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Curriculum Vitae & Cover Letters 

Curriculum Vitae (CV) is a biographical write up of your personal and academic career.  It is more 

detailed then a resume and is a statement of your academic accomplishments.  Typically includes a 

summary of your educational and academic background, teaching, and research experience, 

publications, presentations, awards, honors and affiliations   

Cover Letter is a document that provides a brief introduction about yourself but mostly focuses on why 

you are interested in the position that you are applying for and what you can offer.  Traditionally, a 

cover letter is formatted as a business letter and used when making initial contact for a job and 

accompanies a CV.  More commonly in digital communication, what used to convey in cover letters are 

being replaced as emails of introduction.  

General Outline of a CV: 

 Identifying Information (name, address, 
email address, phone number)  

 Education 

 Postgraduate Training 

 Honors/Awards  

 Work Experience 

 Research Experience 

 Publications 

 Presentations and Scientific Meetings  

 Affiliations 

 License and Certification 

 

Key Features of a Good CV 

• Clear, concise, complete and up to date 
• Easy to read format. The exact length and format is not set in stone.  Good CVs can range from 

1-2 pages to 30 pages!  
• Key point: Good CVs are tailored to their audience  

Tips for writing a CV 
• Be sparing in your use of fonts & a nice simple template is the best.   
• Use action verbs  
• Check the names and dates listed in your CV  
• Keep your CV up-to-date and honest 

– Get in to the habit of routinely updating your CV every 3 – 6 months 
• Ask friends and your advisors to review, proofread and edit your CV for clarity and polish 

Resources 
• ACP has a nice website for, residents, and fellows which includes career prep and CV writing: 

– www.acponline.org/about-acp/about-internal-medicine/career-paths/residency-career-
counseling/resident-career-counseling-guidance-and-tips 

• UCSF has some nice tips for CV writing directed towards med students & residents : 
– https://career.ucsf.edu/medical-students/residency-search/cvs-resumes-cover-letters 
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