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The Job Search:
Your Application Materials

Role:
To secure an interview

It is crucial to customize your materials
for each application!



Research Employers

1 To identity what has meaning and value?
— history
— mission
— culture
— priorities/issues
— current news
— services/products
— competitors and other players on the field



Research Employers

1 Research:
— website

- colleagues

— publications
- grant agencies
- industry info, professional associations



PACKAGING YOURSELF

1 The package = packaging & its contents

- The packaging = your materials
1CV
1Cover letter

1Statements of research interests/plan, teaching
philosophy, writing sample, etc.

1 References

- Contents = you (interview)



THE IMPORTANCE OF PACKAGING

8 Recognize the power of good marketing.
1 Consider your audience!

1 Customize documents to the specific job.
1 Use action verbs/figures when possible.

2 Directly match your strengths with the
institution’s needs in your cover letter!



Whatis a CV?

1 Curriculum vitae (“the course of one’s life”)

1 Comprehensive list of academic qualifications
and experiences

1 Usually several pages in length (roughly 3-6 for
postdocs)

1 The order in which you choose to present info
reflects your focus.

1 Styles and norms vary from field to field.
Always have faculty in your discipline review
your CV.



How does a resume differ from a CV?

1 Shorter in length (usually 1 page)

1 Abridged — only includes info specific to
target

1 Generally speaking, focuses more on

practical skills (what you can DO more
than what you KNOW)

1 Often includes an objective statement or
summary of qualifications



CV Uses other than Job Search

1 Awards, fellowships
1 References

1 Publishing

1 Grant applications

1 Public speaking

1 Consulting

1 Leadership

1 Merit/tenure review



General Tips

1 Experiment with style, organization.

1 Think about your identity as a job
candidate.

1 Presentation is key!

1 Be concise.

1 Proofread, proofread, PROOFREAD —
there is NO excuse for typographical
error.



Formatting

Use 11- or 12-point font size with 1”- to 1.5”-inch margins.
Choose an attractive font. (Default is Times New Roman.)
Enlarge/bold name on first page.

Include name & page number in header/footer on each
page after the first.

Dates to the right as opposed to first in entries (left).

Use reverse chronological order within sections.

Avoid underlining.

Use caps/bolding/italics selectively; consistent formatting.
Delete hyperlinks on hard copies.



Atfects of Style

Curriculum Vitae

Thees: The

2004 — present

e
rezraer, mlbs

Work Experience
Lab Teaching Assistant: Organic Chemistry Lab, University of California, Los Angeles,

Lab Teaching Assistant: Organic Chemistry Discussion, University of California, Los
An geles, 2005

on uster galazie




Style & Content

Avoid CV and cover letter templates.
Make your documents your own.
There is no exhaustive list of categories.

— Use guides but don’t bind yourself to terms.
Be honest; don’t exaggerate.
Put yourself in the shoes of your readers.
Use the employer’s language!
Avoid personal pronouns (I, we) and articles (the, a).
Use action verbs, measurable results. Quantity!
Use parallel grammar and minimal punctuation.



Organization and Clarity

1 Use section headings to guide your audience in
assessing your qualifications.

1 Sub-headings in lengthy sections further
facilitate this process.

1 There is no exhaustive list of section headings;
rely on your judgment and faculty guidance.

I Be careful not to pluralize section headings that
cover only one entry.

1 Even though content determines length, aim for
a tightly constructed, succinct, and efficient
presentation.



Be Strategic!

Structure info & provide detail
per employer’s interests.



T1p
1 Where would you like to get a job (both

ideally and realistically)? Think of a few
examples.

1 Go to the websites of those institutions
(labs, research centers), search for your
tfield /department, and view the electronic

versions of assistant professor or researcher
CVs (RECENT hires) there.

1 Use their categories and organization as

guides.



Common CV Sections/Headings

1 The document heading “Curriculum Vitae” is

commonly used but optional.

1 Do include an on an

academic CV. The objective is implied.

i |[dentification: name — Br
the tOF (“including PhD” is optional) —ac
et

ominently set apart at

dress,

complete tele]lzhone numbers and email
addresses, link to webpage if professiona

SSN).

| (no

1 Some include both personal and departmental

addresses, or departmental address only,
emphasize “pedigree.”

fo



Special Notes on Identification

1 *Citizenship/date and place of birth:
customarily included in some fields
(mostly for funding considerations),
inappropriate in others — follow the norm
in your field.

