
Preparing A Curriculum Vitae (CV)

What is a CV? A CV is a brief outline of your professional and personal background. It serves as your 
representative in your absence. It relates to your employer your ability to organize and concisely present 
information.

A well-prepared CV will act as a door opener for obtaining interviews. It is designed to catch the 
attention of the employer and to encourage the employer to schedule an interview to find out more about 
you. It can also assist in applying for hospital privileges and provide information for medical 
certification / licensure or professional society membership.

Here are some guidelines in developing your CV.

1. Be brief, straightforward, and serious.
2. Use short sentences. Don’t use abbreviations.
3. Headline each category.
4. Place your name, address and telephone number at the top of the page.
5. List all professional medical experience beginning with the most recent and then in descending 

chronological order. Give a one or two sentence description of duties/responsibilities. List all 
positions held. You may wish to divide your clinical experience into two sections—experience as 
a PA (“Professional Experience”) and other “Related Experience” such as previous medical 
occupation or military experience. Include location and dates. For new graduates this will most 
likely include rotations completed and other clinical experience.

6. Name colleges/universities attended in descending chronological order with dates and degrees 
received. Include any honors and awards. Do not list high school education.

7. List all states with dates where licensure /certification has been obtained or has been applied for.
8. List all professional memberships in local, state, and national societies with dates joined. List 

any positions held in these societies.
9. Do not include references. Insert the following: “REFERENCES AVAILABLE UPON 

REQUEST”. Make sure you are prepared to offer these when they have been requested. Contact 
your references in advance to notify them that you have listed them as a reference and that they 
may be contacted by the prospective employer.

10. Do not include any referral to race, religion, age, or marital status.
11. Have an associate proofread for spelling, grammar, punctuation, and omitted data.
12. Your resume should be professional print quality. Use standard 8 ½” by 11” size good-quality, 

bond paper. Use white or off-white. Do not use bright or neon colors.
Always include a cover letter with your CV. Tailor comments in your cover letter directly to the 
employment opportunity. Include in your cover letter any pertinent information not contained in your 
CV and stress your strong points. Permit your CV to serve as the basic document, which is broadened by 
your cover letter to include specific data that is otherwise not provided in your CV. This will help you to 
stand out among other candidates. Conclude your cover letter with a request for an interview.

Some websites that may be helpful are

http://www.resume-help.org/resume_writing_tips.htm

http://www.resume-help.org/physician_resume_example.htm
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http://content.monster.com/articles/3475/18334/1/home.aspx
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