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Thank you for joining us for today’s webinar

Writing a Professional CV

The webinar will begin promptly at 3:00 p.m. ET

A recording of this presentation will be available at 
acponline.org/leadershipacademy.
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Writing a Professional CV

Susan George, MD, MACP, SFHM, FRCP
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Curriculum Vitae

Content

• What is a CV?

• Evolution of the CV

• Difference between CV and résumé

• What to include in your CV

• No-no’s in your CV

4

3

4



1/21/2021

3

Curriculum Vitae

• A curriculum vitae, Latin for "course of life", often shortened as CV or vita, is a 
written overview of someone's life's work.

• A résumé is brief account or summary of one's professional or work experience 
and qualifications, often submitted with an employment application.

• Vitae often aim to be a complete record of someone's career, and can be 
extensive, but they can be used in the same way as a résumé, which is typically 
a brief 1–2 page summary of qualifications and work experience for the purposes 
of employment, and often only presents recent highlights.
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Evolution of the CV
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The first CV
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Most Illustrious Lord,
Having now sufficiently considered the specimens of all those 
who proclaim themselves skilled contrivers of instruments of 
war, and that the invention and operation of the said instruments 
are nothing different from those in common use: I shall 
endeavor, without prejudice to any one else, to explain myself to 
your Excellency, showing your Lordship my secret, and then 
offering them to your best pleasure and approbation to work with 
effect at opportune moments on all those things which, in part, 
shall be briefly noted below.

Then, he listed eleven things he could do for Milan. The first nine 
all dealt with helping them win wars, such as knowing how to 
build “mortars; most convenient and easy to carry; and with 
those I can fling small stones almost resembling a storm” and 
“covered chariots, safe and unattackable, which, entering among 
the enemy with their artillery, there is no body of men so great 
but they would break them.”
Showing he was more than just a fighter though, the last two 
points talked about was what he could do during peacetime, 
while also flattering the regent. He wrote:

“In times of peace I believe I can give perfect satisfaction and to 
the equal of any other in architecture and the composition of 
buildings public and private; and in guiding water from one place 
to another.
I can carry out sculpture in marble, bronze, or clay, and also I 
can do in painting whatever may be done, as well as any other, 
be he who he may.
Again, the bronze horse may be taken in hand, which is to be to 
the immortal glory and eternal honor of the prince your father of 
happy memory, and of the illustrious house of Sforza.”

Successful recruitment

8

It worked!! Lord Sforza brought da Vinci to 
Milan, where he would stay for 17 years. 
There, da Vinci did some of his best work, 
including painting The Last Supper, which 
remains one of the most famous pieces of 
art in the world. 
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1482

• In 1482, at the ripe age of 30, da Vinci 
wanted to find work in the city of Milan 
as a designer of bridges, or as a boat 
builder, or a sculptor, or as a man who 
builds machines that take water out of 
trenches, or whatever else the city 
needed (again, da Vinci had a lot of 
different talents).

• So, he sent a letter to Ludovico 
Sforza, the Regent of Milan at the 
time, explaining his many skills. Thus, 
the résumé was born.
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1500s

• The first time the phrase “résumé” was 
used is thought to have come from a Lord 
in England. In his travels, he would submit 
a letter of professional introduction, 
which he called a résumé, whenever he 
entered a new town.

• One of the earliest of these ads historians 
have found was from a man named Ralph 
Agas, who advertised his 40 years of 
experience as a land surveyor. While the 
word “résumé” was still not in wide use, 
the concept was definitely growing in 
popularity through the 16th century.
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1930s

• This period marked the comeback of the 
résumé. It is said that many were 
scrawled as handwritten notes during 
interviews. Soon enough, job seekers 
realized it would be easier to come 
prepared. However, there was a stigma 
about written résumés coming off too 
arrogant, so their usage was still not 
widespread.
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1950s

• Résumés became an expectation in the 
50s. Many employers would request 
them to be submitted with the job 
application. Many job seekers began 
distributing résumés at any and all 
businesses in town as part of a strategy to 
“hit the pavement.”
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1960s

• The 1960s began an era of individualizing 
oneself on the job market. The latest 
trend was to include hobbies and 
extracurricular activities.
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1970-1980s
• 1970s – Digital typesetting and word processors 

made it faster and easier to make more 
professional-looking résumés. The newest trend 
was to more aggressively market oneself on a 
résumé, a startling change from the more 
humble origins of the 1940s. 