1 Don’t list marital status or other similar
personal information.

1 “*Cautionary note on personal photo: what
does this text convey?



1 Education

- List degrees, institutions, graduation years.

— Do not list non-degree related coursework
unless relevant to your career.

i Dissertation/ Dissertation Abstract
— Follow the norm in your field.

— List your dissertation title and adviser’s &
committee members’ names in the
“Education” section, in the “Research”
section, or in a separate longer “Dissertation
Abstract” section. If no abstract is required,
you may include a brief description after the
title — 2-3 sentences.



Postdoctoral Work

1 Include either in Education or Research
section

1 Most commonly listed in Research for
scientists



B Honors, Awards, Fellowships, Grants
— List distinctions, bestowing institutions, years.

- Include undergraduate distinctions ONLY if
exceptional or relevant to your field.

- Explain distinctions if necessary.

— If few in number, list in “Education” section.

- Separate section for big grant-funded projects.
l Research Experience

— Most often used in the natural and social
sciences.

— Describe projects, techniques, affiliated labs or
professors.

B Research Interests



B Publications, Creative Work

— Include field-appropriate bibliographic citations of
articles, books, book reviews, etc. You may include
web links. If this section is long, break it into sub-
categories.

B Works Submitted /Works in Progress

— Follow the norm in your field.

— Include as a separate section or sub-section in the
“Publications” section.

i Patents (or other field specitic accomplishments)



B Presentations/Meeting Abstracts

- List professional papers/talks/posters
you have given with names, dates,
locations of conferences or meetings. If
numerous, you may list only “invited”
or “selected” presentations.

- You may list significant presentations at
U.Va. symposia or workshops.

B Other Professional Experience

— Use only if you have RELEVANT professional
experience outside academe.



Bl Teaching Experience

— List all full-time, part-time, & adjunct teaching.

- (Include mentoring students, especially if this section
is lacking.)

— Include your title, dates, name of the course (not the
mnemonic).

— Briefly describe your responsibilities (e.g. grading,
lecturing, instruction, course design) and the size of
the course.

— Note: Take advantage of the U.Va. Teaching Resource
Center: www.trc.virginia.edu

B Teaching Interests/Competencies

— Especially effective for junior scholars with little or no
experience teaching all areas of their expertise.

- List general as well as specialized categories.



1 [ anguages

- List and indicate proficiency.

il Special Skills

- List mastery of special skills and techniques
(e.g. computer applications).

B Professional Training/ Certification

- May include courses on pedagogy,
professional seminars, or IT training.

i Professional
Affiliations/Memberships/Service

- List organizations and level of service if

applicable.



1 Academic/Community Service

- List departmental /university service (e.g.
committee work) as well as community
outreach.

- Make special note of leadership roles.

- If extensive, may be broken into separate
sections.

1 References

- List names, titles, and complete phone
numbers and mail /email addresses.

— Include at least three in order of importance to
your reader/s.



Good CV Examples to Critique

First, a newly hired

assistant professor of Chemistry
at Columbia (Berkeley PhD)...
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An Oak Ridge Postdoc

(Stantford PhD)
on the job market



CURRICULUM VITAE EXAMPLE
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An NSF Postdoc (Harvard
Astronomy PhD) on the job
market...

A couple of minor mistakes
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A junior professor at Brown
(Princeton PhD)



Curriculum Vitae
a Page, Ph.D.

n University e
i reet, G-E4 phone - 401
Providence, B 2 fax - 401.

Education
Post Doctoral Research Associate, Molecular
Eesearch Institute
PhD., Chemistry
BS ochemi
BS

arch, Department of Molecular Pharmac

v, Browm Univ

e, Jomt Center for Structural

1997 - 19 Harold W. Dodds Hx ¢ Graduate

1994 - 1997 Mational Science Foundation Graduate Fellov

1993 - 1904 Phi Beta Kappa

1992 -19 Banry M. Goldwater Undergraduate Research Scholar

Eegent’s Academic Achievement Scholarship

Associatio

Apnl, 2 —present Editor, Protein Expression and Purification




Crucriculam Vikae

Fehecca Page, Fh.D

Invited Lectures

June 2. 2005

April 16, 2004

March 29 2004

October 1997

Using Structural Genomies Results to Advance Structural Biology in the
Academic Laboratory. American Crstallographic Association Annual
Meeting.

