING TO TEACH

Jobs involve assirtin7 in the teac%inr or English in Ierman secondary

:evirements: 3.A. or flueniv in. German; prefer single persons

,Icrier 30: apply by Dec. 31 for the t'ollowin,-; school year.
Write '0: 7oWact the nearest lerman ("annulate.

18



rlupplement ,ontinued 0

6. TEACITER-EXCPANGE PROGRAM P'0I 4ENTARY AND SECONDARY SCHOOLS

Requirements: M.A.; several yeas of teaching experience; full
command of German.
Write to: Teacher Exchange Section

International Exchange and Teaching Branch
Office of Education
Washington, D.C. 20202

7. DEPARTMENT nF DEFENSE SC10OLS

Teachers, administrators, counselors, librarians, rlrses, school
psychologists, and social workers to staff elementary and secondary
schools in twenty-seven countries.
Requirements: U.S. citizenship; B.A. or B.S.; 18 semester hours of
education courses; teacher certification; college-level courses in
the field to be taught; two years full-time teaching experience;
willingness to accept assignment, in any location.
Write to: Department of the Army

Deputy r'hief or 2taff for Personnel
Dependents SchDols Teacher Recruitment Branch
(DAPS-CPC-RT)
Room 1A658
Pentagon
Washington, D.C. 20310

8. INTERNATIONAL SCHontS SERV:INS

Teaehinr a cI administration in international and American community

RecipireAews: Appropriate iegrees and teaching experience.
Write to: D! rector of Fducational Staffing Program

:nternational Schools Services
392 Fifth Avenae
Mew York, Mew York 10018

or P000 P Street
Washington, D.C. 20036

Teacher Applications
Tnternationa1 2chool Services
126 Plexander Street
Princet:n, Mew Jersey 08540

Furopean Council or International :Ichooln--PerscInnel Center
P.O. !3r)x 96
'ci?0 Montreux

:!witzerland

.-)F MARYLAND 0:ER1FA: ;'R.-x1 RAM

i'011ee-leve : "or as:Irwiatel '.he :),r)artment.
f 7,ere.Ine abroa, art part -time lecturers :n Vollow-
inr rieldn: anthropolop7y, trisine3s, 7.:nrlish, economics, rDvernmen%,

In



upplement H, continued
3.

history, philosophy, psychology, sociology, speech, education, geology.
aagirements: College teaching experience; at least a Masten; preference
to those with Ph.D. and ability to tearh in two academic fields; U.S.
^Itizen; priority to single persons and those married with no dependents.
Write to: Dean, University College

University of Maryland
College Park, Maryland 20742
or, 1.f oversells :

Director, European Division
University of Maryland
69 Heidelbers7 I
Postfach
West Germany

2. UNIIIER:7ITY LECTURING AND POST-DOCTORAL RESEARCH

Pequirements: Ph.D.; excellent German.
r14.e to: Conference Board of Associated Research Councils

Committee on International Exchange of Persons
2101 Constitution Ave. N.W.
Washington, D.C. 20418

11, DEED(ICTORAL STUDY OR RE: EARTH

1, FUT,T3R:GHT AND DAM) FEILOWO

Requirements: Excellent credentials; U.S. citizenship; B.A. before the
beinn!n.7 date of the qrant; majority of high school and undergraduate
education in the U.S.; good German; good health.
Write to: information and Reference Division

Institute of International Education
309 United Nations Plaza
new York, New York 10017

;:anr:Air FOR TEACIERf

Writs: o: Department of Health, Education, and Welfare
International Exchange ane Training
,office of Education

Walhington, D.C. 20201

in!'ormltion on `hese and other programs in all parts the world is
book Teaching Abroad, 01 pp., 1973, alptilable from the Innti'ute

:nterna..1,mal Education, ToTiTnited Nations Plaza, Ned York, N.Y.. LOCl7.
:en.' a -heck :'or t4.CO with your order.