• 1980 – Innovative job seekers in the 80s 
recorded themselves introducing their work 
history using VHS videotape. This cutting-edge 
approach was a bit too ahead of its time and 
quickly went out of style only for video résumés 
to rise again nearly 30 years with the advent of 
YouTube.

• 1984 – With the release of the book How to 
Write Your CV, professional self-help career 
books became a hot genre. The market was 
flooded with often-conflicting advice on how to 
best market oneself to employers.
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1990s to present

• The turn of the century brought one of the more 
innovative evolutions: interactive résumés. 
What these entailed varied, but with it being 
increasingly easy to create personal websites, 
many turned to starting their own multi-page 
sites complete with widgets and pictures.

• The 2000s trends were very big on cover letters 
and objectives. Cover letters were indicated as a 
way to introduce oneself to a hiring manager 
and were typically one page long. They allowed 
an insight into the candidate’s personality and, 
sometimes, their personal history. The 
“Objective” was placed at the top of a résumé 
itself and told the reader what the candidate 
hoped to accomplish, usually by listing the 
specific position applied for and their desired 
career trajectory.
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CV vs Résumé

What are the differences?

CV
Job application in Europe & academic and medical 
positions in the US

Job application in US

Several pages long Concise: 1-2 pages

Shows your professional experience, provide more 
details about education, work, values

Shows your skills that are specifically tailored to the 
job: precise, targeted, and brief

Education is always listed first on CV Work experience in reverse chronological order

Listed in reverse order Include chronological information (in reverse order)

Résumé

CV versus Résumé
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What to include in your CV

Curriculum Vitae
• Contact and Personal Information

• Education and Training
• Education
• Postdoctoral training

• Appointments and Employment
• Academic appointments
• Other positions and employment

• Major Leadership Positions
• Educational Activities
• Investigation
• Health Care Delivery

• Academic Service

• Honors and Awards

• Scholarship

• (Personal and Professional References)
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Curriculum Vitae
• Contact and Personal Information

• Education and Training
• Education
• Postdoctoral training

• Appointments and Employment
• Academic appointments
• Other positions and employment

• Major Leadership Positions
• Educational Activities
• Investigation
• Health Care Delivery

• Academic Service

• Honors and Awards

• Scholarship

• Personal and Professional References
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Contact and Personal Information

• Full legal name

• Contact information:
• Professional address, phone number or email address:  **{where you want to receive 

messages}
• Home address and telephone:

• (If applicable, an individual who is authorized to work in the US, but due to nationality thinks 
someone might question this, could include: Authorized to work in this country)

• Present Academic Rank and Position
• Use the actual degree (e.g. MBBS) not the US equivalent (e.g. MD)

• Do not use prefix of academic rank if you do not have one.

• Do not include personal information such as age (birthdate/birthplace), gender, race, religion, 
marital/parental status, disability or national origin. Do not include sensitive personal information 
such as SS number. 
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Curriculum Vitae
• Contact and Personal Information

• Education and Training
• Education
• Postdoctoral training

• Appointments and Employment
• Academic appointments
• Other positions and employment

• Major Leadership Positions
• Educational Activities
• Investigation
• Health Care Delivery

• Academic Service

• Honors and Awards

• Scholarship

• Personal and Professional References
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Education and Training

• Education (Include name of institution, degree, and dates): {most recent first}
• Fellowship
• Residency 
• Medical School 
• College/University

• Board Certification
• List month, year, and board certificate number, if known. Include national boards and their parts 

if you have them.