High Throughput Protein Crystallography Technologies: Analysis of
Large Scale Experiments Using Positive and Negative Data. Keysione
Symposia, Structural Genomics

Crystallization for Structural Genomies. PS5 Profein production and
erystallization workshop

Crystallographic constraints on f-actin modeling. Third Ammual Fiber
Diffraction Workshop.

Awarded Presentations

January, 2004
April, 2003
June, 1993

Pep Talk 2004, winner poster presentation
West Coast Protein Crystallography Workshop, winner poster presentation

American Association for the Advancement of Science, Southwestern and
Bocky Mountain Division, winner student poster competition

Teaching™entoring Experience

2003 - 2004

2002

1996 — 1997

1993 - 1904
Other Experience
2000 - 2004

1995 - 1999

1994 - 1995

1091 - 1993

TSEIL: Besponsible for directing the research of seven research scientists
as Core Leader of the TSRI Crystallomics Core for the JCSG

TSEI: Guided the rotation project of a TSRI graduate student (MWilke
Melson)

Princeton University: Rockefeller College zraduate tutor for freshman
chemistry students

Princeton University: Preceptor for Advanced Freshman Chemistry (Chem
203) and Intermediate Thermodynamics (Chem 3068)

TSEI: Executive committee member of the TSEI Society of Fellows. Co-
chair Distinguished Lectuze Series (2002-present).

Princeton University: System Administrator for a SGI Unix Computer
Cluster.

Princeton University: Chairman of the Student Molecular Biophysics
Seminar Series.

University of Arizona: Member of the Student Advisory Group to the
Undergraduate Biology Research Program. Chairman 1991-1992
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Pittsburgh Political Science PhD
on the job market...

A bit difficult to digest
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Role of the Cover Letter

1 To interpret your qualifications for the
position (you are “job ready”).

1'To make a case for you as a good “fit.”
1 To draw attention to elements in the CV.
1To elaborate on material in the CV.

1'To express interest and give you a voice.
1 To showcase your intellect and writing

ability.



Excerpt from John K. Borchardt, “Writing a
Winning Cover Letter,” Science, 10 March 2006

One of the most important jobs of
any good sales pitch is to avoid
doing harm. Some cover letters,
says Robert Horvitz, chair of
MIT's biology department search
committee, may inadvertently
convey negative impressions of a
candidate, especially if they “look
sloppy or indicate an inability to
communicate in English.” “These
things can kill someone's chances,"
adds Kenton Whitmire, chair of the
chemistry department at Rice
University in Houston, Texas.



Cover Letter Writing Tips

1 Make your letter attractive.

- If you have access to departmental letterhead, use it for your
cover letter but 1ot for your

1 Address letter to a named person if possible.
1 Know your audience! Do your research!
1 Express interest in the employer; CUSTOMIZE letter!
- Again, think about what has meaning to your readers.
1 Draw attention to what’s important in your CV. Doing
so is NOT repetitive; it’s crucial!

1 Academic cover letters are typically a bit longer than the
traditional 1-page cover letter for business or industry;
letters in the humanities and some social sciences tend to
be longer than in the natural sciences.

1 Have a voice —a cover letter is not a scholarly article.



Cover Letter Structure: 1% Paragraph

1 Begin with a statement of purpose, mention the
position by title. You may mention how you
learned of the opening. If someone referred you,
mention the person’s name.

1 [dentity yourself briefly. Mention your adviser
or PI by name.

1 You may introduce your interest in the position
or make a claim for your candidacy (which you
will elaborate on later in the letter).

1 Make this first paragraph short—pique interest.



Cover Letter Structure: 2" & 34 Paragraphs:

Research

1 The next paragraphs should be meaty discussions
of your qualifications as they directly MATCH the
position.

1 Use the language of the announcement and the
department’s/institution’s website to guide you.

1 [f applying for a research position or a teaching
position at a research institution, discuss your
research and research interests first.

