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HOW TO ORGANIZE AN AATG PLACEMENT INFORMATION CENTER

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

Contacts with busines.es 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 mejors in
German and another subject often prove to be assets in ottaining jobs with comnercial
firms., It is becoming more 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 ACTFL, deals
with this topic.

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

An AATG PIC should be a cost-free service to the profession. No fees may be
charged; fees may involve the AATC in legsl 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 preroquisite to receiring assis-
tance from the PIC, sirre the goal of the PIC is to serve the prcfession as a whole.
Experience has shown that non-members of the AATG usually jein when they contact the
PIC, thereby increasing AATG membership.

The idea is not to compete with existing commercial placement services; rather,
prcmoting 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 sugtested to emphasize
that the PIC is not a placement service in the normal sense of the term. but that the
primary function of the PIC is to expedite an exchange of information.

The PIC should devote its energies tou 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, aduit education, summer sessions, tutoring, and uverloads).
These are the Job categories not covered by the MLA Job lLists, 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 100ll) in addition to the PIC.

*The design of the PIC has benefited from rescarch on Texas public school personnel
patterrs and trends in foreign languare instruction., This research was supported by
a gran® through Organized Recearch, 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,
teke over an extra class in the day or evening, or fill a bilingual position in busi-
ness, Any 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 appoiniments.

When obtaining = jnb description, the PIC Chairperson should be alert for any
special requiremen’s. If it appears that the position might be dif.icult to -fill with~
in the specified time 1imit, 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 ares.
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-filly; (3) they
arrange mass mailings for chapters; (L) 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
ligisons with the National Co-Directors.

A listing of all PIC Chairper.ons for the chapters will he published as soon as
it is available. Joub 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 orficers in the September Membership Issue of the German

Quarterlx.
T. ESTABLISHING A CHAPIER PIC

As soon as a chapter has decided to establish a PIC, the Chapter President should
appoir® a PIC Chairperson, who must be & 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 PIT and obviate the need to
inform applicants and employers of address changes.) The name, address, and telephone
number of the new PIC Chairperson should be sent to the appropriate Regional Ccordinator.
A rubber stamp with the neme ani address of the Chapter PIC Cheirperson will save time
in marking the forms for proper return. If the FIC Chairperson must resign, the Chapter
President should consider asking a colleague at the snme institution to assume the re-
sponsibility. If possible, tne 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 FIC
Chairperson teaches can be decisive. Whea assuming the responsibiiities of the PIC, the
Chairpersons chould make sure that channels of communication regarding the PiC are
clear a* their institutions, Routine procedures shculd be established for obtaining
adequate information from phore calls and for arrenging callbacks for long-distance
calls when necessary,

Since i* is essential for a PIC to respond quickly~~even at times of the year when
many *eachers are on vacat‘ion and not at their norma! addresses-~there should be an
active PIC address a‘ nll *imec. Appropriate arrangements chould be made for handling
mail and phone calls during the cummer and Christmas, when vacarcies often nccur on
short notice, Alternative te.ephone number:s (of Placement Tommittee members or a Vice-
Chairperson, for exauple) should be riven on all PIC correspondence; <o that calls can
always be relaved,
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Additional Placament Committee members should te sought, with en eye tu cover-
ing the major metropolitan areas served by the chapter. A good gengraphical distri-
bution is important; carefully seiected members 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 shenld be chosen from the PIC Chairperson's tecwn o campus,
so that both may work on maiiings. The situation in each chapter will he different,
depending on local population distribution and many other factors--even traffic patterns,

II, PIC FORMC

Standard forms for collecting biographical and professional information have been
prepared by the Mational Office. The use of standard forms often pravents delays in
obtainin:® additional information, certainly maka more favorable impression on
proctpecti-e employers, and serves as a gulde for eliciting a1l essential informaticn
in the first place. If all PICs use the same Bjographical 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 FIC 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 datc of registration with the PIC should
be nnted., Experience has shown that some detail is necessary in the Biographical
Forms, because many jobs have quite specific requirements (e.g., certification in a
particular state, elementary level certificaticn, all-level or supervisor's certification,
a second teaching major, previous employment experience, American citizensiip).

The appended sample le%ters should provide ideas for dealing with various situations
which will arise during the year, and are based 71 the experience of pilot placement
centers. Chapter PICs may adapt the recommended letters for local use as conditiors require
nr 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 Chairprrson).

Form G--Instructions for Biographical Form; Notificatizn 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 bte filled out by PIC Chairperson).

These forms are available through the PIC program.

