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HOW YOU SHOULD 
FORMAT A CV?
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CVs: Category Headings 
◦ Name
◦ Contact Information
◦ Education:
◦ back to bachelor’s degree. 
◦ Title of dissertation and advisor(s) name(s). 

◦ Publications and Presentations:
◦ Full bibliographical citations 

◦ Awards, Honors, and Distinctions:
◦ Awards, prizes, fellowships etc. 
◦ Undergraduate and graduate   

◦ Teaching Experience 
◦ Full course titles, and short description. Indicate if taught the same class multiple times.

◦ Professional Activities and Academic Committee Work 
◦ Service Activities, graduate student organizations, advising, etc. 
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CV Headings cont.

◦ Areas of Teaching Interest- Optional 
◦ List at most 4-5 areas. 

◦ Research Experience
◦ Work that was outside your coursework and dissertation 

◦ Other Professional Experience 
◦ Post-college jobs that aren’t covered in other categories 

◦ Professional Affiliations 

◦ References
◦ Names, titles, contact information

https://cstw.osu.edu/sites/default/files/2020-08/cv_0_0.pdf
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HOW YOU SHOULD 
FORMAT A RESUME?
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Resumes 
◦ Chronological resume- emphasizes job titles and dates (most traditional format)

◦ Reverse chronology (most recent/current job first)

◦ Skills resume- built around what you did, not when you did it. 

◦ Categories:
◦ Contact Information
◦ Career objective- Optional 

◦ Customize it to the job/company you are applying.  
◦ Summary of qualifications

◦ Bulleted list of 3-7 items 
◦ Education

◦ Degree, major, month and year received, university, city, state. Optional: GPA
◦ Experience 
◦ Honors 
◦ Activities 
◦ References 

https://cstw.osu.edu/sites/default/files/2020-08/resume_0.pdf
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WHAT IS THE JOB 
SEARCH TIMELINE?
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PhD Job Search Timeline 
◦ Years 1-4:

◦ Register with ECS
◦ Explore fellowship/gran opportunities (1-2 year)
◦ Identify areas of research and complete coursework 
◦ Give presentations and expand teaching experience or supervisory skills.
◦ Help on committees and continue apply for grants 
◦ Submit articles for publication 
◦ Create a CV and update as needed 
◦ Discuss application, search process, and expectations of candidates in your field of specialization with your 

advisor. 
◦ Make a plan for your last year as the job search process, dissertation, and other obligations will require a 

great deal of balance. 
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PhD Job Search Timeline Cont.

◦ Year 5 (or last year of PhD Program):
◦ Update CV and other job search documents and have them proofed by ECS advisor and others
◦ Create a dossier online and set up delivery arrangements for your letters of recommendation to be submitted
◦ Contact faculty, advisors, and others from whom you are requesting recommendation letters. Best to reach 

out to your letter writers the summer before your last year. 
◦ Gather application materials including your professional materials as well as course syllabi, teaching 

evaluations, submitted and published articles, conference abstracts, and transcripts. 
◦ Send applications in the fall using network and online job search resources 
◦ Prepare for interviews using your advisor and ECS. 
◦ Inform your advisor and reach out to ECS for help 
◦ Consider parallel plans and alternatives to an academic career if your search is not progressing 
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HELPFUL RESOURCES
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Job Search Resources 
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Job Search Resources Cont.
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Virtual Networking Tips
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Interviewing Tips 
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Resume Tips 
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Resource Links 

• ECS: Graduate Student Resume Templates (in Handshake)

• CSTW: Career Preparation Resources (includes CV template)

• ECS: Resumes Youtube Playlist

• ECS: PhD Job Search Guide (in Handshake)

• ECS: Job Search Resources (in Handshake)

◦ Since job search is an all-encompassing term that also includes interviewing and networking. 
ECS’s interviewing playlist and virtual networking playlist
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https://app.joinhandshake.com/articles/8234
https://cstw.osu.edu/career-preparation
https://youtube.com/playlist?list=PLp-szJT3YXS8CKtG9k-_JkxO0bw0HjGbI
https://app.joinhandshake.com/articles/8317
https://app.joinhandshake.com/articles/8821
https://youtube.com/playlist?list=PLp-szJT3YXS-P7T7DmJSNMRmDUviZyveI
https://youtube.com/playlist?list=PLp-szJT3YXS9rWF6pttvLcAs_qs3WDnYv