1 Provide context for your work; show that you are
a forward-thinking professional.

1 Avoid excessive jargon; use crisp, clear prose that
will make your audience want to know more.



Cover Letter Structure: 274 & 3'4 Paragraphs:
Teaching

1 Conversely, discuss teaching & teaching
philosophy (even if a separate “Statement of
Teaching Philosophy” is required) first if applying
to a teaching institution.

1 Be sure to mention experience with new
pedagogies or technologies in the classroom.

1 If you have limited or no teaching experience,
discuss what and how you would teach.

1 You will impress the committee if you show
connections between your research & teaching.

1 Also discuss service if applying to a small
institution.



Cover Letter Structure: Closing Paragraphs

1 Discuss your FIT with the position and/or
department/lab and any particular reasons for your
interest.

1 Offer to submit additional materials; refer to any
materials on the web.

1 Indicate how references will be sent, if applicable.

1 Mention any specifics about your availability for an
interview.

1 Thank the committee for considering your
application.

1 Sign your letter, with your name typed below,
followed by “Enclosure” or “Enclosures” on the
next line.



More T1ps

1 Be positive —say nothing negative.
1 Apply early.
1 Use the cover letter to elaborate on info in your

CV (e.g. you devised a plan for your research
team).

1 Generally speaking, sending unsolicited
materials is discouraged (remember that you can
offer to send additional materials).

1 If hard copy, use same quality paper (“resume”)
and font for letter and g'\/ : do not fold materials.

1 [f emailing materials, send as attachments.



John Smuth
Charlottezsville, VA 22003

October 1, 2006

To Whom It May Concern:

It 12 with great pleasure that I write to you regarding the openmg in your
department. I will complete my doctorate in [X field] from the Unmiversity of
Virginia in May 2007, Ihave encloged my curticulum vitae for your
consideration.

I look forward to hearing from you soon.

Thanlk you,

Tohn Snuth

Enclosure




Good Cover Letter Samples to Critique

1t Good Sample
(research focus)



Chair, Faculty Search Committee
Department of Chemistry and Biochemistry
California FPaolytechnic Institute

200 MMaxim Street

Town, C4 91111

Dear Cotrtnittes MMembers:

I wish to apply for the faculty position in the Department of Chemistry and Biochemistry at
California Polytechnic Institute advertised in the December 17 issue of Sctence. Currently lam
a postdoctoral fellow at the University of California at San Francisco in the Departiment of
Pharmaceutical Cherndstry in the laboratory of Dr. Jean-Plerre Raffarin,

My primary research goals are directed toward understanding the basis of mnolecular
recognition at the atomdc level using physics-based computational methods. &5 a postdoctoral
fellow at UCSF and as a graduate student at Indiana University with Dr. Lionel Jospin, [ hawve
balanced method developiment for computational structure-based drug design with the
application of these powerful tools to relevant antiviral and anticancertargets. [ hawe
discovered that [brief staternent of findings]. My future research plans are aimed at [one
sentence to discuss nearterm research goals]. My ultitnate airm iz to [one-two sentence /s to
discuss long-term research goals].

Bevond my research successes (including nine papers to date and others in preparation)] hawve
been fortunate to obtain a wide range of teaching experiences. &s my curriculum vitae
indicates, my teaching roles have included teaching assistant, instructor, guest lecturer, and
mentar. I received the Indiana University Distinguished Teaching Award as well as the Indiana
Uniwersity Kofi Annan Memorial Prize for best Ph I} thesis. My experience with outstanding
mentors has made me realizethe impact good teachers can make in students’ lives. lactively
strive to enhance my teaching through professional development programs inthis area,

Enclosed please find oy curriculum witae, publication record , and teaching and research
staternents. Letters of recommendation are being sent wia the electronic credentials service
Interfolio. Iwould be happyto provide letters in support of moy teaching if desired. Flease do

not hesitate to contact me if further information is needed.

