

[bookmark: _GoBack]		                                    CV REVIEW CHECKLIST
CV Quick Checklist 
“CV writing is […] about anticipating your selectors' needs and trying to make their lives as easy as possible.” 
                                 Steve Joy, PhD, University of Cambridge  
At a Glance
· CV draws the eye in and is easy to read
· Visual organization is clear, and logical for the position sought: features white space, bullets, bold/italics, etc., neither overused or underused)
· Information most important/relevant to particular evaluators is easy to see, on first page
· All degrees and positions are listed in reverse chronological order
· Header on each subsequent page with name 
and page number
Header
· Name is a larger font than all the rest 
· All needed contact information there?  Best phone number and email to reach you, departmental address, personal website, LinkedIn, etc.)
· No unnecessary personal information: In the US, employers are not allowed to consider
age, ethnic identity, political or religious affiliation, marital status, sexual orientation, place of birth, height, weight, health, or photographs.
Typical Sections (can include more)
· Education: Includes degrees, thesis title, month/year of graduation, and institution name and location.
· Research Interests (if applying for research positions)
· Research Experience: You can lead with your Postdoc position here. 
For each research position, list your advisor, and include findings and methods.  You can also note collaborations, as well as resulting publications and funding sources.
All Experience sections can show your accomplishments, which distinguish you as a candidate. 
See the table on p. 2 above for sample impact verbs to build accomplishment statements.
· Research Grants: Indicates your contributions to funded research and to grants under submission, as evidence of your grant-writing experience. Funding amounts are indicated, if customary in your field.
· Teaching Experience: Includes course titles, but not course codes. Show this section first if applying for a teaching position: expand with accomplishments, materials designed, effective student engagement approaches, etc.

· Administrative Experience if you have had such roles, and the particular position calls for such skills.
· Mentoring Experience: Name and affiliation of each student, and current status (which can be an indication of your success as a mentor)
· Memberships and Affiliations
· Honors & Awards 
· Service & Outreach: This section can showcase skills such as initiative, leadership, communication, organizing, and  collaboration.
· Presentations/Poster Sessions
· Publications/Patents (can be on first page or last page) 
· Status of papers not yet published is clearly indicated (e.g., Submitted, Under Review, Patent Pending, etc.).
· Publications are consistently listed in the correct style for your field.
· References. Includes name, position, and both email and phone contact information for each reference.

Keep in mind: Your goal as a candidate is to submit a CV that demonstrates the experience, skills and qualities most relevant to the position and institution/department to which you are applying.
If you are a research-faculty candidate, the evaluators are looking for evidence of good reputation, productivity, fundability, and fit in your CV. 
For more detailed comments on this kind of CV: see UCSF’s Annotated Sample 4-page CV.
Finally…
· Update your CV regularly, and  show the latest date.
· Proofread mercilessly and ask others to look it over: errors affect your credibility! 



1

image1.png
@\ > E\

C=SRERl X}

Hz Pt ces - @
= Times New Rom - 11 . PR Ay B
2a Copy B % AaBbCel| AaBbCcI AaBbCc AaBbcel AQB| Acbbcel 4aBbCeL AaBbCcL AaBbCel AaBbCel daBbCcL & Repince
P omatonter | B £ U e %, % [ A G- | Thomst [Nospac. Heatingl Hesdng2  THe st SuteEm. nphass nemec. Swong  Quote | o Tl
Clipboard 5 Font 5 Paragraph 5 stytes 5| _edting
[L] L e R N N LA o = ke 7 ] ]
Jilian Doe i soegaciucn iy M

9

Jillian Doe
Deparmnt ot Guctogicl Scmes 01553 6780 Qabora)
e Canca s 3013817578 (i)
Cuivesiy of Uish il dosgoc s o
2000 Cil of Hops Dive
SaltLaie City, UT 34112
AcapEATC TRAINING.
2008 prset LD, Candiate Oncological Siences
Cnivanity of s, St L Cit, U
Expicet Gratusion: Avgust 2014
sy 208 B.5. Bilogy,minor i Psycholony
Seint Mary's Collags of Calfia, Mosags, CA.
'RESEARCH EXPERIENCE
Wi0prme PAD. Canditste—PIBrvan Wem
Deparmnt of Oncological Siaes, Usivasity of U
Projct: Tsgraad 3D model of mammary developmant s hemical ilogy
o discove new ol for ssmosoms acbsion complnes g memmEY
tshing mopogmes.
2072008 Research Assistant— P msuz DIakic
Depenment of Micobiologs, Mortma St Univemity
Projct: Esslishad toos o Bl Flsorscscs Complamsmision
BIEC) et implaments i chuology 1 mage spatisl ax tempor prten
taaions dusing losoms sy fo o cls
2062007 Undergraduste Research Assstant —P1 Alln Hansell

