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Name
Phone  Email address
Website (if you have one and it is for professional reasons) 
Your LinkedIn profile (customized URL) 	Comment by Alaina G. Levine: The CV is usually part of a package that includes the CV itself, a research statement of interest/philosophy, publications list and references. The pubs list can also be in the actually CV, which is usually the case with academia.	Comment by Alaina G. Levine: The organization of the CV – ie what sections go where – will change as you advance in your career and as you apply for different positions that are focused on one area versus another (for example, a teaching job versus a research-intensive position)


RESEARCH EXPERTISE:  
Skills and Qualifications 	Comment by Alaina G. Levine: This serves as a “headline” to communicate your research areas of expertise, as well as subfields and/or scientific-problem solving techniques. It should match the job description as much as possible (if you are applying for a job) so this can be customized so that certain words or phrases are listed first depending on the stated requirements of the employer.

 Public speaking, training, and speechwriting		 Large-scale event design and execution	Comment by Alaina G. Levine: List skills that you have that are also referenced in the job ad or in your discussions with the organization. You can list them like this, or separate them out in terms of  science/technical, Business, Computing, and Language skills

NOTE: for professor positions and even postdocs, often the skills are listed much later in the CV.
 Outstanding written and oral communications 		 Sales and fundraising
 Team building and leadership 			 Conflict resolution		
 Public relations, branding, marketing			 Research and analysis
	 	
Computing Skills: software packages, comp languages, etc that are relevant to your field

Languages: Chinese (near-native fluency), Arabic (native fluency), 
Spanish (proficient in reading and speaking)	Comment by Alaina G. Levine: Note how to qualify your levels of language abilities. Native and Near-Native doesn’t mean you necessarily come from a region where these languages are spoken. Rather it denotes a level of fluency that is equivalent to a native or near-native speaker. You could also qualify your level of proficiency like this: advanced, intermediate, beginning and even go one step further and state your fluency level in terms of speaking, writing and reading

EDUCATION	University Name   Location
Date	 PhD in SUBJECT
 Certificate/Minor in SUBJECT
Dissertation: “Title”	Comment by Alaina G. Levine: If you are applying for a non-academic job, the title of your thesis may not be as important as the subdisciplines that you gained expertise in. So rather than writing out the thesis title, you could write: biophysics, biochemistry, x-ray spectroscopy (note these are keywords)
Advisor: Dr. X Y

Repeat in reverse chronological order all degrees
		
Date	Any special certificates


APPOINTMENTS	 Associate Professor, Department of Physics, The University of X, 2010 – Present.	Comment by Alaina G. Levine: List all of your formal academic appointments, including grad student RAships, TAships, postdoc appointments, and any formal visiting positions	Comment by Alaina G. Levine: Can also write it as “Associate Professor of Physics, The University of Z,…
	 Visiting Professor, Department of Physics and Astronomy, Z Institute, Hamburg, Germany, 2010-11.	Comment by Alaina G. Levine: Give the location of the university/institute if it might not be well known
	 Postdoctoral Researcher, Department of Optics, ABC University, 2008-10.
	 Postdoctoral Fellow, Lawrence Berkeley National Laboratory, 2006-08.
	 Research Assistant, Department of Physics and Astronomy, V State University. Dates.
	 Teaching Assistant, Department of Physics and Astronomy, V State University, dates.
	 NASA Space Grant Intern, Department of Physics, The University of A, dates. 	Comment by Alaina G. Levine: You can also include short term projects, fellowships or internships,.
	 Visiting Professor, Department of Physics and Astronomy, Z Institute, Hamburg, Germany, 2010-11.


RESEARCH 
EXPERIENCE	Title	Comment by Alaina G. Levine: Your Experiences are the jobs, volunteer, and project experiences that give evidence of your skill development and problem-solving. Title of your experience could be Postdoctoral Associate, Research Assistant, Research fellow, etc.
04 – Present	Company, Location
	 Designed 	Comment by Alaina G. Levine: Use this as a template – try to list your micro-problems that you solved on a day-today, week-to-week or month-to-month basis, in terms of Problem, solution, result, and quantify the result as much as possible
	 


11/00 – 6/09	Title
	Company, Location	
 Directed, initiated, and oversaw all aspects of this multi-disciplinary graduate program: advising and career planning, internship and job placement, alumni relations and development, 
CV Template c/o Alaina G. Levine, Quantum Success Solutions, www.alainalevine.comResume Template c/o www.alainalevine.com


TEACHING	Over 4 years as a Teaching Assistant, with experience designing curriculum, developing EXPERIENCE	new teaching tools, grading, overseeing labs, guest lecturing…	Comment by Alaina G. Levine: This can be organized in a number of different ways. You can start with a summary, as seen here
	
