First Name Last Name, M.D., Ph.D.
Street Address
City, State zip code
(Area code) phone number
(Area code) fax number
email@address.com
[Right click and scroll down to “Edit Hyperlink” to include your email address]
You may want to include both your professional address and personal contact information. If you include personal
contact information, you should create a heading (Personal contact information) and include your address, telephone
number and email address. If you are using a cover letter, you should specify your preferred contact address e.g.
worksite or personal.
_____________________________________________________________________________________________

Education
Fellowship, Your University, City, State
Residency, Your University, City, State
M.D., Your University, City, State
B.S. in Discipline (magna cum laude), Your University, City, State

Years
Years
Years
Years

Current Position
Director, Center for Whatever
Your medical school or university
City, State

Year-present

Professional Experience [Note: in reverse chronological order]
Director, Center for Whatever
Your medical school or university
City, State
Chief Resident
Department of
Your University
City, State
[Note: include only if it is an appointed position requiring an extension of the residency]

Years

Years

Academic Appointments [Note: in reverse chronological order]
Associate Professor
Department of
Your University
City, State

Years

Assistant Professor
Department of
Your University
City, State

Years

Your Name, date
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Other Positions and Employment
List non-academic employment history in reverse chronological order, noting
position held, employer, location.

Years

Certification and Licensure
Diplomate, Your ABMS Board
Subspecialty Certification, Your Subspecialty Board
State Medical License (active and inactive, without numbers)

Year

Professional Memberships and Activities
[List these, in groupings by professional organization, in reverse chronological
order, noting leadership positions and other positions held. This section may
also include editorial activities. If, however, you have served as editor in many
contexts, consider grouping these together under a separate heading, by
publication, in reverse chronological order.]

Years

Honors and Awards
[Note: you may also list elite fellowship programs, those to which you were
accepted on the basis of a competitive, as opposed to first-come, first-serve,
application process, here.]

Years

Committee Assignments and Administrative Services
[List in reverse chronological order, noting leadership positions held. Include
university and non-university activities (e.g., work with NIH study groups).]

Years

Educational Activities
;
;
;
;
;
;
;

Identify your teaching activities here or write “See attached Teaching
Portfolio.”
List in reverse chronological order, noting your role (course developer,
course director, lecturer)
Include supervision of graduate students and thesis supervision in a
research setting
Include graduate student teaching
Identify teaching residents in a clinical setting
Include advising responsibilities
Consider using a table, as it provides a concise, visual way to identify role,
number of students, number of sessions, and evaluation data.

Reflect the years you
undertake each activity

Grants and Contract Awards
;
;
;
;
;
;
;
;

List under sections of pending, current, and past in reverse chronological
order
Include the title of grant
Identify the granting agency and grant number
Note award total, demarcating total direct and indirect costs
State your role, also identifying the PI if you are not the PI, and percent of
effort
If you include contracts use two subheadings, separating contracts from
grant awards
If voluminous, truncate this listing to the most recent decade (or past five
years) and note the limitation in the heading.
Consider using a table, as it provides a concise, visual depiction of this
material.

Include the dates of
each award

Your Name, date
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Editorial Board Appointments
[List in reverse chronological order]

Include relevant dates

Publications
1.
2.
3.

4.

List your publications in chronological order for easy updating
Number these and highlight your name in bold
Follow this order - peer-reviewed, non-peer-reviewed publications, articles
accepted for publication, books and monographs, evidence of works in progress
(complete articles published in conference proceedings, book chapters, review
articles, editorials as indicated), development and/or publication of educational
materials, development of major curricular offerings or innovative educational
programs, non-print materials, published abstracts
Note: if you’re not listed as first author on publications for which your mentored
student is listed, note that role with an asterisk or other indicator

Include relevant dates

Abstracts and Presentations
Oral Presentations
National/International Meetings

Local/Regional Meetings
Posters
National/International Meetings
Local/Regional Meetings
[List these in reverse chronological order, beginning with National/International
presentations as a category followed by Local/Regional meetings. Use an
asterisk or other explained notation to demarcate invited talks and meetings
that you helped to organize.]

Other Creative Products
[List CDs, simulations, films, websites, case vignettes you authored and are in use, and any other scholarly
creative work products. Indicate your role in the creation of the product – creator, author, co-author,
webmaster, etc.]

