
Constructing Your Curriculum Vitae
Latin (literally): “the course of my life”

March 1, 2022
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• Review Components of a Curriculum Vitae

• Update Key Fields in the Student Management System

Constructing Your Curriculum Vitae: Goals & 
Objectives



3

• One inch margins

• Do not worry about length!

• 11 or 12 point font (classic, simple font – this is not the time to be FANCY or CREATIVE)

• Consistency

• Use same font throughout

• Chronology – most recent  most remote

• Present tense vs. past tense

• Grammar, punctuation, and spelling!!!!

• Short sentences; active voice

Formatting
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• Be mindful of your reader

• Easy to navigate chronology 

• Reverse chronology

• Dates on the left

• White space

• Simple, readable fonts (nothing below 11 point)

• Sentence case vs. ALL CAPS (our brains process words by shape)

CVs are scanned first, then read more closely

Formatting



Components of a Curriculum Vitae

5

• Identifying Information
• Education
• Honors and Awards
• Work Experience
• Research
• Publications
• Presentations
• Teaching Experience
• Community Service
• Institutional Service
• Hobbies & Interests
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• Formal Name

• Current Contact Information (only include telephone/email that you check frequently)

• Professional email, i.e., Lebron.James@gmail.com not KingJamesMD@gmail.com

• Email should NOT include md or doctor

• Voicemail greeting should be professional (if you have one)

Identifying Information

mailto:Lebron.James@gmail.com
mailto:KingJamesMD@gmail.com
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• Provide preferred name if other than legal 

name

• Add preferred name in quotation marks or 

paragraphs

• Include former name if used in 

publications/presentations

• Avoid overly casual nicknames

Identifying Information: Preferred Names

John S. Doe or Jack S. Doe or J. Stanley Doe

Vincent “Vinny” Van Gogh

Marie Sklodowska Curie

Joseph Henry "T Bone" Burnett
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• In reverse chronological order

• Medical School (anticipated graduation year)

• Doctoral Degree / Post-Baccalaureate Program / Master’s Degree (if relevant)

• Undergraduate Degree (if you have two degrees, list them separately – i.e, BS, Biology and BA, Economics)

• Honors formatting: 
– “summa cum laude, etc.” not capitalized and always italicized

– Phi Beta Kappa – capitalized and not italicized

– Honors – capitalized, i.e., BA with High Honors

Education
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• Common to have none

• Include undergraduate awards if they are noteworthy (don’t pad)

• Don’t include high school awards unless extraordinary 

– Bronze Medalist in Figure Skating, PyeongChang 2018 Olympics

Honors and Awards
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• Common to have none

• Include full-time work – even if unpaid (i.e., internships, etc.)

• Do not include peer educator positions during medical school

• Provide concise information

• Duration of employment

• Job Title

• Organization

• Key Duties

Work Experience
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• Include full-time 

research experiences in 

this section, i.e.,

– NIH Post-

Baccalaureate IRTA

– PSOM Fellowship

– Burroughs 

Wellcome

Research

• Separate entries for 

separate projects
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• You may have none (that’s OK)

• You may have many (if so, divide into two sections; Publications, Presentations)

• Institutional presentations during medical school should be included (i.e., summer 

research, etc.)

• Include college work if it led to peer-reviewed publication or presentation at a 

conference (even an institutional conference)

• Underline your name (particularly important if you had a name change)

• Include publications that are in press

• Do not include manuscripts that have only been submitted or are in preparation

Publications and Presentations
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Publications and Presentations



Publications and Presentations
• Common to have multiple citations on the same topic (with the 

same title)

• Hierarchy of scholarly work

– Peer-reviewed publications

– Oral presentations
• National

• Regional

• Institutional

– Poster presentations

Be careful NOT to list too many 
scholarly works with the same title. 

Review with career advisor and/or 
research mentor
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• Include anticipated 

teaching 

experiences (2022-

23 academic year)

• Include teaching 

experiences from 

college/other higher 

education

Teaching Experience
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• Institutional Service

• Community Service

• Hobbies and Interests

• Include 3-4 activities/hobbies/interests

• Showcase your personality and explain how you spend your free time

• Include notable accomplishments 

• Don’t include anything you are not prepared to have a conversation about! 

Extracurricular Activities
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• Not all institutions 

are the same –

provide clarifying 

explanations

Institutional Service
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Not all service organizations are the same – provide clarifying information!

Community Service
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By logging into the system regularly, you can:

• Track your volunteer service hours which helps you, the university and the medical 
center. 

• Update your publications/presentations, research activities, and extracurricular 
roles.

Update the Student Management System!
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• Generates a word document CV which can form the basis of the CV you will prepare 
for residency application

• Gives the medical school important information for holistic review

How does SMS respect your privacy?

Student records within the Student Management System are restricted to select faculty 
deans, your career advisor, and residency application staff. 

How SMS Can Help You!



How to use SMS
• Select Student to log-in at https://sms.bsd.uchicago.edu/

• Type in your CNET ID and Password 

• Click on "Generate a CV with Student Portfolio" 

• Click on "Log Service Activities." Click on "New" to add volunteer hours. (Filling in 
the Service Activities section will automatically populate the 
"Leadership/Extracurricular Activities" section). 

• Review all of the rest of tabs for accuracy. Add any relevant information you would 
like to keep track of throughout medical school. Once you have completed all the 
tabs, click on "Generate CV" to create a ready-made CV. 

Note: If you are accessing SMS via an off-campus computer will need to log in to the 
VPN

https://sms.bsd.uchicago.edu/


Questions?


