
J O H N  D O E  

5555 Any Street, Any City, ST 55555 

Phone: (555) 555-5555 – email: john.doe@gmail.com  

 

LANGUAGE INSTRUCTOR EXPERIENCE 

US Department of State, Foreign Service Institute, (contractor), Any City, ST 

Portuguese Language and Culture Instructor, May 2018 to July 2020 

Have been teaching Portuguese language online for 4 months, successfully using zoom platform, 

but also Meats and Google Meets. Had taught before in both a classroom and a language laboratory 

settings, to students of all levels of language proficiency. Successfully taught over 100 students, all 

of whom achieved and surpassed their learning goals. Special emphasis was placed on speaking, 

reading and listening comprehension.  

Advises students on culture, politics, and history of the Portuguese-speaking countries. 

As a language laboratory instructor, complemented the class, creating audio-visual practices. 

Interacted with the students through multimedia materials such as video clips, radio show 

recordings, TV talk shows in order to expose students to various job-related and current event 

topics. Encouraged students to follow up and speak about those topics, giving opinions, etc. For 

speaking-focused activities, students also practiced conversation with the instructor reviewing what 

was being learned in class.  

As a classroom instructor customizes the curriculum to fit the specific needs of individual students, 

adapting activities to their proficiency levels and personal learning styles, assuring they stay on 

track and achieve their goals. Incorporates technology into the teaching process to create better 

learning opportunities for students. For example, created classroom PowerPoint presentations to 

introduce new grammar structures and communicative activity practices using the smartboard. 

Monitors students closely to proactively identify at-risk scenarios, in order to timely develop, 

implement, and improve new academic strategies. Selected different levels of materials to fulfill 

students’ needs. Develops weekly lesson plans. Created weekly quizzes to assess students’ 

performance, providing them detailed feedbacks.  

Developed instructional materials for each of the students’ levels, to complement the textbook. 

Created a reading kit, with the articles organized by topics and by levels A, B or C. 

Performed a variety of research on job-related topics in order to find resources, such as, video-clips 

for listening activities and printed articles, chosen for reading activities on the appropriate level of 

comprehension.  

To enhance classes and develop job-related vocabulary, conducted independent research on foreign 

affairs, political, security and cultural issues related to Portuguese-speaking African countries.  

Being proud that all students have had a very high level of success, was awarded with a Certificate 

of Appreciation every year, the most recent one was given for the “exceptional contributions to 

sustaining the outstanding instructional quality of the Portuguese language program.” 

ICA Language Services, Any City, ST 

Portuguese Language and Culture Instructor, January to May 2018 

Taught advanced Portuguese language to students from the DoD who were posted in Lisbon. 

Introduced cultural, social and political aspects of Portugal while being interviewed by students on 

these different areas. Gave students daily opportunities to speak in Portuguese, for example, asking 

them to describe past events or to report current ones. They also practiced listening and reading 

comprehension every day, while reviewing grammar structures. 
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Frequently, performed in-house Oral Proficiency Interviews, preparing students for the final test. 

International Center for Language Studies (ICLS), Any City ST 

Portuguese Language and Culture Instructor, September 2015 to December 2017  

Taught Portuguese to a Department of Commerce officer who went to Maputo. Introduced student 

to cultural, economic and political aspects of Mozambique. Gave the student daily opportunities to 

speak, and also to develop the best strategy on how to summarize or give the gist of the readings, 

specially the opinion ones.  

Prepared student for the FSI’s Portuguese Speaking and Reading proficiency assessments, based on 

the ILR scale, performing in-house mock tests.  

Taught Portuguese language to USAID personnel, applying a learner-centered classroom approach.  

Received training and performed in-house as a tester, administering proficiency-based assessments.  

Based on the students’ previous knowledge of Portuguese or Spanish, and their personal 

preferences, adjusted the variable dynamics of the classroom, and modified the content of lessons, 

ensuring that students stayed on track to meet their required ILR skill levels.  

Created new materials and developed assignments to match students’ language levels.  

