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CAREER SERVICES CV GUIDE
To access online tools and information, visit:

http://ego.thechicagoschool.edu/careerservices
In today’s job market, a well-developed curriculum vitae, (CV or vitae) is an essential job search tool for psychology professionals,. A CV differs from a resume in several important ways. Deciding whether to submit a vitae or a resume often depends on what the employer is requesting. A vitae is customary in many academic, research, and clinical settings. Organizations in these fields are interested in learning the breadth and depth of your academic background, research, and teaching experience along with professional experience. A CV can be almost any length but the format and content should be strong and well thought out.
For the Candidate, a CV:
· Creates a first impression 

· Showcases accomplishments in the field

· Paints a positive portrait to differentiate what you offer
For the Employer, a CV:

· Is an initial step in screening candidates for the position

· Enables the reviewer to identify  professional skills and accomplishments in relation to the position
· Can lead a hiring manager to select you for an interview

· Provides cues to an interviewer about the kinds of questions to ask
A CV is both an official record of your professional and academic experiences and a customized document. There are many decisions to make along the way. The following guidelines for formatting and content are designed to help you create a document that sets a professional tone, is easy for an employer to locate key information, and offers a logical framework to showcase your competencies.

Sections of a CV:
New professionals may start their career with varying levels of experience. Consequently, it is expected that most students and graduates will have content for some, but not all of the possible sections on a CV. As your career progresses, you will gain new experiences – you may add or remove categories as they relate to your experience.. In general, structure your CV so that content on early pages is the most relevant. Feel free to use the order listed below and pick and choose the sections that pertain to you:

Contact Information 

Education
License(s)/Certification(s) 

Training Experience 

Professional Experience 

Teaching Experience 

Research Experience
Leadership and Community Service Experience

Honors and/or Awards 
Publications 
Conference Presentation(s) 
Conference(s) and Workshop(s) Attended 
Professional Activities 
Professional Affiliations 
Technical Skills 
Language Skills 
References

CV Content

Start your CV by identifying the areas you have content to share. Brainstorm a list of your professional training and work experience, academic course work, and involvement in professional, community service organizations. Consider the skills you gained in each experience and whether they are transferable to future positions which interest you.

For many new professionals, volunteer experience in community groups and professional associations— including student organizations— holds untapped potential to illustrate a wide variety of relevant skills and traits that have been developed. You are encouraged to think carefully about your volunteer work. Did you participate on a community service project at The Chicago School and gain exposure to clients? Were you an active campus leader at your undergraduate institution gaining valuable project management and interpersonal skills? Were you a collegiate athlete or a resident adviser? Have you worked tirelessly as an advocate in your community?
Focus on quality of content versus number of pages. A one-page CV with a tiny font and small margins is unreadable and may not be effective. A two-page CV with wide margins, a large font and lots of less relevant information may seem unnecessary to an employer. If you do add a second page, make sure it is justified and at least half to three-quarters full.

Proofread your CV and then have at least one additional person proofread it as well. Those could be a Career Services advisor, faculty member, fellow student, or colleague. Not only will they help you locate grammar, formatting, or typing errors, they may spot content where your descriptions are unclear or need more detail.
Functional Skills and Related Action Verb Clusters – Identify the functional skills or competencies you have and most enjoy so you can focus your CV on obtaining a position that fits your talents. Build your CV with action verbs that correspond to skills in demand in the psychology field.
Branding Statements – Develop a concise, information-packed summary of your background to use in CVs and cover letters as well as when networking or interviewing.

Job Search Goals – Focus your CV and job search efforts by defining the overall and specific goals

you have accomplished or are looking to do at this stage of your career.

Work Values – Explore your beliefs and values to consider the kinds of positions and work environments that will best fulfill your values.

Write Accomplishment Statements - Employers also are interested in contributions and results achieved through your professional development as well as skills you possess. What projects did you initiate or fulfill in your experiences? Whenever possible, select concrete examples that illustrate your success.

An effective technique to help you develop bullets that demonstrate how you have added value through your various positions and experiences is the STAR method:
Situation – Describe the circumstance or area in which you were working.