Depanmnt of Biolog, St Ma's Callegs of Caiomis

B A ——
Exprasiot s solaad s Sacchronycss cernisas peion proi, Sup3p, md
nvanigaad plages oematon unda it buflaing conditins.

PEERREVIEWED PUBLICATIONS

Doe, Jillan, Leeart, C 3, K, ., Locpss, F.E, wd Wsls, B.E. Diexinaxposce blocks lacusion
cough 8 G ot on ammary bl cals e aguis e 1 docabon aplor Tpror.
In prpartion.

Doe, Sllian.*, B, V.R.¢, Hass, M. Mack 1 B.C., ok, BE, i Lo, RE. syl
il = sfctive v of b ayl bdocaben saptos Bioarg 1ed Chom. Lot Submitad.

Doe, Jillan * Kl C.*, Skalton, DX, Laonar, C.J, Bhonde V., Vaskavlpst, L, Ml B..
Bas, D1 Locps, R, 2 ik, B.E. Chamicdl gessic s vl & ol fr dssaonomsl
haicn in mammary banching mopbogezais, J Bl Chon. 2013 T 25 88 (8 226170 PAICID:
PMCISS4898.

<Autbors contanted saly to s wodk.

‘SCIENTIFIC OUIREACH PUBLICATIONS

Doe, Sillian. Nl history s sptlighs pligh i Utsh ogs. Biplore Uich Siowce. 2012
o .

St K., Dos,Sllan, Ssdnc considar & e v ot cence . Bplore Ui Scon. 2002
oty

‘GRANT FUNDING AND SCHOLARSHIPS

W2 g Developmental Biology Traning Grant
Pratocal N Taising Gt T32 EDIT491
Fobeusy 2014 Graduse SudentTrave Award
Caivaniy of Ush Graugs School.
20032007 Honors Scholaship
Seint Mar's Collagsof Califonia
20032007 Scholars Award
Fome Balasrs Asodaio of 50
20032004 Commuity Servics Learning Scholarship
Bistop Kelly Foundsion]
AWARDS AND HONORS
Feteuary 203 Selected Platform Preventation
‘Soutivas Sociay for Daveoprmml Biclogy
Spumba 2012 BetPoster Avard
vty of Uth Bioscince Symposis
sy 2007 ‘Summa ComLaude
St Mary's Collgs of Califonia
sy 2007 Carls Freftas Award ~ Achievement
SeintMary's Collgs of Califoaia
20032004 Ousanding Chemistry Scholar
Seint Mary's Collgs of Caifnia
SCENTIFICMEETINGS
Fobeuay 2014 Kerstone Symposia —Stem Cells nd Cancr
Postar, Bantt, Albans, Cansda
Fbeuary 203 ‘Soutiwes Regional Meeing of e Socety for Devlopmenal
Biology
Plattom Prsetaion, Sals Lk City, Ui
INVITED PRESENTATIONS
ey 2014 Biowince Graduate Stdis Recraitment Symposivm.
SaltLake Ciy, UT
5D model of bt morpboganasis dafives e ol o el

Page:20r5 | Woras:1,296 | < | 3 |





image2.png
@\ > E\

C=SRERl X}

Hz Pt ces - @
= Times New Rom - 11 . PR Ay B
2a Copy B % AaBbCel| AaBbCcI AaBbCc AaBbcel AQB| Acbbcel 4aBbCeL AaBbCcL AaBbCel AaBbCel daBbCcL & Repince
P omatonter | B £ U e %, % [ A G- | Thomst [Nospac. Heatingl Hesdng2  THe st SuteEm. nphass nemec. Swong  Quote | o Tl
Clipboard 5 Font 5 Paragraph 5 stytes 5| _edting
[L] L e R N N LA o = ke 7 ] ]
Jilian Doe i soegaciucn iy M