ITI. ORGANTZTNG Al ACTIVE FILE OF .TOB SEEKERS

Persons seeking positicns should contact the nearest PIC Chairperson o obtain the Bio-
rraphical Form end Tnstru.tion: Cheet. The applicants send the top three copies to the
PTIC Chairperson and keep one of the four copies.

The PIC Chairperson organizes ‘he Biographical Fomr ‘either alphabetically or by
level o!' teaching sourht), 30 that e zearch for quali’ied cindidates mey be made auickly,
ecpecially it a prospective employer “elephones. The first and second coples remain in
*he file: *he third iz cer‘ ‘o the Rerionnal Coordinator., If the ¥ile grows .o sufficient
size, a sys'en of cross-indexing may be needed. Tt may be important, ror examnp.e, to
have a sperial ¥ile or cross-indexing for teachers capakle of working in a FLES program,
Tthe FIC Chairpersor. chould notify applicants about!. conferences on teaching abroad, if
somethins ir. thic line occurs; abou! speciel opportunities to work or study abroad; ana
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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 credentiala might be informed
apout feliowships and teacher exchange prugrams. The following information miglhit be
published in chepter newsletters:

For predoctoral study or research, Fulbright and binational grants are

awarded chrough the Trstitute of International Education (IIE), 805 United

Nations Plaza, New York, ¥ew York 100l7. IIE also publishes Teaching

Opportunities Abroad (68 np., $4.00), which may be purchased from the pre-

ceding address,

The Department of !ealth, Education and Welfare (Office of Education,

Wastington, D,C, 20201) supplies information about opportunities for teach-

ing in elemeniary and secondary schocls 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 Parsons { CIEP), 2101

Constituticn 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 change, so that ihe Biographical Form may be removed promptly from
the PIC File. 1lothing is more damaging to the stature of the PIC traa to steer & pro-
spective employer tu a persoi: who is no longer in the job market. Perhaps re-registra-
*ion might be required each fall. Another possibi’ity 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 ve-registration (K) might be sent.

1V, THE ROLE OF AATZ MEMBERS IN THE PIC

An effective PIC relies on and actively encourages corperation from all German
teachers., Publicity about the chapter PIC should be direcied regularly to the membership
and to everyone in the profession through AATG meetings, newsletters, ACTFL-affiliate
meetings, journals, a:d mailings. The broader the participation, the greater the chances
*hat vacancies will Le reported, and that the PIC will he ready to respond. The "grass-
roots"” approach is *he desired one here; teachers frequently have information about
possible vacancies ahead of schonl officials., #lsv, they can personally inform the
appropriate school officials about the 2xistence of the PIC, A word of warning must be
given, however: The PIC Chairperson and volunteers must be careful not to make advance
information public before a teacher actually submits the formal resigration. Do not
contact: the school or business un*il the vacancy is definitely confirmed., It is abso-
lutely .essential to respect the rights and preferences of resigning teachers where
resicnations have not yvet been announced.

In zeneral, “he PIC should be advertised constanrly to the AATG chapier membership.
Chapter officers, esmecially the Fresident, will often be contacted to supply informat*ion
abou® the PIC. There‘ore, they should always keep informed about current PIC arrange-
ments and krow ‘he address snd phone number of the PIC Chairperson, It is important not
L0 become discourared a' the ouset; a coupie of years of steady work may be needed to
make "he PI7 known ‘0 bo'h job ceekers and employers.

Ve ITARLTITIOTO OLOCATE OAND GENFRATE POCTTIONS FOR APDLICANTS
ir adii~ion "o volunteered insorma*ion from members and other teachers, there are

cevera. ways ‘~ l.cate, and rome‘imes even rererate, positions, (1) Mailings may be sent
‘o s2hhols with clermar ceachers, infomings "he administrators about the PIC. (2) Dissrieot

r~
(
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and dlocese 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 teachera with certain practical
teaching~field combinations (which are appropriate for a beginning program) and sbout
the PIC in general, (L) School superintendents or principals whose schools ars without
German programs ruy be contacted personally by area college or university professors,
AATG officers, liigh 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 such decisions may come suddenly and may be reversed
if there is difficulty in locacing teachers. See also Supplement I, regarding telephone
surveys, & technique appropriate to metromolitan areas.

