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• CV

• Resume

• Cover letter

• Diversity Statement

• Teaching Statement

• Research Statement

Topics to be covered today



Before writing your job application 

materials, ask yourself…

What positions am I targeting with my CV or Resume?

What organizations or companies do I intend to target? 
What is their culture like? Do we have shared values 
and interests?

What are their needs and how can I add value to this 
company through the position I am applying to?

Read  carefully the job description.

What are the skills, experiences, and strengths (talents) they 
are seeking in the job description that my Resume should 
include?

Adapted from OPA PREP career program



CV ≠ Resumé

Curriculum Vitae (CV)

❑Means: “Course of one’s life”

❑Collection of all your life 

education, work experience, and 

accomplishments.

❑Needed for faculty jobs in 

academia*

❑No page limit

Resumé

❑Summary or set of 

accomplishments relevant to the 

job.

❑Document customized to each 

job application.

❑Needed for non-academic jobs

❑Two-page limit

Adapted from OPA PREP career program



CURRICULUM VITAE



CV vs Resume | General Structure

CV for academic jobs is as long as needed and includes everything you have ever done. 

• Education

• Positions/Research Experience

• Teaching experiences

• Mentoring experience

• Fellowships and grants

• Publications and abstracts

• Professional organizations

• Honors and awards

• Presentations 

• Activities and service



Order of Sections on CV

First few pages of a CV are "prime real-estate," so consider the order:

• Research-focused position: Education, Research Experience, Grant & Fellowships, 

Publications.

• Teaching position: Education, Teaching Experience, Mentoring Experience, 

University Service/Professional Involvement



Example

CV



RESUME



CV vs Resume | General Structure

Resume for non-academic jobs is no more than 2 pages with clean layout and 

highlights work experience and skills.  

• Summary of qualifications with quantified outcomes (also known as, Professional Summary or 

Career Profile)

• Work experience with results

• Education

• Technical and non-technical skills (Professional Skills, Relevant Skills, Skills & Qualifications)

• Awards, honors, volunteer work or memberships (relevant to the job)

• Publications, presentations (if needed)



General Structure

11Add a footer
Adapted from OPA PREP career program



Example resume



Keep in mind…

There is no single format  to write a Resume.

The role of the Resume is getting 
you the interview, not the job.

You get the job at the interview!

Adapted from OPA PREP career program



Always Customize Your 

Resume to Each Job!

“If you market yourself 
to everyone, you will 
end up appealing to no 
one!”

• Kristin A. Sherry,               
YouMap® Profile Creator & Bestselling Author

Adapted from OPA PREP career program



Sections on a Resume    | OPA Resume Writing Guide

Professional Summary

• Carefully read job posting for key 

skills and assess job fit.

• List matching skills. You may use a 

column format.

Avoid burnout skills.

• Customize your list of skills for each 

job application.

Skills & Qualifications

Briefly introduce 
yourself, highlighting 
your qualities. You 

can use any feedback 
you've received from 

colleagues or mentors 
as inspiration.

Share your most 
relevant 

accomplishment 
related to the job 

you're applying for.

Focus on experiences 
and skills directly 

related to the job to 
show how you can 

benefit the employer.

Keep it concise, using 
no more than five 

sentences for clarity.

Adapted from OPA PREP career program



Sections on a Resume    | OPA Resume Writing Guide

Work Experience Demonstrate value and relevant experience.Demonstrate

Two goals: provide context, highlight achievements.Provide

Start with main achievements.Start

Use numbers to quantify impact.Use

Emphasize impact for unquantifiable achievements.

• Examples: created or adapted processes, optimizing, mentoring.
Emphasize

Adapted from OPA PREP career program



How to Write your Summary of Qualifications for a Resume 

(Professional Summary)

• Hypothesis = Creating a Vision

• Experimental design = Execution 

• Organize schedule and reagents = Project Management

• Perform experiments = Achieve Results

• Troubleshooting = Problem Solving

• Collaboration with others in and out of lab = Teamwork and Delegation

• Mentor students = Leadership and Emotional Intelligence (EQ)

• Publish results = Oral and Written Communication

• Manage grant/lab budget = Financial Literacy

• Volunteer in university or larger community = All of the above

Scientific Method = Transferrable Career Skills 

You have what it takes to land a job! 



