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SUGGESTED PHS VETERINARY OFFICER CURRICULUM VITAE FORMAT

GENERAL INFORMATION


Name with degrees (professional and postdoctoral and board certifications)


PHS ID number


Current mailing address (home or work – your choice)

Current telephone number

Current rank (temporary and permanent)

Current billet title

ACADEMIC TRAINING AND EDUCATION


Undergraduate Education – Degree, Institution, Date, Major


Graduate Education – Degree, Institution, Date, Major, Thesis or dissertation title


Postgraduate Education – Degree, Institution, Date, Major, Thesis or dissertation title

Board Certification – Program and year of certification

PROFESSIONAL EXPERIENCE

NOTE: List all of the positions you have held in the PHS and all appropriate professional experience outside of PHS.  List positions in reverse chronological order from your current position.

Dates, Position title, Agency, Location 

Billet title and rating

Duties and responsibilities: Brevity is stressed and can be facilitated with bullet statements or short sentences.  Describe increases in responsibility including number and type of people supervised [their civil service grade or Corps rank], amount of money you control such as extramural contracts, major accomplishments and impact on public health.  Consider listing significant TDY assignments. 

HONORS AND AWARDS

PHS Awards (medals and citations):
Name of award, Date awarded or recommended

Very brief description of the purpose of the award

Non-PHS Awards:

Name/type of award, Date awarded, Organization

Very brief description of the purpose of the award

(You may include Exceptional Capability Promotions in your list of awards)

PHS SUPPORT ACTIVITIES

List any official PHS activities in which you were a direct participant.  For example, promotion, assimilation, or call-to-active duty boards; revitalization committees; a Surgeon General’s Ad Hoc Committee; Veterinary Professional Advisory Committee, etc.

LICENSURE/REGISTRATION/CERTIFICATION

Profession, State, Date

SHORT-TERM TRAINING OR CONTINUING EDUCATION 

Course name, Date or inclusive dates, Provider

Note:  Include only extensive training that has allowed you to claim an expertise in certain areas, even though you may not have a degree in those areas.  If you have taken up to four professionally related continuing education courses, you may list them here. *Should not include attendance at professional meetings.

PROFESSIONAL ORGANIZATIONS

Organization name, Status (member, associate, chairman, etc.)

Note: List any past assignments (e.g., past president 1987), current assignments (e.g., COA chapter membership committee chairman), or special projects (e.g., organized national convention).

PUBLICATIONS
List all journal publications in reverse chronological order noting the author(s), title, journal, volume number, page, and date published.  
SELECTED PRESENTATIONS/POSTERS/ABSTRACTS

Consider separate subsections for presentations, posters, and abstracts. For presentations, list the title, the occasion, (e.g., conference), city, date, and “invited” if applicable.  You may want to list only “selected” work that highlights career progression and/or five most recent years of career.

FORMAT & STYLE SUGGESTIONS:

*Use 12 pt font size and Arial, Times New Roman or Courier font types for ease of reading.

*Use 1 inch margins on top, bottom and sides.

*BOLDING Do’s and Don’t’s:

-Do use it to highlight section headings to help them stand out.

-Don’t use as narrative text, as this is hard to read on the computer screen.

*BULLET statements are encouraged, but should be coherent. 

* The standard CC format is recommended for exceptional capability promotion to facilitate review of your cv by the multidisciplinary board. This format is slightly different from the one described above. For example, the “PHS support activities” section is placed after the “short-term training or CE” section. 

