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The Curriculum Vitae

• Chronicles your academic 
life

– Areas of expertise

– Accomplishments 

– Skillset

• Critical for academic 
advancement

3



CREATING AN EFFECTIVE CV
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Create Your CV

• University of Pittsburgh CV format

• Use Microsoft Word

• Set margins: at least 1.0 inch

• Use one font style and size

• Font: Times New Roman or Arial 

• Font size: at least 11 

• Include “Name, Page #” 

• Avoid stragglers on all subsequent pages
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Basic Formatting Tips

• Content and format are both important

• Keep it simple, readable, succinct

– Avoid long descriptive text 

• Make (and keep) it error-proof

• Information should be easy to find

• Don’t embellish! Don’t pad! Don’t repeat!
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Basic Formatting Tips

• Don’t list dates on the left side

• Use formatting techniques such as indenting, 
uppercase, bold and italics, consistently
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CV Common Mistakes

• Hard to read, hard to follow

• Misleading statements

• Not matched to the job

• Sloppy

8



General Tips

• Look at other CVs or resumes to get 
ideas for yours
– Use someone else’s formatting

• Proof read

– PRINT IT OUT

– HAVE SOMEONE ELSE READ IT

• When emailing it, send it as a pdf file
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Update it 
frequently

Let’s brainstorm effective 
ways to make this 
happen!!!!!
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CREATING AN EFFECTIVE CV
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Add your Content

• Be consistent with heading style 

• Include a blank line in between sections, and 
in between entries within sections

• Avoid numbering sections

• Use bullets (not dashes or paragraphs) to 
describe your experience

• Use tabs, not the space-bar to indent
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Sections of the CV

• Biographical Information
• Education and Training
• Appointments and Positions
• Certification and Licensure
• Memberships
• Honors
• Publications
• Professional Activities

– Teaching
– Research
– Service
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Sections of the CV

• First, let’s do some homework …
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Specific Area of Interest

Research

Clinical care

AdvocacyEducation

Administration
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Specific Area of Interest

• List 2 examples that 
represent “building a 
story” for a specific area 
of interest

• List 2 examples of 
increasing sphere of 
influence over time

• Consider items on your 
own CV

• Can you identify 2 
examples of increasing 
sphere of influence in a 
particular area?
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Professional Activities

• Teaching Activities
• Research Activities
• Service Activities
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Professional Activities:
Teaching Activities
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Professional Activities:
Teaching Activities

PROFESSIONAL ACTIVITIES 
 

Teaching & Curriculum Design: 
 
Fellows 
 

• Fellow didactic lectures: (Multiple 1-2 hour sessions, 8 Fellows) 
- Gave talks on core MFM topics during dedicated fellow education sessions. (2012-

present) 
 

• Fellow curriculum design:  (9 fellows) 
- Re-designed and coordinated the MFM fellow curriculum, incorporating a systems-

based didactic approach for maternal and fetal issues of pregnancy, evening journal club 
and a multidisciplinary monthly patient outcomes conference.  Mentors: Steve Caritis, 
MD and Kristiina Parviainen, MD.  (2012-2014) 

 

• Fellow orientation: (10 hours, 3 Fellows) 
- Created the MFM fellow rotation schedule and lead the clinical orientation for the 

incoming fellows. (2012-2014) 
 
Residents 
 

• Resident Research Mentor: (Multiple sessions, 8 residents) 
- Created an experiential observational research curriculum to mentor Ob/Gyn residents 

interested in outcomes-based and quality improvement topics related to cesarean 
section.  Interests included factors affecting operative time, uterine extension, anemia, 
obesity, and effective cord gas collection. (2012 – present)  

 

