Page 1 0f 2 I
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Applying as an external applicant to Surrey Schools postings

Thank you for your interest in Surrey Schools. Please follow these instructions to
create your application and apply to external postings.

IMPORTANT NOTE - You will need a Surrey Schools Make a Future account under
the “Teachers, Superintendents, and Principals” job category before applying. If
you have not yet created a profile with Surrey Schools on Make a Future, you
will first need to do so. Create your profile HERE.

Once you have created your profile, please follow the steps below:

Step 1 — Access your portfolio.

» Sign into your Surrey Schools Make a Future account HERE.
» You will be forwarded to the “Account Summary” page.

Step 2 — Retrieve your portfolio.

» Select the “Portfolio” drop-down menu.
» Select “Review & Edit Portfolio.”
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Account Summary

View & Edit Portfolio
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Step 3 — Review & verify profile information. , ,
Profile Information

IMPORTANT NOTE: Carefully review all profile information,
including employer questions, to ensure they are
current and accurate.

Personal Information

Experience

» Review all categories under “Profile Information.” Education
» Confirm the correct cover letter and resume Qualifications
are attached. Languages
» Once you have verified that all the information Resume & Cover Letter
is correct, proceed to Step 4. Supporting Docuiments

References

Employer Questions

Step 4 — Review/Download your portfolio.

» Select “Review Portfolio" (top right side of page)

» This will prompt your profile to download into PDF.

» Click on pop-up or retrieve the download from your web-browser
download folder.

» Open file to review.
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Step 5 — Follow bulletin posting instructions to apply.

» As per the Weekly Teacher Bulletin posting directions, attach and email
your PDF application to the contact as directed in the posting details.
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