Patents and Technology Transfer
[List in chronological order to permit each updating
Include and patent pending or patent applications – with dates of filing.
List any technologies licensed to industry or others (military, etc) with dates of
licensure or filing]

Frequently Asked Questions (FAQ)

Adapted from FacultyVitae, Fall 2007

Frequently Asked Questions (FAQ)
The following questions come from participants of AAMC professional development programs.
Contents:
Resume versus Curriculum Vita
Contact Information
Publication Citations; In press, Abstract & article
Extensions in education
Gaps in employment
Conference Participation
Awards & Honors
Inclusions: Other degrees, Narrative, References, Percent effort
Formatting: Most important content, Grouping organizations
Updating
Question: What is the difference between a resume and curriculum vitae?
Response: Use a resume to apply for employment. It contains information that emphasizes your
experiences and skills that apply to the available employment opportunity.
Question: Which contact information should I use—home or work?
Response: It depends. For promotion, grant/award applications use your work address. For new
positions outside of your employment setting, you may prefer to use your personal contact information.
Question: How do I note publications, books, chapters or abstracts “in press”?
Response: Denote submissions accepted for publication by following the citation with “in press” or
“accepted for publication.” Note: Do not include any scholarly materials that you have submitted until
they have been accepted.
Question: If my abstract gets published in full form, may I retain both the publication of the abstract
and the article in my CV? If so, will this be perceived as “padding?”
Response: Because both the abstract and full texts have been published, they are considered separately
accepted publications, one more detailed than the other. You may list both.
Question: I put myself through school during my undergraduate degree, and I graduated in six years.
How may I reflect that on my CV?
Response: If you are early in your career, simply add a notation that you worked to put yourself
through college.
Question: I left employment for family reasons and then returned. Do I need to include this time on
my academic CV?
Response: Yes. Search committees note gaps in time, which may look peculiar. List your time away
from work in reverse chronological order along with other positions spent outside of academia in the
Other Positions and Employment Section. Add a simple explanation that includes examples of
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Frequently Asked Questions (FAQ)

professional activities in which you participated during this time to keep yourself current such as invited
presentations, posters presented, or committees served.
Question: How do I list participation in conferences?
Response: It is appropriate to include participation in conferences to which you are invited on the basis
of expertise or if your participation is part of a merit-based, application process. You may demarcate
invited presentations in the Presentations section of your CV.
Question: Should I describe my awards?
Response: Of course! List the title, year, and if appropriate, indication for the award. Also,
participation in fellowships awarded on the basis of a competitive application process may be included
in the Honors and Awards section of your CV.
Question: I have an M.B.A. One of my colleagues has an M.P.H, and another a Ph.D. How should
these kinds of degrees be documented? Should I include them in my title?
Response: All graduate and under graduate degrees should be listed under the “Education” section of
your CV in the reverse chronological order in which you graduated from the program. You may include
all graduate degrees in your title.
Question: Should there be a narrative in my CV?
Response: The narrative should be limited. If you desire a narrative, this should be part of a cover
letter or part of your teaching portfolio.
Question: Should I include references in my CV?
Response: When you apply for a job, do so. As an alternative, consider just listing them in a cover
letter when appropriate.
Question: Should there be a percent effort listed when you describe major responsibilities, especially
for research?
Response: Percent effort should be listed on grants and awards, but need not be itemized for other
activities.
Question: How do I emphasize content I consider most important?
Response: Several suggestions:
• Use bold font to highlight
• The order presented matters. The most important should be first (e.g., national/international
before local/regional meetings)
• For publications, follow this order: peer-reviewed publications, non-peer-reviewed publications,
articles accepted for publication, books and monographs, development and/or publication of
educational materials, development of major curricular offerings or innovative educational
programs, non-print materials, published abstracts.
• If you are not listed as the first author on publications for which your mentored student is listed,
note that role with an asterisk or other indicator.
• Provide short explanations or asterisks with explanations (e.g., committee chair) to highlight
areas/items that are unique and of special interest.
Question: Can I group organizations versus repeating them?
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Frequently Asked Questions (FAQ)

Response: Yes. This works well, especially in the category of Professional Memberships and
Activities Section
Question: How many times and what time of year should I update my CV?
Response: Update your materials semiannually—certainly at least once close to your review time.
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