• Annual Resident OB Simulation Workshops (2 hours, 25-40 participants) 
 

o Resident Education Diabetes in Pregnancy Workshop: Designed and implemented an 
experiential two-hour workshop to improve resident understand of diabetes care in 
pregnancy including diagnosis, blood sugar monitoring, treatment, and 
antenatal/intrapartum management. (April 2016) 
 

o Resident Education Obstetric Hemorrhage Workshop: Designed and implemented an 
experiential two-hour workshop to enhance resident knowledge and skill related to 
medical and surgical management of obstetric hemorrhage using a combination of 
didactics, small group scenarios, simulation stations and games.  (May 2012 and 
2015)  
 

o Resident Education 4th Degree Vaginal Laceration Workshop: Designed and 
implemented an experiential two-hour workshop to improve resident skills related to 
identification and repair of severe perineal lacerations using a combination of lecture, 
videos, self-assessment worksheets, dry lab models and a beef tongue/turkey tendon 
model. (May 2014) 
 

o Resident Education Malpresentation Workshop: Designed and implemented an 
experiential two-hour workshop to improve resident skills related to management of 
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Professional Activities:
Teaching Activities
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16. Khan F, Mukhtar J, Spagnoletti CL. Infective endocarditis: a rare bug with a complicated presentation. 
Journal of General Internal Medicine. 2010;25(Suppl 3):S521. Poster presentation at the 33rd Annual 

Meeting of the Society of General Internal Medicine, Minneapolis, Minnesota, April 2010. 

17. Childers J, Gordon A, McNeil MA, Conigliaro J, Broyles L, Spagnoletti CL, Kraemer K. Infusing SBIRT into 
faculty teaching: a model of faculty training to acquire SBIRT awareness, knowledge, and skills. Substance 

Abuse. 2011;32(1):48-49. Poster presentation at the National Conference of the Association for Medical 
Education and Research in Substance Abuse, Washington, DC, November 2010. 

18. Childers J, Bost J, Kraemer K, Clauss P, Spagnoletti CL, Gonzaga AM, Arnold RM. Teaching empathic 
behavior change counseling: a motivational interviewing curriculum for residents. Oral presentation at the 

International Conference on Communication in Healthcare, Chicago, Illinois, October 2011. 

19. Fulmer V, Spagnoletti CL, Pletcher J, Croft C, Steele CT, Day H. LGBT Collaborative Case Development 
for Advanced Interviewing Course. Oral presentation at the Association of Standardized patient educators 

Conference, June 2012.  

 

 

PROFESSIONAL ACTIVITIES: ADMINISTRATION 

2006–2010 Director of development of the E-portfolio project, Internal Medicine Residency Program, UPMC and 

University of Pittsburgh. Led a group of 6 faculty and 3 computer programmers. 

2005–present Director of medical interviewing for the Internal Medicine Residency Program, UPMC and University 
of Pittsburgh. Responsibilities include leading a core group of 5 faculty who have expertise in 

doctor-communication skills. 

2009–present Course co-director, “Advanced Medical Interviewing,” School of Medicine, University of Pittsburgh. 
Responsibilities include leading a group of approximately 35 faculty per year in teaching this course. 

2010–present Course co-director, “Teaching to Teach Communication Skills,” Clinician Educator Training 
Program, Institute for Clinical Research Education, University of Pittsburgh. 

2011–present Co-director, Leadership and Discovery (LEAD) Program for Resident Research, Internal Medicine 
Residency Program, UPMC and University of Pittsburgh. 

 

 

PROFESSIONAL ACTIVITIES: TEACHING 

Teaching of Medical Students at the University of Pittsburgh and Affiliated Hospitals 

2003–2004 Small-group facilitator, “Physical Diagnosis,” VA Pittsburgh Healthcare System, 5 first-year medical 

students in 4 sessions per year. 

2004–2006 Preceptor, “Women’s Health,” Primary Care Clinic, VA Pittsburgh Healthcare System, 5 fourth-year 
medical students per year. 

2005–2006 Student teaching attending physician, Adult Inpatient Medicine Clerkship, VA Pittsburgh Healthcare 
System, 12 third-year medical students in 16 sessions per year. 

2005–2006 Ward attending physician, Adult Inpatient Medicine Clerkship, VA Pittsburgh Healthcare System, 2 
third-year medical students per year. 

