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OUTLINE WITH CV STYLE EXAMPLES

GUIDELINES TO FACULTY FOR PREPARING YOUR
CURRICULUM VITAE FOR REVIEW

The following document is intended to guide you as you prepare your curriculum vitae (CV) for
reappointment, promotion and tenure (RPT) here at The Robert Larner, M.D. College of
Medicine, University of Vermont. This document provides an outline of the CV with style
examples included.

The Outline of Curriculum Vitae provides the headings for each section of your CV. The CV
Style example shows how information could be input. It is understood that each faculty member
has unique contributions to the medical community which may not fit fully within a listed
category. The document headings and order are to remain constant, however, you may add
additional categories if needed.

| DO NOT DELETE ANY SECTIONS OF THE OUTLINE |

Several important notes:

1) Remember your CV will be reviewed by committee members from a variety of
backgrounds; so avoid area specific acronyms;

2) Education, Licenses/Certification, Faculty Positions Held and Other Positions and Major
Administrative Positions Held, should be in reversed chronological order. All other
sections should be listed in chronological order;

3) Combine the five summary sections (Summary of Professional Activities, Summary of
Accomplishments, Summary of Service Activities, Summary of Teaching Activities and
Summary of Scholarly Activities) in another document to be used for your Personal
Statement for the RPT process. All these sections combined should be no longer than 2
pages total;

4) Consult examples from your colleagues to resolve issues of formatting, etc; and,

5) Be complete.



Date First Name Last

Full R Name
CURRICULUM VITAE

Position: Your Title
Department of List your primary department if joint appointment

Address: Room Office room number,
Department of Department Name



Date First Name Last

OTHER POSITIONS AND MAJOR ADMINISTRATIVE POSITIONS HELD
[optional-add duties/description, clinical responsibilities ]

Years Location/program name Role

2011-present  Medical School Senior Associate Dean for Research
20XX-20XX  Department (secondary appointment)  Director, Specific Medical Service
20XX-20XX  General Hospital Director, Transplant Services
19XX-XXX Graduate Program Vice-President, Graduate Studies
19X X- Graduate Program Program Faculty, use Table Tools,
XXXXX Layout to insert Rows

HONORS AND AWARDS [All inclusive, headings from here and below should be in
chronological order]
Year Name of Award
19XX-20XX  In My Youth
Why was this award important
19XX-20XX  Middle Age Award
Why was this award important
19XX-20XX  Hard Work Award
Why was this award important
20XX-20XX  Visiting Professor, Location
Why was this award important
20XX-20XX Use Table Tools, Layout to insert Rows

KEYWORDS/AREAS OF INTEREST [Please provide a set of MESH indexing terms to
describe your research and/or clinical interests.]

Cancer, quality of life, tyrosine kinase inhibitors, steroid hormones, genomics, strogen
receptor, breast, prostate, microarrays, prognosis, neurodegerrative disorders, medical
education, history of breast surgery, physiology, pulmonology, quality, health care delivery.

SUMMARY OF PROFESSIONAL ACTIVITIES- OVERALL [optional-needed for
promotion and reappointment] Principle activity (e.g. teaching, research or clinical) [Focus on
activities in last 5 years, but include longer time periods as appropriate. Be concise and limit to
500 words or less.]
Basic Science Example: In was hired in 2007 by the Department of Everyology on the
Research Scholar pathway to establish an independent line of research in microbiology. One
line of research explored is the bacteria on our skin. Currently my job description is 60%



Date First Name Last

PROFESSIONAL SERVICE

DEPARTMENTAL SERVICE [at least last 5 years, more as appropriate; subdivide as
necessary]

Years Department




Date First Name Last






Date

First Name Last

MD

19XX- Fred Silver, PhD | Post-Doc Researcher Rsearch supervision | Asst. Prof. Micro.,
XXXX UVM

1997- Bill Honey PhD Post-Doc Researcher Research Genentech Scientist
1998 Supervision

1999 Karen Carpentry | Clinical Fellow Clinical EKG Private Practice,

Cardiology

INFORMAL TEACHING [Describe nature of this teaching at least since last advancement.

Grand Rounds, Orientation Presentations, Workshops. Optional if covered in direct teaching

table]
19XX-
XXXX
19XX-
XXXX
19XX-
XXXX

Hematology blood smear reviews *weekly with 5 residents/students at the
microscope
Attenting rounds, Hematology Service (Jan, Ma, and Nov) with 2-3 medical
students and 1 resident
Advisory panel to Department of Health

FACULTY MENTORED f[list all; list the current position of the faculty mentored; list dates;

describe Mentoring role, e.g. assigned faculty Mentor, informal career advisor, personal
advisor, research/grant review, etc.]

Dates Name Position while Faculty Role Current Position
Mentored

1995- Jane Doe, PhD Asst. Prof Academic and Research., Assoc. Prof., Bioch.,

2000 Collaborator/Advisor UuvM

1999- James Jones, MD  Assoc. Prof. Reviewed grant applications Assoc. Prof., Surg.,

2001




Date First Name Last

SUMMARY OF TEACHING ACTIVITIES
Optional: Please include a brief description of teaching activities since last advancement; limit
to 1-2 paragraphs and 500 words.

RESEARCH AND SCHOLARLY ACTIVITIES

RESEARCH AWARDS AND GRANTS [Current and Pending Grants, Contracts, etc.]

[List grant title and number (use the NIH format so that this can be cut and pasted into NIH style
biosketch), your role on the grant (e.g. PI, co-investigator, or consultant.), (funding period, source
of funding, the following direct costs for year 1, total direct costs for entire period of grant is
optional)]

Ongoing Research Support



Date First Name Last

Selected Unfunded Grant Submissions (include scoring if available)
R0O1 HL922234 Hunt (PI) Submitted: 02/15/14 Score: 21 (8%)
Physical disability, depression and substance abuse in the elderly






Date First Name Last
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