• Highly motivated individual with strong problem-solving skills. 6 plus years of 

research experience in interdisciplinary field including cancer biosensor 

development, pharmaceutical sciences, biomedical sciences, and 

fluorescence nanotechnology.

• Strong written communication and presentation skills demonstrated by 3 first-

author publications and poster presentations at 5 national and international 

conferences to a multi-disciplinary audience.

• Successfully orchestrated multiple collaborations with cross-functional teams 

and contributed to accomplish project goals resulting in 4 co-author peer-

review publications.

Example Summary of Qualifications for resume  

(Professional Summary) 



Example Summary of Qualifications for resume

(Professional Summary) 

• Innovative Translational Chemical Biologist with 5+ years of experience in 

cell biology, drug delivery, oncology and nanotechnology with strong 

expertise in initiating and executing projects in the field of antisense-based 

therapeutics leading to 3 high impact publications and presentations 

• Goal-oriented team player with project management skills to leverage and 

manage collaborations with key opinion leaders (KOLs) and stakeholders 

leading to 3 collaborative publications and 1 patent 

• Strong business development acumen as demonstrated by ability to write 

grant proposals leading to over $1,500,000 in funding from NIH and NSF to 

develop novel cancer and stem cell therapeutics 



Keystone Resume System: 
Accomplishments (Work Experiences)

Living document
Keep adding to 
it for your entire 
career

Add stories that speak of your 
accomplishments and who you 
are.

Master Document

Adapted from OPA PREP career program



“Great Job” Folder

Keep a folder called 
“great job” 

Save any thank 
you letters, 
emails, or word 
of praise in it.

Schedule time every 3 or 4 months to 
add new material to your Keystone 
Resume.

Adapted from OPA PREP career program



COVER LETTER



Cover letter purpose and tips

Opportunity  to tell your story and convince employer to interview you 

• Be employer-focused

• Be directed towards a specific position or company. 

• Describe examples from your experience that highlight your skills related 

to the role

• Use the job description and the company’s web site or LinkedIn page to 

identify traits and skills the company values

• If no obvious connection to your academic training, be explicit about why 

you are interested in that particular field, organization or job, and what 

value you bring.

• If you do not yet have any experience that is directly related to the 

position, focus on transferable skills that will add value to the role.

• Demonstrate superior communication skills in your writing.

Adapted from MIT Career Advising



Cover letter format

• No longer than one page with a font size between 10-12 points

• Use same font and size you used on your Resume

• Use bullets for main body paragraph lists

• Include your contact information (don’t need address)

• Address it directly to the hiring manager. If you are not sure who to address the letter to, 
write “Dear Hiring Manager” or “Department of Research and Development” or 
“Department of Biomedical Engineering”

• If the role you are applying for has a reference number or code, include it in your letter

Adapted from MIT Career Advising



Cover letter structure and components

Introduction Who you are

What you are applying for

Why you are applying for it

Body 
Paragraph(s)

Why you are interested in working for them specifically

Specific examples that prove your qualifications, experiences, and 
achievements

Closing

Call To Action (e.g. eagerness to discuss further or readiness for 
interview)

Gratitude for opportunity to apply 

Traits and skills you have for the job and that the company values

Type of workplace or team culture you seek

Adapted from MIT Career Advising, Rutgers CES, and OPA PREP Career Program 



DIVERSITY STATEMENT



“A diversity statement is a polished,narrative statement,typically 1–2 pages in

length,that describes one's accomplishments,goals,and process to advance

excellence in diversity, inclusion,equity,and belonging as a teacher and a

researcher in higher education.”

(Derek Bok Center forTeaching and Learning)

Diversity statement purpose

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research



• Statement of values

• Discussion of teaching

• How do you make your class accessible to underprepared students?

• How do you ensure that all students feel welcome and comfortable?

