Psi Chi Meetings in Minutes-12/7/11
Topic: Creating Your Curriculum Vitae
Presenters: Christina Fielder (Career Services) & Alyssa Lundahl (Psi Chi/UPO President)
While most people are familiar with what types of things should be included on a resume, many are unsure about what to include in a curriculum vitae. Both documents can give a reader an idea about who you are and what your experience is. There are a couple of differences between a resume and curriculum vitae, however, which should be noted:
Employment Resume
· Should be pertinent and tailored to each employer
· 1-2 pages in length of selected history
· Focused on skills and work experience
· Self-promotion
· Reviewed quickly for advancement to an interview
Curriculum Vitae
· May be tailored to each specific school, but not necessary in many cases
· Typically 2-3 pages, but unlimited in length; the more lines on your c.v., the more impressive (complete history)
· List focused
· No tone of self-promotion; just listing the facts
· Research and teaching listed
· Reviewed extensively
For the purposes of this meeting, the presenters focused on the c.v. Categories to include on your c.v. should be:
· Name/Contact info (name, address, phone, email)
· Be sure to consider how your email address or voicemail may be received by readers. It is wise to keep your voicemail email address strictly professional (perhaps first initial_lastname@xyz.com)
· Education: school, degree name/estimated date of graduation, major/minor, study abroad experience
· Experience: title, dates employed, organization, location, duties
· Duties should be in bulleted form; only list important parts of your job
· Work/internships should ONLY be included if they are relevant to the field you are applying to (no need to list that you were a server at Applebees if applying to psychology graduate program)
· Research/Teaching: title, date, lab name, advisor, location, duties (bulleted), achievements, honors thesis, etc.
· If you do not have research experience yet, you can use this category to talk about what your research interests are and what research you would like to do in the future.
· Publications/Presentations: listed in APA format
· Honors/Awards: Deans List, scholarships, honors societies, U.C.A.R.E. grant (make sure to spell out what UCARE stands for as most are unfamiliar with what it is)
· Leadership/Service: leadership roles (president of a campus club), major projects, volunteer work
· If you have a substantial amount of volunteer work, consider making a separate category for just service projects.
Miscellaneous Information
· C.V. should be clean/easy to read
· Be consistent in your verb tenses
· Many documents are now submitted online, so keep in mind that any special features that you add in a word document may not transfer over to email or an online cut/paste form.
· In the education category, consider adding a “Concentration”; for example, if you take a lot of research courses, you may list this as a concentration.
· Do not include information about any sorority or fraternity you were involved in; graduate admissions people do not tend to look favorably on it.
· Include 3-4 references that can be contacted and be sure that you have already gotten their permission to do so.

If you would like to have your curriculum vitae reviewed, don’t hesitate to ask a faculty member, mentor, advisor, or Career Services.
[bookmark: _GoBack]Career Services (Rm. 230 of Union) offers help with c.v.’s, personal statements, mock interviews, and more. They have walk-in hours from 10-4 M-F (20 minutes long). If you need more detailed help, make an appointment at (402) 472-3145.
