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Basic GuidelinesBasic Guidelines
• Read announcements carefully
• Follow instructions closely
• Taylor materials to each application
• Present a professional package
• Keep a status file for each application
• Follow-up!
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Essential Application MaterialsEssential Application Materials

• Cover Letter
• Curriculum Vitae (CV)
• Teaching and Research Statement
• Reference Letters
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Cover LetterCover Letter
• 1-2 pages maximum
• Be concise
• Acknowledge you know what the position is
• Why you are the best person

– Do your homework!!!  Know the program
– What can you do for them?
– Why this is a wonderful place for you?
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Curriculum Vitae (CV)Curriculum Vitae (CV)

• Not an industry resume
• More is better !
• Organized presentation with subheadings
• Consistent format style
• Proof read
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Curriculum Vitae – Major SectionsCurriculum Vitae – Major Sections
• Name and contact information
• Education (what, where, title, chairperson, date)
• Professional memberships 
• List of teaching & research interests (align if possible)
• Honors and awards
• Positions held
• Publications and presentations (categorize)
• Service (professional, college, dept., community … 

categorize)
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Curriculum Vitae - Many ExamplesCurriculum Vitae - Many Examples
• Ask your advisor for theirs
• Ask new faculty in your department 

Be careful with web-based resources!
• How to write a Curriculum Vitae, when you should 

use a CV, plus curriculum vitae samples, 
examples and templates 
http://jobsearch.about.com/od/curriculumvitae/Curriculum_Vitae.htm
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Teaching and Research StatementTeaching and Research Statement
• A vision  and plan for your future
• What would you like to teach?  What courses would you 

like to develop or change?  Why?
• Briefly, what is your current research?
• What are the very next steps?  What about longer term?
• Where will you get funding?  Where will you publish?  

Precede this with your successes already, if appropriate. 
• 3-5 pages
• Provide this statement whether it is requested or not
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Reference Letters – List of Names 
and Contact Information 

Reference Letters – List of Names 
and Contact Information 

• Obtain permission ahead of time
• Provide letter writers with things you’d like 

them to highlight
• Provide references with your CV 
• Give references a copy of the advertisement(s)
• Follow directions!
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Questions and DiscussionQuestions and Discussion