In order to improve and achieve their ILR Skill Levels, in both speaking and reading 

comprehension, students made daily presentations, based on a variety of topics, sharing their own 

opinions, the pros and cons, etc., and read articles in Portuguese, being exposed to different levels 

of complexity on the same topics. Students developed the ability to read “between the lines”, to give 

the subject matter, the general meaning, and as many supporting details as possible, in English. 

They were also encouraged to summarize and report in Portuguese, and identify the tone and 

idiomatic expressions, the articles may have had. 

Created reading kits, adding articles from both factual and opinion pieces, with different 

comprehension levels of difficulty and a wide range of contemporary topics, focused on ensuring 

the readings are appropriate for the current level of the students. 

Students frequently interviewed the teacher about Portugal, on a variety of pertinent topics. What 

the teacher said, in Portuguese, was followed by a student’s translation to English. 

Any Company Languages Inc., Any City, ST 

Portuguese Language Instructor, June 2004 to December 2012 

Taught Portuguese to an officer of the Defense Intelligence Agency with no prior knowledge of the 

language who achieved the required 2/2/2 proficiency level, respectively, on listening, reading and 

speaking skills. Assisted the Instruction Manager setting standard procedures in evaluating student’s 

progress and course effectiveness.  

Received training and performed in-house the computer-based multiple choice Lower-Range of 

Defense Language Proficiency Test (DLPT), and assessed student’s Listening and Reading levels. 

Also, performed the Oral Proficiency Interview (OPI), on the phone, to assess the Speaking 

proficiency level.  

Following the syllabus applied various teaching strategies in class; covered a variety of topics, 

giving to the student different language tasks, such as, to talk about her background, for example, 

family and education; to describe past experiences, trips, places visited or lived in; also, 

encouraging student to narrate about past, current or future interesting events. Focused on the goal 

of strengthening confidence in spoken Portuguese, often practiced role-plays with a complication, 

creating situations from a simple daily routine activity to some more complex ones, and accordingly 

to the OPI format. 



Aiming to achieve fluency and to stimulate spontaneous use of the language, also, practiced 

conversational Q&A format activities, ensuring that lessons’ topics and grammar structures were 

covered. 

For listening and speaking purposes and in order to consolidate and gain fluency on the target 

language, incorporated real life situations and current events, for example, from the News and TV 

talk shows (audios and videos), followed by clarification of opinions and points of view. 

Encouraged the reading of short stories and articles, on the internet, exposing the student to 

newspapers and magazines in the target language.  

Used Berlitz’s immersion method. Maintained accurate class notes and student’s record. 

Researched relevant data in order to compile appropriate info, to provide accurate socio-political 

and cross-cultural awareness of the Portuguese speaking countries, covering areas such as historical, 

cultural, social, political, safety and military. 

Vasco da Gama Portuguese Language School, Our Lady of Fatima Catholic Parish, Any City, ST 

July 1999 – June 2004 

Co-founded Vasco da Gama Portuguese language school as the school’s Pedagogical Director.  

Developed new curricula for the first year of the school. Selected appropriate textbooks with 

different levels of the target language, created a specific syllabus for each classroom level, focusing 

on ways to improve learning opportunities for the 93 students, from beginner to advanced level 

classes, aged between 7 and 16 years.  

Managed the purchase of instructional materials, in Portugal, for all students and developed a 

collaborative relationship with the Department of Education in Lisbon. Developed appropriate 

instructional techniques in order to motivate students and a variety of activities to develop fluency 

in speaking, writing, and reading. Developed the lesson plans, bearing in mind fulfilling students’ 

interests. Developed and revised methods of evaluation and exams, being responsible for 

administering proficiency-based assessments of Portuguese – the CIPLE levelA2, the DEPLE level 

B1 and the DIPLE level B2.  

Managed the workload of a team of five teachers. mentored, guided, suggested teaching methods, 

innovative ideas and encouraged the collaboration and communication among them. 