• Medical Licensure
• Indicate state and license number only; date is not necessary.
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Curriculum Vitae
• Contact and Personal Information

• Education and Training
• Education
• Postdoctoral training

• Appointments and Employment
• Academic appointments
• Other positions and employment

• Major Leadership Positions
• Educational Activities
• Investigation
• Health Care Delivery

• Academic Service

• Honors and Awards

• Scholarship

• Personal and Professional References
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Appointments and Employment

• Academic Appointments
• Faculty appointment

• Other Positions and Employment
• Professional employment

• Military Service
• Branch of service, rank, place, date
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Curriculum Vitae
• Contact and Personal Information

• Education and Training
• Education
• Postdoctoral training

• Appointments and Employment
• Academic appointments
• Other positions and employment

• Major Leadership Positions
• Educational Activities
• Investigation
• Health Care Delivery

• Academic Service

• Honors and Awards

• Scholarship

• Personal and Professional References
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Major Leadership Positions

• Major Administrative Leadership Positions
• e.g. Chair, Associate Dean, Division Chief

• Mission-specific leadership positions
• Educational Activities

• (e.g. Residency Director)
• Investigation

• (e.g. Core Director)
• Health Care Delivery

• (e.g. Clinic Director)

• {Leadership positions for professional organizations should be listed under Academic 
Service}
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Curriculum Vitae
• Contact and Personal Information

• Education and Training
• Education
• Postdoctoral training

• Appointments and Employment
• Academic appointments
• Other positions and employment

• Major Leadership Positions
• Educational Activities
• Investigation
• Health Care Delivery

• Academic Service

• Honors and Awards

• Scholarship

• Personal and Professional References
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Academic Service

• Internal Administration and Service
• Department, School, Health system, University

• Professional Membership and Activities

• Editorial Responsibilities

• Other External Professional Service
• Grant review panels and advisory boards, expert services and consultation, community 

service  
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Curriculum Vitae
• Contact and Personal Information

• Education and Training
• Education
• Postdoctoral training

• Appointments and Employment
• Academic appointments
• Other positions and employment

• Major Leadership Positions
• Educational Activities
• Investigation
• Health Care Delivery

• Academic Service

• Honors and Awards

• Scholarship

• Personal and Professional References
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Honors and Awards

• Include recognitions (e.g. FACP)
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Curriculum Vitae
• Contact and Personal Information

• Education and Training
• Education
• Postdoctoral training

• Appointments and Employment
• Academic appointments
• Other positions and employment

• Major Leadership Positions
• Educational Activities
• Investigation
• Health Care Delivery

• Academic Service

• Honors and Awards

• Scholarship

• Personal and Professional References
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Scholarship

• Publications
• Journals {Published articles list in chronological order with oldest first; 

• "In Press" for those articles accepted but not printed; 
• "Submitted" for those submitted but not yet accepted or rejected; 
• "In Preparation" for those written but not submitted; 
• List those you are working on but have not yet written under "Research Interests" above, including 

coauthors. Give full bibliographic entries.}
• Abstracts, Editorials, Book Chapters

• Scholarly works not disseminated by traditional academic publications

• Patents, software, and devices

• Presentations
• Invited Presentations
• Other Presentations, Posters and Abstracts {list dates, meeting names, places, and topics}

• Local (intramural) e.g. M&M, Journal Club, Grand Rounds, regional, national, international

• Research Grants Awarded
• Include grant number and title, time period, and Category 1 time.

• Civic Activities
35

What not to include in your CV
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No-no’s

• Personal sensitive information including Social Security number, personal demographics

• No photograph

• Avoid errors in formatting – use of bullets, pdf or docx

• Proof-read for speling and grammatical mistaks

• Be consistent in all categories

• Stay chronologically consistent (reverse chronological order with the exception of 
publications) 
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No-no’s

• No gaps in the total number of years worked (account for every year)
• Distinguish between part-time and full-time
• Use separate headings such as: military service, volunteer activities, leave of absence 

(explain)

• CV must be up to date

• Avoid faux pas of copy-paste gone wrong: Avoid this by keeping organized and knowing 
exactly to whom you are speaking when you write every e-mail, cover letter, and 
targeted CV.
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Questions?
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Thank You!
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