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June	
  1,	
  2017	
  
	
  

	
  
	
  
Dear:	
  	
  	
  Victor	
  Valley	
  Union	
  High	
  School	
  District	
  
	
  
Enclosed,	
  please	
  find	
  a	
  copy	
  of	
  my	
  resume	
  for	
  your	
  review	
  and	
  
consideration.	
  	
  	
  It	
  will	
  provide	
  you	
  with	
  a	
  brief	
  summary	
  of	
  my	
  
administrative/teaching	
  experience	
  and	
  capabilities.	
  
	
  
In	
  my	
  six	
  years	
  as	
  an	
  Administrator	
  in	
  the	
  capacity	
  of	
  “Dean	
  of	
  
Students”,	
  I	
  have	
  taken	
  on	
  numerous	
  job	
  responsibilities:	
  	
  	
  first	
  and	
  
foremost,	
  as	
  the	
  authority	
  or	
  Principal-­‐designee	
  in	
  the	
  principals	
  
absence,	
  I	
  have	
  also	
  directed	
  and	
  incorporated	
  school	
  discipline	
  
according	
  to	
  Ed	
  Code	
  including	
  suspensions/expulsions,	
  assisted	
  in	
  
the	
  student	
  personnel	
  records,	
  led	
  staff	
  in-­‐service	
  meetings,	
  
assisted	
  in	
  school	
  health	
  programs	
  and	
  record	
  keeping,	
  updating	
  
information	
  in	
  	
  
Aeries,	
  counsel	
  with	
  parents,	
  students,	
  teachers	
  and	
  staff	
  and	
  
oversee	
  all	
  annual	
  special	
  education	
  IEP’s.	
  	
  	
  I	
  have	
  also	
  worked	
  
closely	
  with	
  the	
  school	
  principal	
  in	
  the	
  overall	
  school	
  operations,	
  
anything	
  concerning	
  student/parent/teacher	
  relationships	
  as	
  well	
  
as	
  classroom	
  visits	
  and	
  teacher	
  /staff	
  selections	
  and	
  more.	
  
	
  
I	
  am	
  accustomed	
  to	
  taking	
  on	
  assignments	
  that	
  require	
  a	
  great	
  deal	
  
of	
  responsibility,	
  utilizing	
  my	
  organizational	
  skills	
  and	
  people	
  skills.	
  
	
  
I	
  would	
  appreciate	
  the	
  opportunity	
  to	
  meet	
  with	
  you	
  on	
  a	
  personal	
  
basis	
  to	
  discuss	
  the	
  possibility	
  of	
  joining	
  your	
  staff	
  in	
  the	
  Victor	
  
Valley	
  Union	
  School	
  District	
  as	
  an	
  Administrator.	
  
	
  
Sincerely,	
  
	
  
	
  
Richard	
  Vargas	
  
Dean	
  of	
  Students	
  	
  
Academy	
  for	
  Academic	
  Excellenc	
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Suggested	
  Supply	
  List	
  for	
  1st	
  Grade	
  
 

1-­‐inch,	
  view	
  cover,	
  3-­‐ring	
  binder	
  (any	
  color,	
  for	
  KNIGHTS	
  Binder)	
  
4	
  pocket	
  folders	
  without	
  brads,	
  but	
  with	
  holes	
  (4	
  different	
  colors)	
  
1	
  pencil	
  pouch	
  (with	
  zipper	
  and	
  grommets)	
  
1	
  pencil	
  box	
  (hard	
  cover,	
  plastic,	
  no	
  zipper)	
  
4	
  pack	
  of	
  Low	
  Odor	
  dry	
  erase	
  markers	
  
1	
  Whiteboard	
  Eraser	
  (labeled	
  with	
  your	
  child’s	
  name)	
  
4	
  –24	
  pack	
  of	
  Crayola	
  regular	
  size	
  Crayons	
  
8	
  Elmer’s	
  glue	
  sticks	
  
4	
  boxes	
  of	
  Kleenex	
  
2	
  containers	
  of	
  antibacterial	
  Wet	
  Ones	
  hand	
  wipes	
  or	
  similar	
  product	
  
2	
  –	
  24	
  count	
  box	
  of	
  Ticonderoga	
  pencils	
  
2	
  +	
  pack	
  of	
  pink	
  erasers	
  
1	
  headphone/ear	
  buds	
  compatible	
  with	
  Apple	
  products	
  opened,	
  in	
  a	
  Ziplock	
  bag,	
  	
  
	
   with	
  your	
  child’s	
  name	
  labeled	
  on	
  the	
  bag	
  
1	
  box	
  of	
  Crayola	
  Washable	
  markers	
  
	
  
Additional	
  Needs	
  (please	
  see	
  individual	
  teacher)	
  
	
  
Boxes	
  of	
  re-­‐sealable	
  sandwich	
  and	
  gallon-­‐size	
  baggies	
  
Colored	
  pencils	
  
Elmer’s	
  glue	
  
Reams	
  of	
  white	
  copy	
  paper	
  
	
  
	
  
Please	
   assemble	
   the	
   Knights	
   Binder	
   to	
   include	
   your	
   child’s	
   name,	
  
and	
  two	
  of	
  the	
  pocket	
  folders,	
  and	
  pencil	
  pouch.	
  	
  
	
  
	
  
	
  
We	
  appreciate	
  you	
  trying	
  to	
  find	
  the	
  brands	
   listed.	
   	
  With	
  many	
  years	
  experience	
  using	
  different	
  
brands,	
  these	
  work	
  best	
  for	
  our	
  students.	
  	
  You	
  may	
  bring	
  your	
  supplies	
  on	
  the	
  first	
  day	
  of	
  school.	
  
	
  Thank	
  you	
  in	
  advance	
  for	
  your	
  support. 