Task – What was the task you worked to achieve?
Action – What steps/process/solutions did you use?
Result – What was the outcome of your efforts?
Example:

Counseled adults with severe mental illness in the areas of living skills and interpersonal relationships that resulted in several clients obtaining jobs based on their ability to demonstrate appropriate behaviors.

Style
When it comes to style, consistency is a must. If you capitalize a job title or place it in bold type, continue

the same format throughout the document. A consistent look throughout a CV creates a neat appearance and enhances overall readability.
· Avoid using personal pronouns such as “I”, “Our”, “We”, etc.

· Use bold, all caps, or italics to distinguish the key elements of your entries such as your position title or place of employment so they stand out at first glance. Be consistent all the way through. Avoid the use of underlining or fancy bullets as they are harder to read. Keep your layout uniform and use font styles such as bold or all caps in a consistent manner.

· Use key words and phrases from the job description to which you are applying; avoid jargon that does not relate to the employer/industry.

· Use past tense for past experiences and present tense for present experiences.

· Do not abbreviate – spell out words like HR, Info, I/O, and CV.

· If you do have a second page, place your name followed by your email or phone number at the top or use a footer/header to do this. Right justify the page number.

· Print copies of your CV on a high quality printer although most CVs will be sent electronically, so you do not need to invest in expensive CV paper.

Format

Many organizations have increased their use of technology in human resources to process recruiting documents. Some employers now screen applicants by scanning CVs into an organizational database. Because a computer scans the CV as an image rather than text, it is important to stay consistent and simple.

· Maintain one inch margins at the top, bottom, left, and right. Adjust as necessary to keep all content together.

· Place the date of all experiences flush with the right margin. Use indented bullets for descriptive information under individual jobs, internships, and/or other sections.

· Use a font size of 11 or 12 point for the body of your CV. Select a simple, easy-to-read and traditional font such as Arial, Times New Roman or Garamond.

· Headings should be one to two points larger than your body type. Your name at the top of your CV can be 14 or 16 point with all other contact information written in 12 point type. 
Electronic CVs
You may be considering posting your CV on the Internet. Typically you will submit a scannable CV or complete a CV format found on a website. Your CV may then be found through a search mechanism and reviewed by potential employers. While you can make your CV available to a large number of organizations quickly in this manner, you may want to weigh the pros and cons of electronically posting your CV for anyone to see. If you are currently employed, for example, you may prefer to be more discreet in your job search. Keep in mind, too, that once you have put your CV out on the Internet you have relinquished control over how it is seen, by whom, and if they are viewing the most updated version.

The best use of Internet job boards is to research job openings. Then bypass the job board and go directly to the employer’s site to apply.
Contact Information
Current contact information should appear at the top of the first page of your CV, preferably centered

It should include the following in this order:
· Your first and last name

· Your current home address

· The phone number at which you can be consistently reached with a professional voicemail
· Your current professional e-mail address

Summary

A summary statement can capture the essence of what you bring to an employer. By communicating what you have to offer that is distinctive, a strong summary could create an overall image of you as a candidate just like brand marketing does for a consumer product or service. A summary can be based on a branding statement that you create to market yourself to potential employers in person or in written communication. This important process can begin once you have fleshed out your CV.
A branding statement will ensure that you project a professional image and describe how you will contribute to an organization. It also will spur other’s thinking about how to help and guide you in your job search. The branding statement that you compose can simply be inserted as a summary on your CV. Remember that what is captured in the summary should be supported throughout the CV as you will have developed your branding statement with this information in mind.

A branding statement includes these four key components:

· Who you are: State who you are presently. Identify yourself by program, area of focus or industry. This begins to communicate why your candidacy is relevant to a particular search. 

· Areas of focus: Describe your skill areas and/or competencies that you have or are acquiring. As a student, this can include work assets or areas of interest in which you hope to gain more experience. Through this information, you are aiming to interest the reader in you further.