To begin a mailing campaign, letters should be sent out to persons who might be
seeking a German *teacher or parson 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
lenguage schools; deans or modern language chairpersons of Junior colleges, extension
divisions, colleges, ard universities; directors of university placement centers; state
or local foreign language consultants, supervisors, or coordinators; directors of state
teacher placement offices or placement offices of the state NEA affiliates; other
forelgn language associations in the state; large business firms that have commercial
dealings with German-speaking countries; and, possibly, learing employment or management-
search agencies that specialize in vlacing college graduates. Sometimes employment
agencies are lookinz for persons with special skiils, like a second language. Firms
with such needs might be manufacturers of products like chemicals or electronics. 1In
order to get a job with such a firm, a German teacher usually needs additional skills: -
& doubie major in college, secretarial skills, or previous business experience., In
metropolitnn areas the PIC Chairperson or a PIC volunteer might regularly check the
clacsifiedl ads in leading newspapers to spot firms adverticing bilingual positions.
stat. emvloyment agenciec may wish %o cooperate in filling commercial positions they
have on file and should be contacted. Perhaps an advertisement or article might be
placed in Jerman-languase newspapers of the area, Consular officials should be notified
about the PIC, because they sometimes get calls from prospective employers,

There a»e various sources for addresses for large mailings to advertise the
existence of the PIC: state Department of Education; state affiliate of NEA, s.ate
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 uriversity education department, as well as most libraries); and the
"eptember icsue of PMLA ! for the names and addresses of chairmen at two- and four-
vear institutions),

I *he Pi" Chairperson and Committee decide tc send a mass mailing, they should
desirn & form letler appcopriate to the recipients. The supplements contain two sample
letters, one for superirn‘endents, school personnel directors, modern lancuage chair-
persons ‘D} and the other for ~ommercial firme and employment agencies (E). If a
sinFle form letter ic to be sent to more than fiTty addresses, the National Office does
the ertire mailing for the chapter. The PIC Committee needc only +o m:t the addresses
on the Trarsmiroal Cheets vrovided by the National Gffice. Then the PIT Chairperson
should send *he form le‘ter ani *he Transmit*al Cheets %o ine Regional Coordinator,
who relays all ~hupter PTY ren:ec*s ‘o the appropriate Masicnal Co-Director, Arrange-
men*s have beer rade for the Na‘ional Office to place the names in the computerized file.
the lia%ioral 2f:iice duplicatez *he form letter and sends it ou!t to the addresses sub-
mit.*ed. 7he addrccses are stored for future mailines, The Chapter PIC Chairperson
should Zeep a carbon or photocop; of each Transmi‘*tal Theet, 5o 4ha' address chanres
~an be made nr future mailinges,




VI, WHAT TO DO WHEN A VACANCY IS LOCATED

(1) When the request comes d4irectly from the school or firm: The PIC Chairperson
respords 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 Deseription 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
ard indicates ithe action taken on the back cf the Bicgraphical Form of each applicant
sent, If sufficlent applicants are available, the Chairperson should wait until infor-
mation abcut the filling of the vacancy is received before forwarding the second cepy
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 diplomaticall; offered the service
of the AAT: PIC. The PIC Chairperson should stante that the PIC can provide photocopies
of brief Biographical Forms of professionaily 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 RECOMMENDING these candidates, but rather
that the PIC is merely a service to INFORM employers about persons seeking employment
in this tield. Scmetimes employers may prefer to have all qualified condidates contact
them directly as soon as possible. Then each candidate with the basic qualifications
must be contacted immediately. Jobs are often filled within a few deys! Each vacancy
and employer must be treated individually. If the employers request the Biographical
Forms, it is up to them to contact the applicants, bepending on the circumstances, a
follow-up call might be mede later by the PIC Chairperson to learn if (and incidentally,
how) the vacarcy 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 fimm.

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 verancy occurs.

VIT, BI'DGETARY CONCIDERATIONR

It is financially wise %o begin on a limited baris, since it will take time *o
bulld vp “he reputation of the PIC in the chapter and among prospective employers.
"Free" publicity in rewspapers, newsletters, ACTFL-affiliate journals, and cral an-
noncements should be used t» advantage wher.ever possible, Wcrd-of-mouth publicity
will grow “he longer the PIC functions, Coine schools provide copying at minimal cost.
erhaps gome departmerts might be willing to underwrite a portion of the operating costs
for the publicity tha* the institution receives as the location of the AATG; PIC. The
~hapter might wish ‘.o consider having a special fund-raising project to help finance
“he activi‘ies or its PTC, Er‘husiasm for such a fund-raising project will be greatest
{7 1% is made known tha' the zoal is to provide a badly needed service, namely, a clearw
ing house ror information that will be.erit the entire profession,

fince tre la*inral (ffice can provide substantial rinancial assistance “o Chapter
PICs by taking cnare of mass mailings and duplication of standard forms, the major
poten‘ial experces of the PIC a! ‘he leccal level have beer eliminatel, 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 eatily 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 &s mailing costs, copying, and phone costs,
Experience improves the 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 meking 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 Iorms 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, Chapter Presidents and PIC Committee members should have exira
copies of the Biographical Form and Instructions Sheet for distribution.