• How do you manage racially charged or sensitive issues in the classroom

• Discussion of research if applicable

• Educational outreach

• Research that contributes to understanding diversity

• Research that improves the lives of marginalized communities

• Discussion of service

• Participation in mentoring, advising, or tutoring underrepresented groups

• Committee service focusing on diversity, equity, inclusion

• Examples of experiences

• Future plans

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research

Diversity statement components



Take an inclusive view of diversity:

• Race and Ethnicity

• Age and Generation

• Gender and Gender Identity

• Sexual Orientation

• Religious and Spiritual Beliefs

• Disability and Ability

• Socioeconomic Status

• Personal Life Experience

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research



What it can but does not need to do:

• Show that you are a diversity expert

• Demonstrate your diversity

• Show you have experience with all types

of diversity

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research

What to avoid:

• Diversity by proxy – borrowing from success of others 

• Personal stories of redemption – talking about experiences outside of 

academia

• The exceptionalist argument – haven’t been in a position to fight 

against exclusionary practices



TEACHING STATEMENT



Portfolio vs. Philosophy vs. Statement
● Teaching Portfolio includes a description and evidence of instructor’s teaching

responsibilities, philosophy, goals and accomplishments as a teacher. It is the CV

of teaching (8-10 pages plus Appendix with evidence documents).

● Teaching Philosophy describes your personal values on teaching, strategies

and objectives. It is part of the Portfolio.

● Teaching Statement combines elements of both: briefly describes experience

and evidence but focuses on philosophy and methods (1-2 pages).

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research



What search committees look for in teaching statements

Goals for student learning:

• What knowledge, skills, and attitudes are important for student success in your discipline?

• What are you preparing students for?

• What are key challenges in the teaching/ learning process?

Enactment of goals (teaching methods):
• What teaching methods do you use?

• How do these methods contribute to your goals for students?

• Why are these methods appropriate for use in your discipline?

Assessment of goals (measuring student learning):

• How do you know your goals for students are being met?

• What sorts of assessment tools do you use (e.g., tests, papers, portfolios, journals), why?

• What are your teaching evaluations from previous courses?

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research



RESEARCH STATEMENT



Purpose of the research statement

1. Present your scholarship in non-specialist terms;

2. Place your research in a broader context, scientifically and societally

3. Lay out a clear road-map for future accomplishments in the new setting (the 
institution to which you're applying).

Research statements can be weakened by:

• overly ambitious proposals

• lack of clear direction

• lack of big-picture focus

• inadequate attention to the needs and facilities of the department or position

Adapted from UCSF and Cornell



Format and content of research statement

• 1-3 pages with section and subsection headings. Use bullets. 

• Avoid too much jargon

• Use ”I” and ”my”

Structure and order

• The main theme(s), why it is important, and what specific skills you use to attack the problem.

• A few specific examples of problems you have already solved with success to build credibility and inform 
people outside your field about what you do.

• A discussion of the future direction of your research for the next 3-5 years. 

• Include several different projects in case one doesn’t work out. 

• Mention possible funding agencies. 

• Point out how current faculty may become future partners.

• A final paragraph that gives a good overall impression of your research. Don’t sell yourself short; if you 
think your research could lead to answers for big important questions, say so!

Adapted from UCSF and Cornell



Resources for application materials for faculty positions 

including examples

• https://career.ucsf.edu/gsp/faculty-samples#Develop-your-research-teaching-and-

diversity-statements

https://career.ucsf.edu/gsp/faculty-samples#Develop-your-research-teaching-and-diversity-statements
https://career.ucsf.edu/gsp/faculty-samples#Develop-your-research-teaching-and-diversity-statements


  

Janet Alder, PhD

Rutgers Biomedical and Health Sciences

Assistant Vice Chancellor for Postdoctoral Affairs, Rutgers Health 

& Assistant Dean, School of Graduate Studies

Phone 732-235-5392

Email janet.alder@rutgers.edu

Itzamarie Chévere-Torres, PhD

Rutgers, University Academic Affairs

Director, Office of Postdoctoral Advancement

Phone 848-445-0242

Email opa@oq.rutgers.edu

tel:732-235-5392
mailto:janet.alder@rutgers.edu
tel:848-445-0242
mailto:opa@oq.rutgers.edu
https://academicaffairs.rutgers.edu/itzamarie-chevere-torres
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