· Types of experiences/training or work environments: List the areas of work or study that align with your current career goals. With this information, you are building credibility in yourself as a future or new practitioner.
· Strengths - Reflect on what you do that adds value and how you contribute positively to a work environment. This is where you set yourself apart from others by listing your unique characteristics as a professional – attributes that follow you wherever you go.
Example:

A masters-level Forensic student with hands-on experience in delivering services to autistic children as

well as experience using evidence-based treatment for abused and neglected children. Keen interest and background in multicultural and diversity issues related to autism. Strengths include organizational skills, taking initiative and program development.
Education
List the institutions you have attended in reverse chronological order with the most recent first.
If you are in a program with a specific focus, list the specialization after the program name— e.g., “Applied Behavior Analysis Specialization.”

· For each entry include the name of the institution, city and state, degree name spelled out  and include any concentrations, include the month and year the degree was received and/or is anticipated.
· If your GPA is 3.5 or higher, you may include it to highlight your academic accomplishments. It is not necessary to state that it is cumulative or to list your major GPA separately.
· Avoid listing graduate course work. Instead, if you have taken specialized classes, you may opt to highlight these in your cover letter.
· Include study abroad experiences in this section in the same manner as other entries and place them after the relevant institution where appropriate.
Doctoral students who have received the embedded master’s degree may use the following format:
The Chicago School of Professional Psychology                                                  Chicago, IL

APA-Accredited Program

Doctoral student in Clinical Psychology                         Anticipated Graduation: August 2013        
The Chicago School of Professional Psychology                                               Chicago, IL

Master of Arts in Clinical Psychology                                                                   June 2010
Licenses/Certifications
List applicable and relevant credentials and certifications. Include the name of the license such as EPPP, BCBA, LMFT and/or QMHP and the year it was received (include if it’s still current). You may wish to state that you are eligible to sit for licensure once your application is approved by the state.
Training Experience

· Organize your entries in reverse chronological order.

· Highlight your practicum and/or internship training experiences through The Chicago School of Professional Psychology as well as related internships from your undergraduate institution or other training experiences relevant to your current field of study.
· Be sure to include the organization name, city and state, title, and month and year of starting and end dates.
· Use a bulleted format to list your activities. Also, stay consistent within bulleted paragraphs with sentence/bullet structure. Be descriptive and begin each bullet with a strong action verb.
· Identify the client population(s) with whom you have worked with specific language such as “children ages 6-11 with mild-to-severe physical and psychological impairments.”
· As an option, you may want to include the total hours worked for each experience. You do not need to include the supervisor’s name in this section. This individual is a natural choice to include in your references.

Professional Experience
· Professional experience should include either full-or part-time paid positions in the field of psychology. 
· The following information should be included in this section: the month and year for beginning and end dates of the position, the full name of the organization, the city and state where it is located, your job title, and the department name.
· Using a bulleted format, create a descriptive list of your activities that leads with strong action verbs.
· If you have had only one or two jobs that are related to your field, but have other work experience, you may elect to include these positions on your vitae in one of two ways. The best approach would be to create another section called “Work Experience” and list other jobs you have held. Emphasize the skills, duties, and accomplishments that are most transferable to your field. Place this section after Research Experience. Another way is to combine other work with your professional experience and change the heading to “Professional and Work Experience.”
Teaching Experience

· List courses you have taught, co-taught, or assisted as a teaching assistant. These may have been paid or unpaid positions or ones where you received a small stipend.
· As with your professional experience, be sure to include the month and year for the beginning and end dates of the position, the full name of the organization, the city and state where it is located, your job title, and the department name.
· Use bulleted sentences to describe your duties. If you wish to include the name of the faculty member or instructor you supported there, you should do so with your title. For teaching and research experiences, a good place to name the faculty member, instructor, or supervisor you assisted is right after your title.

THE CHICAGO SCHOOL of Professional Psychology, Chicago, IL
2008

Research Assistant – Place Faculty’s Name Here
Research Experience

This section has several purposes. It is used to list your own academic research such as your dissertation as well as a senior or master’s thesis. It is also a place to include paid and unpaid research positions with faculty or organizations outside your academic institutions. Research interests may be listed here. Additionally, if you have one publication and/or conference presentation you can include these experiences in this section instead of listing it separately under Conference Presentations.

· When referencing your dissertation, note that it is “in preparation” if you have not completed it. Include a brief paragraph describing the project if you desire.

· Research positions are like any other job listing and should therefore include the month and year for the beginning and end dates of the position, the full name of the organization, the city and state where it is located, your job title, and the department name.