Be sure that the nare 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 Chalirperson:
1., 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 Chuirperson fil's out the Job Description
Form (Form C).

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

1. Gends photocopies of the Biographical Forms of all job seekers meeting
the minimum requirements. No qualitative selection i made,

2. lbtec names and date(s) sent on Job Description Form.

2, 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 Descripticn
Form.

5. Cends completed .Job Description Form to Regional Coordinator, keep’ng
one copy for “he Chapter PIC File.

E. If the employer wants Lo have applicants contact school or firm directly,
the PIC Chairperson does the following:
L, Informs all job seekers meeting the minimum requirements, Inferested
job ceekers then contact the employer on their own.
2. PIC Chairperson rotes 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. BSends completed Job Description Form to Regional Coordinator, keeping
& copy for the Chapter PIC File.

F. When the PIC File does not have at least two Job seekers with the minimun
qualifications, the PIC Chairperson should go ahead and submit the one in
the PIC File (if one is there), fullowing 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. ILater 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. Tunction of the two (2) copies of the Job Description Form:
1. PIC Chairperson's copy.
2, Pegional 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 anrl job applications are passed on
quickly enoug . 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)
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Supplement A SAMPLE ANNOUNCEMENT

TO TEACHERS
Date
Dear German Teacher:
The AATG Chapter is trying to establish communication between

teachers and schools regarding possible job vacancies. We have established
a Placemunt Information Center (PIC} to be an exchanger of names. That is,
we will inform schouols of qualified teachers looking for jobs end inform
teachers where position: are available.

If we are to ccontinue to urge our students to become German majors. ve must
take the responsibility of helping them to find Jobs. Since school aistricts
or superincendents may nct know where to turn to locate new German teachers,
we must depend on individual teachers to inform us of pcsitions 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 any information
puablic or contact the school until the resignation has been made. If we want
to build German programs we :w..ist show professional pride by supporting each
other. So, as soon as you know you are leaving a Jnb, simply telepnone or
drop a postcard to:

AATG PIC Chairpersorn
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
vasic information about your background and what type of job you are seeking
for use until your form is returned for our active f:ile.

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

Sincerely yours,

AATG PIC Chairperson

|2
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Form C JOB DESCRIPTION Date:

American Association of Teachers of German (3
Placement Information Center, Chapter
PIC Chairperson:

School/College/Firm:

Address: Tel: ( )

Contact Person:

Title: Tel: ( )

Wants resumés sent: [:] Wants applicants to contact directly:[]

Length (months, semesters, years) of employment:

Renewal possible: [] No renewal:[] Temporary:[ ]

Date to begin: Salary range (opt.):

Teaching fields/skills necessary:

Job title or rank:

Drgree required: B.A./R.S.[C] MA.M.s.[] M.BA[] c.pa.[]J A ] P[]

Teaching certification: Elem.:[] Sec.: [] All-level:D State?

U.S. citizenship?[] Course levels to teach:

Extracurricular requirements;:

For business positions: Opec:al business ckills:

Travel expected: Relocation or assignment change expected:

Other:

How did PIC learn of vacancy?

0Cl‘llll“‘.ll...‘.OOOIOOCCIICOIOQICCCCOODO0!0‘.0000.0.!..OOOOCOCIIIQll.‘..!.“.‘...!!!‘

THECKLITT FOR PI” CHAIRPERSON:

Informed:[] or sent resumés:[] Date:

For followins applicants  (names only):

Cent, one copy of this form to Regional Coordinator: D Date:

Check here, if Reg. Coord. should search Resional File (Usually when Chapter PIC canno
supply at. leas*’ ‘wo app]icancs):[]
O osition filled as of: By Pi¢ applicant? 1.1




Gupplement 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

(P1C) for memhers 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
resum2s 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 . SAMPLE LETTER TO
COMMERCIAL FIRMS

Nate
DO YOU WEED 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

Thapter of the AATG maintains a Placement Information Center (PIC) for members
ceekine 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
“he 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

AATS nor the PIC can assume responsibility for the applicanis.