Dates	Teaching Assistant, Department of Physics and Astronomy, The University of X	Comment by Alaina G. Levine: And/or you can list out your specific TAing assignments
	 Astronomy 101 (100 students): contributed to curriculum development, and guest lectured.	Comment by Alaina G. Levine: You can add the number of students in the class, which is relevant in academia for 2 kinds of jobs:
A research-based university, where part of your time will be spent teaching
A primarily undergrad institution or a professorial position where your main area of concentration will be teaching, as opposed to research 
 “Advanced Quantum Mechanics”	Comment by Alaina G. Levine: You may need to explain the course name for some courses, to detail what subjects were covered, as it may not be obvious from the title

Dates	Teaching Assistant, Department of Physics, The University of Z
 Physics 100: “Physics for Poets” (non-major course)

AWARDS	 Name of Award, who gave it, year. 	Comment by Alaina G. Levine: Some awards will need to be clarified in terms of their significance, so you can always add a phrase in parentheses after the award such as (awards given to only 2% of the student population every year in recognition of an outstanding chemistry research project)	Comment by Alaina G. Levine: Include fellowships, and other honors. No need to list honors or awards from high school. Also don’t use acronyms unless you have spelled them out earlier in the resume
 Name of Award, who gave it, year.
 Name of Award, who gave it, year.
 Name of Award, who gave it, year.

GRANTS/
EXTERNAL FUNDING	Comment by Alaina G. Levine: For academic jobs, it is important to demonstrate that you have experience raising money. So list here any grants you received, any grants you co-wrote or wrote, the funding agency, what the proposal was for (title), and the amount. You can bold the grants where you were the PI. You can include grants that seem small, like $500 travel grant to attend a conference, or $1000 to organize a symposium on yoru campus. And it is fine if it is cross-isted in the awards section, especially for prestigious opportunities, such as fellowships where you have to propose a project.


SERVICE/	 Co-Chair, Local Organizing Committee, Engineering Computer Based-Systems LEADERSHIP 	Conference, Scottsdale, AZ, May 2013	Comment by Alaina G. Levine: These are just a few examples of items that constitute Service or Leadership  
	 Referee, The Astrophysical Journal, 2009, 2011
	 Member, Membership Committee, American Astronomical Society, 2009 – Present.
	 Co-Founder and Chair, Journal Club, Department of Physics and Astronomy, The University  
of X, 2007 – 09.
	 President, Society of Physics Students, University of Arizona Chapter, 2006 – 07.	Comment by Alaina G. Levine: Can add some specificity for any of these to demonstrate certain skills, such as fundraising, event management, project management, etc.

OUTREACH		Comment by Alaina G. Levine: This can be a separate section from Service or included in it. Here you c \an list your mentoring activities, outreach events, volunteer projects for community outreach (both in STEM and non-STEM discplines), etc.



PROFESSIONAL 	 National Association of Science Writers.
ASSOCIATIONS	 American Association for the Advancement of Science.
	 SPIE – The International Society for Optics and Photonics.

PUBLICATIONS	Either summarize: 5 papers in peer-reviewed journals such as X and Y. Served as First author for paper on A and second author on paper on B.	Comment by Alaina G. Levine: Usually if you are applying for a job outside academia that is NOT a research job, you don’t have to list your specific papers, except if they are exceptional. Got a first author paper in Science? That’s something to list and draw attention to. One of the authors on the paper about the Higgs, even though there are a ton of authors that is something significant to trumpet as well. So instead you can summarize your publication record.
	OR
List your papers:
Author, author, author, YOU, author, Title, Publication, pub info, date	Comment by Alaina G. Levine: Bold your name in the list of authors so I can easily see what author you are

PRESENTATIONS	 Levine A., Smith, J., Feynman, R., “Title”, Organization/Conference, Location, Date.	Comment by Alaina G. Levine: Bold your name so the reader can see where in the list of authors you are.
	 Levine A., “Title”, The University of X, Location, Date (Invited speaker).	Comment by Alaina G. Levine: Bold your name so the reader can see where in the list of authors you are.
	 Levine A., Smith, J., Feynman, R., “Title”, Organization/Conference, Location, Date (Poster).	Comment by Alaina G. Levine: Bold your name so the reader can see where in the list of authors you are.	Comment by Alaina G. Levine: You should qualify what talks were invited talks and which were posters.
	 “The Physics of Star Wars,” Presentation to West Windsor-Plainsboro High School, Princeton Jct, NJ, November 2013.	Comment by Alaina G. Levine: You can include talks that were for non-scientific audiences or fall under “outreach” here, or you can have a separate section devoted to non-technical talks. Either way, it is important to demonstrate that you have experience communicating your scientific expertise to many different audiences.
	
	
SPECIALTY INFO	Comment by Alaina G. Levine: This will depend on your discipline. For astronomers, for example, time spent on observing runs is an important element of your CV, so you would list it here.
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