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Learning Objectives

IDENTIFY APPROPRIATE CONTENTS OF A 
CURRICULUM VITAE

DESCRIBE ELEMENTS OF STYLE THAT 
SHOULD BE CONSIDERED WHEN 

COMPILING A CURRICULUM VITAE

DESIGN A CURRICULUM VITAE THAT 
PROFESSIONALLY PRESENTS YOUR 

ACCOMPLISHMENTS
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Branding in Action
What’s your brand?

• Personal Branding
• How you promote yourself
• A strong personal brand can lead to job interviews and 

career advancement

• Components…ie. Self-Packaging
• Performance (Classroom, IPPE, APPE)
• Quality of Work (Projects, Topic Discussions)
• Professionalism (Verbal and written communication)
• Letter of Intent | Resume | CV
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Curriculum Vitae
• Curriculum Vitae (Latin) = “the course of one’s life”

• Often an employer’s FIRST impression of your credentials and 
accomplishments

• There is not a “right” way to do a CV
• However there are some best practices and professional guidelines



American Society of Health-System Pharmacists. Curriculum Vitae (CV) Review Guidance and Rubric. 2018
https://grad.ucla.edu/asis/agep/advcv.pdf 

Clear Complete Concise Consistent Current

Curriculum Vitae
The Basics



Formatting
General Guidelines

• Easy to read font
• Personal choice; make it easy to read
• Standard font used (Times New Roman, Arial, Calibri, etc.)

• Font size is appropriate (10-14)
• 0.5-1” margins
• PROOFREAD, PROOFREAD, PROOFREAD!
• PDF when submitting to retain formatting

Clear

American Society of Health-System Pharmacists. Curriculum Vitae (CV) Review Guidance and Rubric. 2018 



Content
Make sure it is all there

• Use clear title headings
• Information is easy to locate
• Sections are listed in order of importance

• Will change for each individual
• Most important experience(s) highlighted
• Activities or items under each section are in reverse chronological order

• Preceptors/supervisors names are included

• Pre-pharmacy information is NOT included EXCEPT:
• Relevant work experience or healthcare-related service
• Prior degrees
• Unique accomplishments
• Healthcare-related research / publications / posters

American Society of Health-System Pharmacists. Curriculum Vitae (CV) Review Guidance and Rubric. 2018 

Complete



Areas to Cover
Examples

• Clear and distinguishable category headings
• Education
• Work Experience
• Clerkship Rotations
• Presentations & Publications
• Honors & Awards
• Leadership
• Professional Organization Membership
• Professional and Community Service
• Credentials / Licenses / Certifications
• Other special experiences or skills

https://www.ashp.org/Pharmacy-Student/Career-Development/CV-Development/Preparing-Your-Curriculum-Vitae

Should be comprehensive of YOUR 
experiences…adjust section titles 

to suit your needs



Quality over Quantity
Leadership Roles

• Showcase your genuine interests
• Finite amount of time in pharmacy school
• Prioritize activities where your interest is genuine

• Example
• Less meaningful = 5 professional organizations but level of involvement or roles 

are unclear or poorly defined
• More meaningful = 1 professional organizations where you assumed a major 

role or made significant contributions

Dennehy C, Caballero J. Developing Your Curriculum Vitae and Personal Statement. ASHP (submitted for publication) 2019.



Descript & Succinct 
Balancing Act

• Provide concise, descriptive text for each experience
• Range 3-5 bullets
• Highlight unique experiences or higher levels of responsibility
• Information is descriptive but does not overload the reader

• All activities and acronyms should be explained
• Consider the person reviewing your application (RPD, administrator, resident)
• Do not assume that everyone knows what your activities mean 

American Society of Health-System Pharmacists. Curriculum Vitae (CV) Review Guidance and Rubric. 2018 

Concise



Descriptive Text
A How-To-Guide

• Key Elements of Excellent Descriptive Text
• 1. Setting
• 2. Population
• 3. Clinical content
• 4. Clinical competencies & responsibilities
• 5. Teams you worked with 

https://career.ucsf.edu/sites/career.ucsf.edu/files/PDF/UCSFOCPDPreparingAStrongPharmacyResidencyApplication.pdf



Writing Tips
Action Verbs

• Utilizes technical vocabulary and action verbs
• Action Verb List

• Write in past tense (unless it is a current job/responsibility)

• Personal pronouns (I, me, my) are avoided
• Use third person





Questions to Consider
Writing Descriptive Text

• Clinical Rotation
• What was the patient population?
• How many patients did you follow daily?
• What breadth of skills did you perform?

• Administration
• What projects did you work on?
• What was the impact of such projects?

• Operations
• What type of facility or healthcare system?
• What specific activities did you complete?



Projects & Research
Putting it to paper

• Include unpublished research or projects
• Include a brief description of the project, its current state and your role / 

contributions
• List all authors and title of project (bold your name)

• Find forums to present your research or projects
• Local: School of Pharmacy Poster Session
• State: CSHP Seminar – (Annually in October)
• National: ASHP Midyear – Annually in December



Consistency is the Key!

• Style and section formatting is consistent throughout

• Key pieces are easy to find

• Don’t overdo bold, italic, or underline

• Utilize bullets to break up paragraphs

American Society of Health-System Pharmacists. Curriculum Vitae (CV) Review Guidance and Rubric. 2018 

Consistent



Formatting
Tips & Tricks

§ Alignment of text
- Tab alignment

§ Format > Tabs > Tab Stops

- Table
§ Insert table (no borders)

- Microsoft Word Template
§ Search “CV”



Sample CV: P1

Includes undergraduate 
work experience

Includes relevant, non-pharmacy 
Experiences as well
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Sample CV: P4

Undergrad work experience is removed

IPPE experiences have been 
pushed down, and now 

APPEs are first

Using a table format design



Sample CV: PGY1

Changed title headings as 
experiences and needs 

changed

PGY1 work experience 
highlighted

PGY1 rotations on top;
APPE & IPPE fall down 

from page 1



CV Turnoffs
Stay Away!

• Typographical errors

• Reviw, then REVIEW AGIN, then REVIEW AGAIN!

• Unusual fonts
• Unorganized/inconsistent formatting
• Information is difficult to locate
• Long descriptions of positions or rotation descriptions
• Don’t double dip (only list items once)

https://www.accp.com/stunet/cvpearls.aspx#ctl00_pnlPurpose
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APPE Rotation



APPE Rotation
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Keep it Up-To-Date
• Living document

• You will forget! 
• Consider keeping it as a Google Doc
• Update monthly? Quarterly?

• Iterative process and will evolve over time
• Save a copy each year and see your growth over time!

• Flow
• Tailor your CV according to the career/job to which you are applying

• EX. Fellowship = Move research earlier in your CV

American Society of Health-System Pharmacists. Curriculum Vitae (CV) Review Guidance and Rubric. 2018 

Current
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Questions?