:rformwion on st.vlyin in Germanj,
A-almic Exthan.-e 7ervi-e

. APnue,
New ?ork, New York L00O3

'Aso special couroe.1 Co: teacherf0
!!un-hen

%

Wen. *;ermany



7 mq) omen'. ! OAMPLE FOLLOW-UP LETTEP,
TO SflEDLO

Date

Mr. , Personnel Director
:7chool District

:ear :tr. 11

IASI COPY AVOW

. hope you hare been suu:essful in locating a German teacher for the current
academic year. In accordance with your request, information on your position
WAS c.Int to qualified candidates in our active file and to departments or
lerman which certify teachers or you received photocopies of our file's bio-
craphical forms. If you have employed a new German teacher, I would appreciate
receiving the teacher's name and ldireas. If not, I will be glad to continue
1,rying to locate a qualified teacher for your position. If there is any way
can be of assistance to you 'Ln the future, please let me know.

AAT'3 PIC Chairperson



;:upplemont 1 SAMPLE 2TTER OF NOTIFICATION
(Al co se(3 alternate form) TO TFACIESR3

BEST COPY AVAILABLE

!Ate

T,riar ':erartn Teachers:

We have the following vacanciea to report:

included should )e the names and lo2ations of individual high schools,
aon?; with names and addreses of school district personnel dire:!tors,
superintendents or prin?ipals. In some cases home phone numbers of s.hoo1
district officials can be included at their request. Where appropriate, a
notation can be appended to va :ancies announced previously, e.g.: "We
anrme this position is still open, since we have not heard to the contrary."
The chairman migllt wish to announce "possible" openings in school districts
which are considering a new program and have expressed an interest in infor-
mation on candidates for ponitions.)

The foLowin:: pooitionz, preciously announced, are now filled:

As alwayo, if yoo apply and receive a position, please let us know as noon as
pos:11ble, of) That we .navy keep our records up to date.

:W1. 'hairperson



.!%ppement

(Alternme form)
SAMPLE LETTER INFORMaUG TEACHER

THU rir 3 BIO3RAPHICAL FORM WAS J2
SUBMITTED TO A PROSPECTIVE
EMPLOYER

IASI COM Mtiitati

Pate

.ear ,lerman Teacher:

The :1(! was conta-:ted about the following position:

The pro:Tective employer requested that the PIC submit photocopies of the
bio!.raphical forms of all qualified candidates for the position ire,Itly

him. Cince your balkground meets the requirements of the position, your
biographical form was submitted along with those of other candidates who
also qualify. The PIC make,-; no selection among candidates.

3ecause the employer intends to contact personally only those candidates
who interest him as finalists for the position, do not contact the empLoyer.
The PIC has performel it function of relaying information; the decision
row rests solely with 6he empoyer. This letter is being sent to yGu for
Jour information only. The.-4e is no need to contact the PIC unless you are
not interested in or avail:Ole for this position. We wish you success in
your jo'n hulting!

.'incerely yourJ,

AA':' 1 rilaIrperson



:!upolemen' F

:Ate

Dear ,eran Teacher:

LETTER TO AFPLICAVN 14
ACT NE FOR FALL
CONFIRMATION OF CONTINUED
TUTtREST

SESI 01 ROO

To make the AATG PTC more effective, we request that job applicants conrirm
etch fall whether o: not they wish to have their biographical form 'cept in
*III Active File. Please us keep an up -to -date file for prospef,tIve
employers by returning the brief questionnaire to 113.

T have accepte1 a position and am returning the complete.' form 'glow.

(-7 I wish to 5e !cep'. in the Active File.

U-7 Please withiraw in biographical form from the Active File.

0 :acts on my biographical form plcved on file earlier have chanzed.
"lease send me a new biographical form.

/-7 I wouli be dilling to help as a PIC volunteer.

The AA T: P:c wishes you success in obtaining emplajment. Plewm make any
jo..1 might have for improving the 171C.

le: t. w!Aev,

AAT; f'hlirperson

`7!.e :'arm inc11.4ki wi*.h :;upplemen' 1 r.an be q1:7(. re3roluced wi'h



1.1.W1: I If BEST COPY AVAILABLE

A TELEPHONE APPROACH TO A LANGUAGE PRO GRAM SURVEY
frY1413711En EFFOn FOR PSC AND MEMI!`fliSHIP DRIVE)

L

!n order to maintain an up -to-date file of language teachers in any
specific area, the hest method to survey '.he Language program is often to call
'he s.hools

First compile a list of '.he schools within the telephoning aren by
lookinr, is the yellow pares of the phone book under :.*(9.!1f I,C-Pr3LTC..