· Similar to the section for teaching, your first bullet is a place to name the faculty member instructor or supervisor you assisted with research, if you wish to include this.

Leadership and Community Service Experience
When you consider what to include in this section, think about the knowledge, skills and abilities you gained that supplement your professional experience. This section is also valuable to communicate that you have leadership ability and are a well-rounded candidate with a variety of interests.

Prepare entries just as you would for your professional experience by including the month and year for

beginning and end dates of the position, the full name of the organization, the city and state where it is located, your job title even if it is as simple as Volunteer, and the department name, if known.

As before, use a bulleted format to create a descriptive list of your activities that leads with strong action verbs.
Honors and Awards
In this section, you may list competitive scholarships, fellowships and awards, academic honors (such as

Magna Cum Laude, Dean’s List, or Psi Chi), and teaching or research awards. You may also include these in the Education section under the appropriate institution if you have only one or two entries. 
Publications

This is a section in which a recent graduate may or may not have an entry. Understanding this, if you have been published, create bibliographic citations in APA style for articles, pamphlets, chapters in books, or research reports you have authored or co-authored.

Conference Presentations

List conference poster sessions and paper presentations in which you participated in APA style. Put your

entries in reverse chronological order. 

Conferences and Workshops

This section is helpful for new professionals who have not acquired a great deal of professional experience to demonstrate some exposure to the field of psychology by listing professional gatherings they have attended. However, choose your entries carefully and limit them in number to no more than five. As your experience expands, this section may become unnecessary.
· As with other listings, put your entries in chronological order and start with the month and year. Then include the name of the conference(s) attended, the host organization, and city and state where the event was located.
· Another use for this section is to list specialized training you have completed in your field. In addition to basic information you may find it useful to include a descriptive sentence about the training.

Professional Activities

The Professional Activities section is similar to Leadership and Community Service as it too includes volunteer experiences. This section, however, is for work with professional organizations in your field such as APA or IPA through board positions, committees, projects or other types of service. Entries in this section should include the same key information and format used in other sections of your CV.

Professional Affiliations
This is a compilation of your professional memberships. Include the name of the Association, your role and the year(s) of involvement.
Technology Skills

This section can include software skills such as a working knowledge of SPSS or the Microsoft Excel, Word, Power Point and more. Be specific and be exhaustive as you are able.

Language Skills

You can use this section to highlight language(s) and fluency. For example, indicate whether you are fluent, conversational, or have a basic knowledge of a particular language or languages. Include if your skill level extends to reading, writing, or speaking.

References

3 – 5 professional and academic references are usually included as part of the CV.at later stages of a job search process, and are not supplied with initial

Obtain permission from each reference in advance and share with them the types of positions you are applying for. Feel free to offer suggestions on how your previous experience  
relates to the future position. Place a follow up call to thank them and politely inquire if they were contacted and, if so, how the conversation went.

References may include faculty, internship/practicum/employment supervisors. Each listing should include the person’s name, title, and relevant credentials/licenses, the employer, its address, phone number and e-mail address.
Pitfalls in CV Development

Creating a stellar CV is a delicate balance between what must be done and what must be avoided.The list below was compiled from feedback of hiring managers, faculty, and graduates.

We recommend that you do NOT:
· Include personal names of any clients with whom you worked
· Use immediate family members or friends as references
· Name the document something other than your first and last name ie: ‘resume2008.doc’ versus ‘toddjonesresume.doc’
· Use patterned or colored paper other than perhaps a muted ivory or very light gray
· Use clip art, borders, or other complicated graphics
· Change the style of headings, layout, or fonts within the vitae itself
· Finish a descriptive paragraph with “etc”
· Squeeze information into a certain page limit. There are no CV page limits, so use the space necessary to aptly describe your experiences in a comfortable manner

· Make your CV longer than it needs to be by including large spaces, large fonts, or irrelevant information
· Add personal information such as marital status, birth date, or children’s names
The Office of Career Services is available to help you with your resume or curriculum vitae. 

Contact Career Services at (312) 467-2309 or careerservices@thechicagoschool.edu to review your CV or resume or to schedule an appointment. 