9

Jillian Doe
Deparmnt ot Guctogicl Scmes 01553 6780 Qabora)
e Canca s 3013817578 (i)
Cuivesiy of Uish il dosgoc s o
2000 Cil of Hops Dive
SaltLaie City, UT 34112
AcapEATC TRAINING.
2008 prset LD, Candiate Oncological Siences
Cnivanity of s, St L Cit, U
Expicet Gratusion: Avgust 2014
sy 208 B.5. Bilogy,minor i Psycholony
Seint Mary's Collags of Calfia, Mosags, CA.
'RESEARCH EXPERIENCE
Wi0prme PAD. Canditste—PIBrvan Wem
Deparmnt of Oncological Siaes, Usivasity of U
Projct: Tsgraad 3D model of mammary developmant s hemical ilogy
o discove new ol for ssmosoms acbsion complnes g memmEY
tshing mopogmes.
2072008 Research Assistant— P msuz DIakic
Depenment of Micobiologs, Mortma St Univemity
Projct: Esslishad toos o Bl Flsorscscs Complamsmision
BIEC) et implaments i chuology 1 mage spatisl ax tempor prten
taaions dusing losoms sy fo o cls
2062007 Undergraduste Research Assstant —P1 Alln Hansell

Depanmnt of Biolog, St Ma's Callegs of Caiomis

B A ——
Exprasiot s solaad s Sacchronycss cernisas peion proi, Sup3p, md
nvanigaad plages oematon unda it buflaing conditins.

PEERREVIEWED PUBLICATIONS

Doe, Jillan, Leeart, C 3, K, ., Locpss, F.E, wd Wsls, B.E. Diexinaxposce blocks lacusion
cough 8 G ot on ammary bl cals e aguis e 1 docabon aplor Tpror.
In prpartion.

Doe, Sllian.*, B, V.R.¢, Hass, M. Mack 1 B.C., ok, BE, i Lo, RE. syl
il = sfctive v of b ayl bdocaben saptos Bioarg 1ed Chom. Lot Submitad.

Doe, Jillan * Kl C.*, Skalton, DX, Laonar, C.J, Bhonde V., Vaskavlpst, L, Ml B..
Bas, D1 Locps, R, 2 ik, B.E. Chamicdl gessic s vl & ol fr dssaonomsl
haicn in mammary banching mopbogezais, J Bl Chon. 2013 T 25 88 (8 226170 PAICID:
PMCISS4898.

<Autbors contanted saly to s wodk.

‘SCIENTIFIC OUIREACH PUBLICATIONS

Doe, Sillian. Nl history s sptlighs pligh i Utsh ogs. Biplore Uich Siowce. 2012
o .

St K., Dos,Sllan, Ssdnc considar & e v ot cence . Bplore Ui Scon. 2002
oty

‘GRANT FUNDING AND SCHOLARSHIPS

W2 g Developmental Biology Traning Grant
Pratocal N Taising Gt T32 EDIT491
Fobeusy 2014 Graduse SudentTrave Award
Caivaniy of Ush Graugs School.
20032007 Honors Scholaship
Seint Mar's Collagsof Califonia
20032007 Scholars Award
Fome Balasrs Asodaio of 50
20032004 Commuity Servics Learning Scholarship
Bistop Kelly Foundsion]
AWARDS AND HONORS
Feteuary 203 Selected Platform Preventation
‘Soutivas Sociay for Daveoprmml Biclogy
Spumba 2012 BetPoster Avard
vty of Uth Bioscince Symposis
sy 2007 ‘Summa ComLaude
St Mary's Collgs of Califonia
sy 2007 Carls Freftas Award ~ Achievement
SeintMary's Collgs of Califoaia
20032004 Ousanding Chemistry Scholar
Seint Mary's Collgs of Caifnia
SCENTIFICMEETINGS
Fobeuay 2014 Kerstone Symposia —Stem Cells nd Cancr
Postar, Bantt, Albans, Cansda
Fbeuary 203 ‘Soutiwes Regional Meeing of e Socety for Devlopmenal
Biology
Plattom Prsetaion, Sals Lk City, Ui
INVITED PRESENTATIONS
ey 2014 Biowince Graduate Stdis Recraitment Symposivm.
SaltLake Ciy, UT
5D model of bt morpboganasis dafives e ol o el

Page:20r5 | Woras:1,296 | < | 3 |