 

ADDITIONAL WORK HISTORY  

Ministry of Foreign Affairs of Portugal, January 1983 to March 2012 

Served as a Foreign Service Officer for almost 30 years. Tasks related with translation: Daily 

translation of local news, from English to Portuguese, in order to send them to the headquarters in 

Lisbon, for 10 years. 

 

 

LANGUAGE TESTER EXPERIENCE 

Significant experience administering proficiency-based assessments: 

For the International Center for Language Studies (ICLS) performed Portuguese Speaking and 

Reading proficiency assessments based on the FSI model, applying the ILR scale; b) 4 years of 

experience administering proficiency-based assessments of Portuguese as a second language: the 

CIPLE level A2, the DEPLE level B1 and the DIPLE level B2, in accordance with the European 

Consortium for the Certificate of Attainment in Modern Languages (ECL) and approved by the 

Ministry of Education of Portugal. 



4-day ACTFL Oral Proficiency Interview (OPI) assessment workshop,  Lexington, VA  

July 10-13,2018 

Attended the four-day workshop. Got familiar with the ACTFL rating scale and the structure of the 

OPI, learning techniques of administering and rating the OPI. Observed and successfully conducted 

live practice interviews across novice through superior levels in the target language and in English. 

This workshop is the first step toward becoming an ACTFL Certified OPI Tester with full 

certification. 

TRAINING and EDUCATION 

Lexington, VA, July 10-13, 2018 

Four-day ACTFL Oral Proficiency Interview (OPI) assessment workshop 

Attended the four-day OPI workshop, gaining experience with the ACTFL rating scale and the 

structure of the OPI. Learned techniques of administering and rating the OPI. Observed and 

successfully conducted live practice interviews across novice through superior levels in the target 

language and in English. This workshop is the first step toward becoming an ACTFL Certified OPI 

Tester with full certification. 

Universidade Aberta, Lisbon, September 2017 to June 2020 

Master’s Degree in “Teaching Portuguese as a Foreign Language” 

University of Bologna & University of Coimbra, September 2014 to May 2015 

Postgraduate diploma - “Portugal e os Pós-Colonialismos: conceitos, contextos e vozes” 

Universidade Aberta, Lisbon, Portugal 

Bachelor of Science Degree in Sociology. 

Teaching Adult Learners Certificate. Montgomery College – Summer 2013. 

Studied students’ different learning styles, multiple intelligences, and how to teach to each learner’s 

strengths. Learned how to use the newest educational methods, to create a student-centered 

classroom. Looked at high-tech, low-tech, and no-tech educational tools, that can be used to capture 

and hold students’ attention; also studied a host of innovative teaching techniques that will turn 

students into active learners and set them up for success. Examined ways to get under-achieving 

students back on track. Discussed how to create a welcoming classroom environment and prepare a 

fun orientation. Learned how to design strong lesson plans and organize material effectively, how to 

create effective tests and how to teach students good study skills. Checked out a wide range of 

assessments to grade anything from a quiz to an ESL essay. 

ParaPro Assessment, ASE PRAXIS. 2013 - scored 99% (476/480)  

The ParaPro Assessment is mandatory to teach in the US public schools, and measures nationwide 

educators’ skills and knowledge in English reading and writing; and the ability to apply those skills 

and knowledge to assist in classroom instruction.  

TECHNICAL EXPERIENCE  

Extensive experience using MS Office: Word, Excel, Access, PowerPoint, Outlook, Notebook, 

SharePoint, also, Canvas and Moodle platforms.  

 

PROFICIENCY IN LANGUAGES  

English Level based on the ILR scale: R-3+, S-3, L-3, W-3 - Fluent and accurate reader of all styles 



and forms of the language relevant to the jobs (Portuguese Diplomat and Language Instructor); 

Communicates effectively and speaks the language fluently on a wide range of topics; Successful 

comprehension of all speech and wide-ranging vocabulary; Able to write essays and reports on a 

wide range of fields. 

Portuguese Level based on the ILR scale: R-5, S-5, L-5, W-5 - Well-educated native reader; Highly 

articulate native speaker; Functionally Native listener proficiency; highly skilled writing proficiency 

in a vast range of subject areas. 


