Preparing for Tenure and/or Promotion

Some guidelines and suggestions for your CV
What to include on your Curriculum Vitae (CV):

Your CV should be a detailed summary of your academic credentials, accomplishments, and experience to date. It is a personal document; there is no standard style or format. Your preferences of style and organization will result in a CV that differs from your colleagues. However, an academic CV should contain a number of specific and clearly labeled sections. The list that follows can serve as a guideline for organizing your CV and it provides section headings that might be appropriate for your purposes. It is modified from MIT Global Education & Career Development Center (http://careers.mit.edu). Please notice that the list includes prior experiences and contributions to all three facets of academic responsibility: teaching, research, and service. Your individual CV may include a different number of sections with different titles and/or a different sequence:

· Name, address, and other relevant contact information

· Education (post-secondary degrees, institutions, and dates)

· Dissertation (title, advisor) 

· Positions (include post-doctoral positions and any non-academic positions)
· Fellowships and Awards

· Research Interests (and/or Research Experience)

· Refereed Publications

· Other Publications

· Presentations and Abstracts

· Invited Lectures

· Research in Progress

· Teaching Experience

· Prepared to Teach

· Student Research Supervised (Undergraduate and Graduate Students; include titles of research projects, theses, and dissertations)

· Professional Experience (or Service to Profession)

· Service to Department and Institution

· Outreach or other Synergistic Activities (if applicable)

ABC’s of a good CV: 

1. Avoid smoke and mirrors, and fluff; common sense and organization will help here (e.g., don’t mix meeting abstracts and other gray literature with your list of peer-reviewed publications; service on student committees should be distinguished from the list of students you have directly supervised; a list of all the manuscripts and proposals that you’ve reviewed is over-kill; hosting a guest speaker is rather superfluous and doesn’t belong on a CV).

2. Be thorough and anticipate questions that outside reviewers might ask; PI or Co-PI on grants? Specific sources of sponsored research? Title of sponsored research? Level of funding for grants; total and home institution? Order of authorship on your publications? Peer-reviewed or gray literature? Any student co-authors?
3. Check your document carefully for spelling errors and inconsistencies in style.

Specific tips and suggestions:

1.  Be consistent in your chosen style throughout your CV, especially reference style (e.g., follow one journal-style format); consider highlighting your name in bold for each of your publications and abstracts. 

2.  Separate peer-reviewed publications from meeting abstracts and non-refereed ‘gray’ literature, including theses and dissertations.

3.  In your list of publications, be sure to present the entire citation, including the printed order of authorship, year of publication, title of article, journal, volume, and inclusive pagination. 

4.  If co-authored publications in which you are not the senior author and principally the result of alphabetical ordering in a collaborative project, or if you take secondary authorship to one of your students, explain this in your Personal Statement if it is relevant to highlighting your research productivity. Consider adding an asterisk after the names of your student co-authors.

5.  Include grant awards in your CV (include funding agency, title, monetary amount, and your status as P.I. or Co-P.I.); if a multi-institutional award, include the monetary amount being awarded to your institution.

6.  Consider including separate sections of the following in your CV: 1) invited talks/lectures, 2) invited and volunteered meeting abstracts, 3) conferences organized/co-organized, 4) other service to profession (e.g., editorial boards, panels, committees, etc.), 5) service to Department and to University, and 6) Scientific Outreach or Other Synergistic Activities.

7.  Prepare a table that summarizes your teaching activity semester by semester (include course number, course title, number of students, and course evaluation information; acknowledge if the course is co-taught.

8.  Include a list of all your graduate students in your CV (consider including thesis/dissertation titles or preliminary titles, status: current or year of graduation); graduate student thesis/dissertation committees should appear in a separate section; also list any post-docs that you have mentored (include dates).

9.  Also include undergraduate Honors Theses, Senior Research, and/or Independent Research projects supervised (consider including titles of student projects; status: current or year of graduation).

10.  Carefully proof-read your CV and Personal Statement; consider asking a colleague or three to thoroughly critique both documents and provide feedback.

