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Writing A Curriculum Vitae 

College of Osteopathic Medicine

OSU Center for Health Sciences, July 18, 2007

Resume versus a Curriculum Vitae
Resume:

· A brief document with a well defined structure

· Concise in it’s information

· Limited with traditional categories

· Used in industry and the private sector

· A marketing document presenting only information relevant to the position

· One page in length

· May begin with a job objective

Curriculum Vitae:
· A comprehensive summary of your qualifications and work experience

· A CV is not brief and can be up to 3-5 pages at graduation

· Multiple pages in it’s maturity

· Primarily used in medical, education and research institutions

· The categories of a CV are not as limited as a resume

· Each category is more complete and detailed about the applicant

· May or may not have a job objective
Basic Categories for a CV

Contact Information

· Your name

· Address

· Phone number

· Fax number

· Email address

Education

· List the most recent degree first including the name of the institution (city and state) and the date it was conferred (or expected)

· Include titles of theses and dissertations

· Below your medical education, list your undergraduate degree, date, and institution. Do not list High School education.

Postgraduate Training

· List fellowships, residencies and internships with the most recent first

· The next category is “Certification”/“License”

· Indicate the states in which you hold a license and the dates of expiration

Experience

· This category may have sub-categories

· Professional Experience, Related Experience and or Other Experience

· Begin with the most current or recent

· Include a description of what you did and this can be done with bullet points or narrative text (narrative text tends not to be read)

Additional Categories

Research Experience

· Briefly describe postdoctoral, doctoral and possibly undergraduate research. 

· List only the projects where you have been the lead researcher

· List names of the institution, project and dates

Research Interests

· List what you want to research especially if they match up with your potential employer (may be placed on the first page)
· This can be different from your actual research but you must have some knowledge of the subject

Publications

· Where you place this category depends on the strength of your publication record

· Your name must be listed on the publication

· Use standard bibliographic form for publications

· Note if the publication is published, submitted or presently being worked

· Some CV’s will divide this category into Publications, Papers and Presentations

· Include dates, locations and titles of your presentations

Community Service

· This category demonstrates your willingness to give and serve in other areas besides your work interest

· Areas of service include community involvement, clubs, volunteer work, committee involvement, etc.

· Give the appropriate details

Honors, Awards, and Scholarships

· Names of scholastic honors, teaching or research awards, grants, 

· If you only have a few, you may want to omit this category
Professional Societies

· Memberships in national, regional, state and local professional organizations should be listed. Also, significant appointments to positions or committees in these associations.
Teaching Experience

· The basic information should include where, what, when you have taught and your titles
Important Things to Remember
· Preparing for a CV is an ongoing process. Keep lists for all the categories and update them at all times

· Be sure and note all the facts needed

· Let each new entry fall at the top of each list

· Remember that a CV is used to get a job and is an academic exercise

· For style and format, it must look professional; the print should not be too small

· The font should be conservative but letters shouldn’t touch each other

· Names, titles, and dates should appear in the same place within each entry

· Should present the information in a clear, concise, organized fashion

· Use action verbs to begin each description

· Don’t list your GPA unless it is asked for; if you have a 4.0 you may consider doing so

· The order of all the categories depends on who will be receiving it

· Order is also determined by the amount of information and the choice of categories to be emphasized (but there is no standard)

· Remember, the first page will have the strongest review and it will be less for each proceeding page. Therefore, put your most important information at the beginning.

· The job description should help you determine the order of your CV

· References are supplied on another document

· Don’t forget, you are seeking the readers attention and focus

· Should not include personal information such as age, gender, marital status, race, ethnic background and religion

· The CV does not stand alone. A cover letter is an essential partner

· Have your CV and cover letter critiqued by several people. Make the appropriate changes and have the revised version critiqued too.