2ometimes a ...omplete listing can be obtained in the Directory of the
:mate office of Public Instruction. In metropolitan areas, there is
sometimes a listing of individual schools ava:!able from the school
board.

2) List each h1.711 s-hool and junior high by name, address, and phone
number.

After you have the public schools listed, you should also try to list.
'he private and parochial schools by -.00,-.ing under SCHOOLS - PRIVATE -

and ;!':ICOL-PAR0(7:1:AL, (Tf you are not familiar with those schools in
::our area, a good place to find out I.Ach ones are actually junior h4,11
or hirh :::.!hool level is to check the sports pages of your local news-
paper. The private and parochial schools have their own sports leagues.
At, leas% once a week you will find a list of the standinrs with each
school's name and record listed.) Again, lists of individual schools
-an be obtained from diocese offices.

ht once you have your lists compiled, you clan begin the telephoning. If
at all possible, speak with a counselor, who is usually informed about
the teachers and their schedules.
Alwa:(s. identify yourself and give the purpose of the call. For example:

"Ws is with the OOOO OO Chapter of the American
Assolia:ion of Teachers of lerman. We are trying to up-date our
fi les. r'ould you rive me some information about your language
prram ani teachers?"

Mrs' s'!hooLs are very cooperative, although sometimes 'hey will ask
that yoi -ontamt .he administration office for this information. (The
res.a !,1 speak with the schools directly is that central administra-
t!on Lists are often not up-to-date. Central office staff members
ot't.en do rot. know the numV,er of classes or levels taught. The 'entral
alm!nlr.srat.Ion seldom kn.iwn if a teacher is leaving an individual school.

course, you ha.re no way of knowing, what the indlvilual school
a"Itude atmosphere is if you only speak with the administration
oCrIce.'

These are qt.estionc you may want to ask:
foreign languages are taught In your r-hool:'"

-r :erman Is '.ti-ht:

"What'. in the name of your lerman '_eacher?"

many olarnen or *;erman are eanrh.--What
:erman in no' 'aiwW.:

a' "trha' in 'he approxima.e rhnol
h' "7as :erman ever been sa;1;!.4.. a' yo,ir noll',1%"

-. In princlpal reoep'ive *0 adcEn7 new -:)11rnes';"
1 ":'0 !r),.1 know if '!:ere ir ;erman

'he -..vrce

.P;rne 'here :Tv.' wr:id be aokel %
.r o'er .he



L, continued 2.

7) it is also a good idea to talk with the foreign language supervisor in
each district after you have surveyed the district. By talkinr with
the foreign language supervisor you can check on the distrit's attitude.
Comelimes those in charge of language are primarily English supervisors
who are no' only not aware of the foreign language programs but also not
interewel in them. Is the supervisor receptive to enlarging the pro-
:Tam and aware of schools where other languages, but. not German, are
taught: If you find a receptive supervisor, explain the ?IC Program.
See if the AAT1 can be of any service in enlarging or building German
programs in this district. Offer to keep the superisor informed of
all professional meeinrs, or activities in this area which are avail-
able to local teachers. Perhaps the counselor would be 4nterested in
renei7ing a copy of A Modern Case for German, an be supplied to
he chapter by the Nati7iTOffice free of charge.

S) Af4er you have finished the telephoning, compile a List of teachers
and their clans assimments. For example:

Name Number of classes Levels
1. Janice Jones 9 I, i T, ITT

Flwood High School
1711 Elwood tame
:a-knon. Texas n3:134

Then compile a list of schools where the enrollment, is large enrItli to
offer Berman, but `.here is no German program. For example:

School Name Enrollment Languages Offered
1. Winnett High School 1800 Spanish, French, Latlo

'0: 7:a-h year in the spring and again in the fall, these calls should be
repeated. With lists like these, updated each year, the AATG can:

a) find pocirions where teachers may be leaving (especially
through the spring calls);

b) update membership mailing lists;
0) keep in touch with all German teachers;
d) increase AATG membership by contacting non-members personally;
e) find out which areas are growing, which teachers are enlarg-

ing their own enrollments (and perhaps check to find out how); and
(1 know where to begin to initiate or strengthen new programs.