“or this information and for any other questions concernins 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
hat PIC will be of' uze to you,

Gincerely yours,

ALMTS PIC Chairperson



upplement F SAMPLE LETTER TO
FOREIGN LANGUAGE .DEPARTMENTS

Date

To Foreign Languajze Depariments:

The AATG Chapter in — now has a Placement Information Center
(PIC) to notify schools of qualified German teachers looking for jobs and

to notify teachers of where jobs are available in . If you have
graduating ceniors with teaching credentials, please use the enclosed forms
vo enter there ceniors in our Active File. Send information to:

P1C Cha’ erson

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 muzh for
your cooperatioa,

Sincerely,

AMTS PIC Chairperson

16



o INSTRUCTIONS FOR BIOGRAPHICAL FORMS

['ear German Teacher:

i"lease !'ind enclosed the Placement Information Center form for ycur bio-
graphical a:d professional information (Form B). Please make entries clearly
and neatly, as the form will b2 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,

s.» tha* you can be reached without delay. If an address is only valid for
a certain period of time, thic should be indicated. Currently the PIC has
no vacancies, You will be contacted when a vacancy for which you qualify
apnears. As you do doubt realize, neither the AATG nor the PIC can assume
lesal rerponeibility for your placement. If you are willing to assist the
PTC committee occasionally with bulk mailings, contact the PIC Chairperson.

“ake cure that all copies of your information are clear., Use of typewriter
o1 ball point pen on hard writing surface is recommended. Return the top
‘hree chee's of the set to your PIC Chairperson; retain the fourth copy for

womr records, Chow the number of semester hours of undergraduate (17} and
rathate 70 ctudy Por cubiects you are qualified to teach.

.+ asil havine your biographical information sent to a prospective employer
wher con are not available, PLEASE NOTIFY UT WHEDl YOU HAVE ACCEPTFD A
ST R WS TO BE WITHDRAWN FROM THE PIC FILE, Jave this form tor
s eonvenience later,

] : wish 0o be withdrawn from the PIC File.

[:] ' have accep’'ed a porition,

-l"m‘: 0 0 0 0 0 0 0 0 00 L 000N OO Oe P OO N OO OO e
t AR ELY-YiKid
.,,"\.e l\l'lxell ® 9 8 0 L 5 00 0 00 PR B SOOI PR 00009000 eNe PN e S0 0 mone 0 0 0 9 9 0 20 0 0 00

e el Address of
mp' ‘,‘l’i!l‘- :‘(‘h‘)()l/company 0 6 0 0 0 0 0 0 0 0 0 0 000 09PN 0O SO 0L 0 e NS

L A I B I AN B R BN RN BN I N B R BN B R BN N RN R I Y R I AT S I IR R I R B IR Y N IR B O RIS N )

L B I N BN B B B B I BN B BN S RN I R I I B Y I I I S A A R N R I I AR B B RN R B S N NN )

MLL0e/TChON] PRONE vt vetvneeeeroeonsernsonesnsnsess
prerer ' receive mail a* /' ) heme () office/school
ettt h oS PRT e iieiieeeriesenaee. DAtE Haployed L. iiiiiiii e ienen
raden i i i iiiiiee. TeaChing F1eld(s) .vvvreviooeneoroononssoonnnneoes
amer U ot hor jerman " eachers Bt YOUY SCHOOL v v vseereeorroenoossoososnonnnens
Thark you!

AAT3 Placement Infomation Center

17



supplement H ACCOMPANYING INFORMATION TO
’ BE SENT WITH BIOGRAPHICAL
FORM TO JOB APPLICANTS

OPPORTUNITI®ES TO STUDY OR TEACH ABROAD=-=USEFUL ANDRESSES
I. TEACHING AT THE SECOMDARY LEVEL
1. AATG NORD-RHEIN WESTFALEN PROGRAM

Teaching English in a German Gymnasium,
Requirements: 25 years old; member of AATG; B.A. plus two years of
experience teachiing a secrond language on the 3ecoadery or undergraduate
colleze level; good coimmand of the German language.
Write to: NRW Program Coordinator

AATG

339 Walnut Street

Philadelphia, Pa. 19106

2. HAMBURG SCHOOL AUTHORITY

Teaching Mathematics, Physics, Biology, and Chemistry in a Gymiasium,
Requirements: Ability to teach subject in fGerman, Proficiency in
mathematics, physics, biology, or chemistry. Prefer M.A. cr M.S.,
but B.,A. or B.,3. acceptahble with at least two years experience.
Preference given to ‘hose with a M,.'.T. or teaching certificates.
Write to: Cooperative College Registry
One Dupont Circle N.VW.
Washington, D.C. 20036
or
3ehorde fiir Schule, Jugend und
Beruf'sbildung
Amt fiir Schule
S 121-426
2 _Hamburg 75
Hamburgstrasse 31
Wect Germany

3. PADAGOGISCHER AUCTAUSCHDIENST

ixchange program: for seconlary teachers,
Pequirements: Appropriate degrees, teaching experience, good Jerman,
Write to: Padagogissher Austauschlienst

Nascestrasse 8

23 bonn

West Germany

L, TEACATG SIGLICH DR OTHER CUBJECTS I GERMAN SECONDARY SCHOOLS

Jequirements: M,A, or M,7,; teaching rcertificate; 3 years ol teaching
1% the secondary level} are 25-503 fuli commanl of Jerman.
Write ‘o: “on-act your nearest German Consulate,

5, ASTIOTANT PROGRAM FOR GRADUATE TTUDENTS PLANNING TO TEACH

~obe involve assiztins in the ‘eaching ol Englis4h in Jerman secondary
cohools,

Requirements: H,A, or 3,7, Ciuenty in German: prefer sincle persons
arder 30C: apply by Dec, 31 for *he Tollnwinz school year,

Write *»: “Tontact *he nearest Terman Consulate.