Sincerely,

Franrcois La FKouchefoucauld

Enclos uresl




2nd Good Sample
(teaching focus)



Dy Maureen Conway

Chair, Department of Biology
Box 123

Williams Caollege
Williarmstown, A 01267

Movetnber 1, 2003
Dear Dr. Conway:

[ amm writing to apply forthe position of Assistant Professor of Biology in the areas of
bicinformatics and molecular biology. My graduate work at the University of California at
Davis centered on the mechanism oftranslation initiation in prokaryotes. [am currently
engaged in postdoctoral research in bioinformatics at the Gladstone Institutes at the University
of California, San Francisco. Having benefited fromn close interactions with faculty as an
undergraduate at Mavier University, [ wish to give back as a teacher and mentor to the next
generation.

&z can be seen from my curriculum vitae, [ am deeply comimitted to comnunity outreach and
undergraduate teaching. The two must go hand-in-hand to improwe science education for all.
As a graduate student at the University of California, Davis, [ organized my fellow students
wolunteer at & local junior high school. This culminated in my teaching a special hands-on
science elective for girls. Thawe continued to do science outreach as a postdoctoral fellow,
wolurteering with the Uniwersity of California, San Francisco Science and Health Education
FPartnershiptolead an after-school science club at a local middle school. The experience and
training [ have gained in inquiry-based science at the F-12 level translates directly into concrete
strategies [ can use with undergraduates.

[ had the opportunity to use these strategies when [taught a molecular biolog v course at San

Domingo University in between my graduate and postdoctoral work. Having complete
freedom to develop both lecture and lab for the course, [ created a lab exercise based on my
graduate work where students cloned different rmutations in 165 fRINA into an E, coltexpression

vector and analyzed the growth phencotype of the mutant cells. Students were excited about the
project, coming into the lab at night and on weekends to see their results, which were unknown
at the start, evento me. [also deweloped a bioinformatics lab exercise where students analyzed
a protein’s sequence and struchire using tools available on the web.

The synergy between my research and teaching interests extends to my postdoctoral work on
the [insert short description]. [Complete paragraph on current and future research
interests / plans].




2nd Good Sample, continued

tetns not just from my

e to enrich the 1i

arch inte

3 letter frotr
amanujan has been sent directly). Flease let me know if you would like any other materials.

look forward to hearing from the committee.

Thank you for your consideration,




34 Good Sample
(research focus)



Or. Name
Department of Sociology
University Address

Dear Or. Name:

| arm writing in response to your notice in the November AS5A4 Emplolment Siietin of the
posifion as Assistant Professor of Sociology in your department. | am currently a
doctoral candidate at the University of X and expect to complete all requirements for the
degree by May, 1996,

My dissertation deals with the evaluation of fourteen child abuse prevention programs in
the metropolitan Philadelphia area. Through rmy association with the National
Committee to Prevent Child Abuse, | interviewed 80 mothers padicipating in various
parent educafion programs. Frormn the gualitative data | gathered, as well as from
quantitative data collected by the National Committee, | am evaluating the efficacy of the
programs. In addition, the qualitative data have led me fo challenge culfural
assumptions about appropriate child rearing practices and 1o consider issues
surrounding the mainstream definifions of child malreatment. Since the populations |
have studied are largely poor minorities, | am exarmining the role of social isolation on
the family experience of these parents.

A5 ol can see from my vita, | have been most fortunate in my graduate student career
to have had ample opportunity both to teach and to do research. As a teaching assistant
and as an instructor of my own courses, | have been afforded a great deal of experience
with a wide range of courses, including Gualitative Methods, Social Strafification, and
Deviance; alist of my teaching interests can be found on my vita. The anonyrmous
reviews by my students have been consistently laudatory, citing my knowledge,
teaching style, and enthusiasm as highlights of the courses. | am commitfed to working
with my students and have maintained professional relationships with many of them
years beyond the classroom.




34 Good Sample, continued

T.L. Candidate




4th Good Sample (teaching focus)

Cctober 30, 2006

Cell Biology and Genetice Search
EBiology Department, Guilford College
Greenzboro, NC

[ wizgh to apply for the agsistant profeszor pogition advertized in the 15 October
izzue of Science. [ am currently a pogtdoctoral fellow and lecturer in Molecular
Genetice and Cell Biology at the University of Chicago. I received my Ph.D, from the
Department of Molecular and Cellular Biology at Harvard University in 2004, As an
alumnueg of & emall liberal artg college myzelf, I know and value the excellent
education thev provide to undergraduates and would be honored to join the Guilford
community ag an assistant profegzor.

