Your Name date

“YOUR NAME”

“YOUR ADDRESS”

“YOUR PROFESSIONAL PHONE NUMBER”

“YOUR PROFESSIONAL EMAIL”

“YOUR WEBSITE/ WEB PRESENCE”

GOALS

State your career goals. You will likely remove this section as your career matures, but it is a great addition as your start your career.

EDUCATION

BA or BS: School, Year, and Degree Program

You may want to include the title to your senior/ independent research/ thesis. 

Post-Bachelorette Studies: You may or may not want to include this information.
High School: You may or may not want to include this information.
Supplementary:

Special training specific to your professional development

Continuing education or specific training, such as Emergency Medical Technician

Courses:

List courses appropriate for your career goals.

EMPLOYMENT

Research/ Medical/ Pharmaceutical Employment:

You may want to describe your activities in addition to a simple record of employment.

Internship:

You may want to describe your activities in addition to a simple record of employment.

PROFESSIONAL SOCIETIES

List any clubs or professional organizations

SERVICE

Volunteer:

You may want to describe your activities in addition to a simple record if this information helps explain your career goals.

Initiated programs:

You may want to describe your activities in addition to a simple record if this information helps explain your career goals.
Academic service:

For example, this may include club or group leadership. You may want to describe your activities in addition to a simple record if this information helps explain your career goals.
Website creation and maintenance: (active sites include link)

Avoid Facebook. Remember that this is a professional document. Do you really want a potential employer or research peer seeking out your facebook page?

Community outreach:

You may want to describe your activities in addition to a simple record if this information helps explain your career goals.
Panelist:

You may want to describe your activities in addition to a simple record if this information helps explain your career goals.
Editorial Review:
Professional Peer Review: For example, you may have edited papers as part of the tutoring program at FGCU.
AWARDS
You may or may not want to include these sub-headings.

Academic:
Service:
GRANTS

Submitted:

Funded:

Unfunded: You would obviously delete from any CV that you submit, but it is great to keep a record of all of your activity on file for your benefit.

PATENTS

Citation of Patents
SCIENTIFIC SKILLS

List your skills

POPULAR PRESS

Include any citations in the popular press that describe your professional activities. This could certainly include an article in the Eagle News about your professional activity.

PRESENTATIONS & PUBLICATIONS

Presentations:
Citation of presentations

^ = Undergraduate student (this includes yourself)

* = Invited talk

Academic Publications:
Citation of undergraduate and undergraduate theses/ dissertations

Manuscripts in preparation:
Citations of manuscripts in preparation

Published Manuscripts:
Citation of published manuscripts

* = Invited paper

^ = Undergraduate co-authors 
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