ERIC 18




. Supplement H, rontinued 2

6. TEACHER-EXCHMANGE PROGRAM FOF AENTARY AND SECONDARY SCHOOLS

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

international Exchange and Teaching Branch

0ffice of Education

Washington, D.C., 20202

7. DEPARTMENT OF DEFENSE SCI00LS

Teachers, administrators, counselors, librarians, nurses, schuol
psychologists, and social workers to staff elementary and secoadary
schools in twenty-seven countries.
Requirements: U.,5, citizenship; B.A., or B.S.3 18 semester hours of
education cources; teacher certification; college-level coursez in
*he field to be taught; two years full-time teachirg experience:
willingness to accent assignment, in any location,
Wirite to: Department of the Army

Peputy “hief o Staff for Personnel

Dependents Schiols Teacher Recruitment Branch

{DAPE-CPC-PT)

Room 1A638

rentagon

Washington, D.C, 20310

8. INTEPNATIONAL SCHOOLS SERVICES

Teachire asd administration in international and American community
school:,
Jequirewen's: Appropriate lesrees and teaching exparience.
Write 'o: Nirector of Tducational Staffing Program
international fchnols Servicas
392 Fifth Avenue
New York, New York 10018

2000 P Street
Washington, D.C. 20036

G

e}

Teacher Applicatinns
international fchool Services
126 AMlexander Street
Princetsn, New Jersey 08540

Huropear, Council of Internationa! Jchonlse-Persnnnel fenter
P.0, Brx 96

1420 Montreux

Cwitzerland

s, TTLLEGESLNUNL TEACHILG R IIVRRITY LECTURD
1o PTIIVEROTTY OOF MARYIAND CCFERISL CRIGRAM
Tellecaslavel ~oucnesr Tor tntividaalg associatel wih *he Desartment

- Deleaze abroal., Full-time ani part-time lecturers n ‘e follnwe
ing Uieldn:  anthropology, business, “rrlish, economiecs, movernmen',,

Q ..l n




vupplement H, contirued 3.

history, philosophy, psychology, sociology, speech, education, geology.
Requirements: Collere teaching experienze; at least a Masteirs; preferen:e
to those with Ph.D. and ability to teach in two acaiemic fields; 11.S.
~itizenj priority to single persons and those married with no devendents.
Write to: Dean, University College

University of Maryland

Cnllege Park, Maryland 20742

or, if overseas:

Director, Furopean Division

miversity of Maryland

69 ileidelbers 1

Post.farch

West Germany

2. NIVERMITY LECTURING AND POZT-DOCTORAL RESFARCH

Pequirement.s: Ph.D,; excellent German.

vri‘e to: Conference Board of Associated Pesearch Counzils
Committee on International Exchange of Persons
2101 Constitution Ave, N.W.

Washington, D.C. 20418

Tli,  PREDOCTORAL STUDY OR RESEARTH
L, FULBRIGHT AND DAAD FELTLOWSHIPS

Requirements: FExcellent eredentials; U.3, citizeaship; B.A. before ‘he
berrinaine date of the irrant; majority of high school and undergraduate
education in the Y.5.; gond German; good health.
Write to: Intformation and Re“erence Division

Institute of International Education

309 Uni*ed MNatioas Plaza

New York, New York 10017

Ce CIRMER DEMINARS FOR TEACHEZRC

Write *o: Department of Health, Education, and Welfare
International Exchange and Training
Dffice of Fducation
Washinston, D.C. 20201

su:rther intormation on *hese and other prouzrams in all parts o! the #orld 1a
iven i the bodk Tearhing Abroadi, (5 rp., 1973, aviiilaole f'rom the inzti'ute
o Interra*ioral Fdueation, 309 'nited Nations Plaza, MNes York, M.Y.. LGCiT.
Tend a check tor £h,C0 with your ovder.