My regearch and teaching interegts have been fostered by zeveral vears of
undergraduate teaching and mentoring at both Harvard and Chicago., At Chicago, |
am fortunate to have the opportunity to zerve az instructor for “COrigin of Life,” a lab
and lecture courze for non-zcience majors. [ alzo bring several yvears of experience
ag a Teaching Fellow at Harvard in genetice and cell biclogy courzes relevant to the
available pogition. In particular, [ have taught dizeusgzion and laboratory zections
for both introductory molecular and cellular biology and for introductory genetics
for three semesters each. In addition to the weelkly laboratories incorporated into
the molecular biology courze, [ taught a zection of 3 summer 2chool laboratory
courze on the principles and techniques of molecular biology, 1 alzo zerved as the
Head Teaching Fellow for an introductory biology courge, gaining experience with
courze management and curriculum degign that haz zerved me well in my pozition
ag alecturer. My teaching at Harvard was recognized by two Certificates of
Digtinction in Teaching, awarded bazed on student evaluations,




4th Good Sample, continued

Truly yours,

J iI'Hl Cioe

Enclogures



5th Good Sample
(teaching & research focus)



Movember 22, 2003

Dr. Robert Cutler

Biology Search Committee Chair

c/o Human Resources

Bard College

F.0O. Box 5000

Annandale-on-Hudson, NY 12504-5000

Dear Dr. Cutler:

| am writing in response to your advertisement in the November 9 issue of Science magazine,
which announced a position vacancy for a Quantitative Biologist. | am excited about the
opportunity to apply for a faculty position in the Biology Department of Bard College and believe
that my research and teaching background make me a strong candidate. | am a molecular
biologist currently finishing a postdoctoral fellowship in the laboratory of Ima Goddess at the
University of North Carolina at Chapel Hill.

Ower the years, | have developed an innovative approach to teaching and conducting research

with undergraduates through creating and presenting course materials in both laboratory and
classroom settings. In my expenence, the best teaching involves concrete, hands-on examples,
so | engage students in my courses by encouraging the maximum laboratory participation
possible .

The research project | intend to pursue at Bard College involves the development of. ... This is a
project that | feel will interest and inspire undergraduates while allowing me to continue to
produce the highest quality work in my field.

Included in this packet, please find my curriculum vitae, statements regarding my research and
teaching in...| appreciate being considered for your faculty position. Please let me know if | can
provide additional information in support of my application. ..

Sincerely,

lam Thebest




Resources

GSAS Career Services website section on cover letters:

http:/ /artsandsciences.virginia.edu/ gradschoolcareer/academiccar
eers/applicationmaterials /coverletters.html

“Tips on Writing A Curriculum Vitae,” American Chemical Society

http://www.chemistry.org/portal/resources/ACS/ACSContent/careers/pdf/D
CS CV.pdf

“The Basics of Science C.V.’s,” Richard M. Reis, Chronicle of Higher
Education (2000)

http://chronicle.com/j0bs/2000/03/2000033102¢.htm

“The Basics of Science C.V.’s: A Sample Teaching C.V.,” Mary Morris
Heiberger and Julie Miller Vick, Chronicle of Higher Education (2003)

http://chronicle.com/jobs/news/2000/03/2000033102¢ teaching/careers.ht
ml




Resources

1 For more tips, visit the “CV Doctor” series in The
Chronicle of Higher Education:
http:/ /chronicle.com/jobs/tools/cvdoctor/2006/

1 (Print) Mary Morris Heiberger & Julia Miller Vick, The
Academic Job Search Handbook (3™ ed., 2001, 4t edition
coming out in early 2008)

i The key word is CUSTOMIZE!



Contact

Wendy Perry
Director of Graduate & Postdoctoral
Protessional Development Programs

Office of the Vice President for Research and
Graduate Studies

Thornton Hall A123

To schedule an appt. call: 434-243-4014
Email: wperry@virginia.edu

http://artsandsciences.virginia.edu/gradschoolcareer