Soroinformat ion oa stlying in Germany, write:
ierman S-~adamia Sxchancce Cervice DUAVALD,
woth o Avenue, Muite LID

New York, liew York 10CO3

ive*he-"rne vyt ‘Alro special courses to. teachers!
< Mar~hern O
Lerhaciiplatz ¢

wes® ermany

Q :3()




CAMPLE FOLLOW-UP LETTTER

Jnplement f
TO SCHIOLE

aesT COPY AVAILABLE

Date

Ar, s Personnel Director
Jehool District

Tear r,

— ey S—

. hope yoa have bezen successful in locating a German teacher for the current
acadenic year., In accordanze with your request, information on our position
wis s2n’ to qualified candidates in our active file and tu departments of
“erman which certify teachers or you received photocopies of our file's bio-
rraphical forms, If you have employel a new German teacher, I would appreciate
receiving the teacher's name and adiress, £ not, I will be glal to continue
tryinz to locate a qualified teaches for your position. If there is any way
can be ot aisistance to you in the future, please let me know,

Tiucerely,

AATTG PIC Chairperson

oo



~upplement il SAMPLE LETTER OF NOTIFICATION
(Alco see altevnate form!) TO TFRACHSIRS

BEST COPN'I“H“LABLE

Nate

"rear ‘ermaa Teachers:
We have Lhe following vacancies to repory:

“Tncluded should se the names and lncatlons of individual high schools,

2:ion;; with names ani adire:xses of school district persoanel dire-~tors,
superintendents or prinzipals., In some 2ase3s home phone numbers of s:hool
district officials can be includel at their request. Where appropriate, a
notation can be appended to vacancies announced previously, e.g.: "We
acrume this position is still open, since we have no: heard to the contrary,"
The chairman might wish to announce "possible" openings in school districts
which are considerins a new program and have expressed an interest in infore
mation on candidates for pozitions.)

“he roilowing positions, presiously announced, are now filled:
(Lisf. . \l

As alwayzc, if you apply and receive a position, please le% ui know as zoon as
prasible, 5o that we mar keep our records up to date,

Jinrerely.

A oy

AT T Thalrperson

)0

‘V LS



Juppeement D2 SAMPLE LETTER TNFORMING TEACHER

‘Mternc’e form) THAT TG BIOGRAPHICAL FORM WAG
SUBMITIED TO A PROSPECTIVE
EMPIOYER

i COPY AVNILABLE

['ate

enar ‘rerman Teacher:

The TIf! was contazted about the following position:

ihe prospective employer requested that the PIC submit photocopies »f the
bios-raphical forms ol all qualifiel candidates for the position iirectly

‘o him. CTince your bazkground meets the requirements of the pasition, your
blographical form 'ms submitted ilong with those of other candidates who
nalso qualify. The PIC makes nou selection among candidates.

Jecause the employer intenis to coatact personally only those candidates
who interest him as finalists for the poasition, d> aot contact the employer.
ithe PIC has performel its function of relaying information; the decision
now rests solely with che employer. This letter is being sent to ycu for
scur infomatioa only. There 15 no need to contact the PIC unless you are
not interestel in or avallable for this prsition. We wish you suncess in
your jod huiting!

Jincerely yours,

AATT DT Chairperson

JZ



Cupplemen’ LETTER T0 AFPLICANTS IW
ACTIVE *ILE FOR FALL
CONFIRMATION OF CONTINUED
INTEREST

gt OO s

ate

Dear Jerman Teather:

To make the AATG PIC more effective, we reques: that Job applicants confirm
each fall whether o» not they wish tn have their biographical form %ept in
"h2 Active File, Please hielp ‘1z keep an up-to-date file for prospentlive
employers by returning the briel questionnaire to us,

[:7 I have accepted a position and am returning the completel form Selow.
L7 1wich to be kept in the Active File,

"7 Tlease withiraw my biographical fom from “he Active File,

~acts on my bingraphical form pla~ced on file earlier have chan,zed,
“"leate a2nd me a new biographical form.

P
/7T 1 wsuld be +illing to help as a PIC voluateer.

The AATH PIC wiches you zuccess in obtaining employment, Pleaie make any
surreltions you mipht have for improving the PIC.

Aect wiihes,

AT 2 ¢ Chairperson

“The TYorm inclidal with Supplemen’ i ran be alzc rearoduced wi'h 'hi: v,




LT L BEST COPY AVAILABLE L

A TELEPHONE APPROACH TO A LANGUAGE PROGRAM SURVEY
{oOMBRTNED EFFORT FOR PTIC AND MEM:SRSHID® DRIVE)

'n order ‘o maintain an up-to-date file of language ‘eachers in any
sperifir area, the hent method te survey “he language program is often to call
, +
‘he g ‘lhools directl:,

1" "irst compile a lis*. of -he schools within the telephoning aren by
lookine ir the vellow pares of the phone book under CHIDLC-PUBLTC,
cometimes a complete lis*ing can be obtained in *he Directory of the
Clate Office of Public Tnslruction. In metropolitan areas, there is
some*'imes a listins of individual schools ava’!able from ‘he school
board.,
2V Lis* each hijth s~hool and junior high by name, address, and phone
r.umber, ,
3} Af*er you have ‘he public schools listed, yon should also try to list
‘he vrivate and parochial srhools by “ou.ing under SCHOOLS-PRIVATE
ard UUICNL-PAROCHTAL, (I you are not familiar with those schools in
»our area, a good place to find out w:rich ones are actvally junior hi;:h
or iirh nchuol level is to check the sports pages of your local news-
papar. The priva‘e and parochial schools have thelr owr sports leasues.
At leas' once a week you will find a iist of the standinpms with each
school's name and record listed.) Again, lists of irdividual schonls
~an be oblained from diocese nffices.
ki nroe you have your lists compiled, you ecan bezin the telephoning, irf
a' all possible, speak with a counselor, who is usuvally informed about.
*he teachers and their schedules,
7Y Alwayn identify yourself and ~ive ~he purpose of the call, For example:
"This 12 Jevees vsieeres With the ,,......Chapter of the American
aazsoriatior of Teachers of Jerman, We are trying to up-date our
rfles. “ould you sive me some information about your lanpguare
pro-ram anl *eachers?"
Mreas nthonls are very rooperative, although sometimes ‘hey will ask
*ha' rou ~ontart *he administration office for this intormation, The
regs.n. ‘o cpeak with the schools directly ie that central administra-
“lor. Lligtn are often not up-to-date, Central office staff members
ater do not. Know the numher of classes or lLevels taught, The cen‘ral
viminin ration seldom krows it a teacher is leaving an individnal school,
Asl,y o coirse, vou have no way of krowine what the ind!vidual school
n'* i*ade or atmoaphere is if you only speak with the adminis' ration
aEetlee )
“heze gare ques'iont you may wan' to ask:

a' "Wha' foreirn lanruares are taurht In your schooit”
ff lermar. i3 ‘auht:

r) "Wha' is *he name of your Termar. ‘eacher’"

S "How many classes of erman are ‘aurh' --Wha! levels

is no* *auchs:

o' "'ha' iz "he approxima e zrhool errolimen:..”

' "''ag lerman ever beer ‘anslt at your sehoalt”

"is ‘e principal recep'ive ‘o addine new ~oursest”

"o vou know 1 clere ic a possibilivy o addic: lermar o

‘he conrge ol'verine s "
Uoomirse, Chere (aat o auens lons woiid be ackel iy it a oocinelor,
Siee=pritcipn., v othter CUictal, ot the soehiagl necverars,

3B
b}
3
- P
3

&
1



) BEST coPy AVAILABLE 2,

Jupplement L, continued

7) 1t is also a good idea to talk with the foreign languagce sipervisor in
each district after you have surveyed the district. By talkings with
the foreign lanruage supervisor you can check or the distrist's attitude.
vome'.imes those in charge of language are primarily English supervisors
who are na* only not aware of the foreign languare programs but also not
interested in them. Is the supervisor receptive to enlarging the pro-
‘ram and aware of schools where other languages, bu' not German, are
taught? If you find a receptive supervisor, explain the P77 Prosram,
Jee if' the AATG can be of any service in enlarsing or building German
programs in this distriet, Offer to keep the super-isor informed of
all professional meetinrs or activities in this area which are avail-
able to local teachers. Perhaps the counselor would be ‘nterested in
receiving a copy of A Modern Case for German, whi-h can be supplied to
‘he rhapter by the National Office free of charse.

S) Af*er you have finished the telephoning, compile a list of ‘.eachers
and their class assirnments. For example:

Name - Number of classes Levels
1. .lanice .Tones 5 1, 1T, IIT
mlwood Hish School
1711 Elwond Tane
arkann, Texas 23084

" Then compile a list of schools where the enrollment. is larce encu.sh ‘o
aoffer German, but there is no German program, For example:

School Name Enrollment Languages N fered
1. Winne“t High School 1800 Spanish, French, Lain

10} Tarh year in the npring and again in the frall, these calls should be
repeated., VWith lists like ‘hese, updatedl each year, the AAT3 can:

a) find pocizions where teachers may be leaving (especially
through the aspring calls);

b) update membership mailing list.s;

r) keep in touch with all German teachers;

d) 1increase AATG membership by contacting non-members personally;
e) find out which areas are growing, which teachers are enlarg-

inz their own enrollments (and perhaps check ‘.o find out how); and
) know where to begin to initiate or strengthen new programs.,

20