2005–2006 Ward attending physician, Acting Internship in Internal Medicine, VA Pittsburgh Healthcare System, 
2 fourth-year medical students per year. 

2006–2010 Small-group facilitator, “Introduction to Medical Interviewing,” School of Medicine, 9 first-year 

medical students in 7 sessions per year. 
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Professional Activities:
Teaching Activities
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2005–present Facilitator, “Basic Medical Interviewing,” 2-4 interns in 4-5 sessions per month for 10 months a year. 

2005–present Facilitator, “Advanced Medical Interviewing,” 2-4 residents in 4-5 sessions per month for 2-8 months 
a year. 

2006–present Inpatient ward attending, UPMC Montefiore Hospital, 10-15 residents per year.  

2006–present Preceptor, Intern Ambulatory Rotation, General Internal Medicine Clinic, UPMC Montefiore Hospital, 

2-4 interns in 4 half-day sessions per month for 10 months a year.  

2006–present Preceptor, Women’s Health Rotation, General Internal Medicine Clinic, UPMC Montefiore Hospital, 
1-3 residents in 4 half-day sessions per month for 6-8 months a year.  

2006–present Preceptor, Resident Clinic, UPMC Montefiore Hospital, 6-9 residents in 1 half-day session per week 
for 40 weeks a year. 

2011–present Preceptor, Morning Report, 10-20 residents in 16 sessions per year. 

2011-present Facilitator, Obstetrics-Gynecology Resident Medical Error Disclosure, 7 residents in 1 session per 
year. 

2012 Facilitator, Obstetrics-Gynecology Intern Communication Skills, 8 interns in 1 session per year 

 

Teaching of Fellows at the University of Pittsburgh and Affiliated Hospitals 

2007–2008 Outpatient teaching preceptor, General Internal Medicine Clinician Educator Fellowship Program, 1 

fellow, 1 half-day session per week for 48 weeks a year. 

2008 Guest lecturer, “Innovation and Technology for Teaching and Learning,” Clinician Educator Training 
Program, 4 fellows, 1 half-day session during April 2008. 

2010–present Course co-director and faculty member, “Teaching to Teach Communication Skills,” Clinician 
Educator Training Program, 8 fellows in 16 sessions per year. 

 

Faculty Development and Journal Club Presentations at the University of Pittsburgh 

2005 Presenter, Medical Education Journal Club. Topic: “Effect of a Physical Examination Teaching 

Program on the Behavior of Medical Residents,” October 2005. 

2009 Presenter, Medical Education Journal Club. Topic: “Online Posting of Unprofessional Content by 

Medical Students,” October 2009. 

2010 Facilitator, Faculty Development in Brief Intervention and Motivational Interviewing, April 2010. 

2012 Faculty trainer, Medical Interviewing Course, UPSOM, August 2012.  

2005–present Presenter, General Internal Medicine Journal Club. Topics: “Ciprofloxacin or Tamsulosin in Men 
with Chronic Prostatitis/Chronic Pelvic Pain Syndrome: A Randomized, Double-Blind Trial,” March 

2005; “Management of Depression during Pregnancy and Postpartum,” January 2005; “Surgical 
versus Nonoperative Treatment for Lumbar Disk Herniation: The Spine Outcomes Research Trial 

(SPORT): A Randomized Trial,” January 2007; “Preeclampsia and Risk of Cardiovascular Disease 
and Cancer in Later Life: Systematic Review and Meta-analysis,” November 2007; “The Safety of 

Metoclopramide Use in the First Trimester of Pregnancy,“ June 2009; “Long-Term Treatment with 

Metformin in Patients with Type 2 Diabetes and Risk of Vitamin B12 Deficiency: Randomised 
Placebo Controlled Trial,” June 2010; “Health Literacy and Outcomes among Patients with Heart 

Failure,” April 2011; “New Cervical Cancer Screening Guidelines,” April 2012. 

 

Teaching Products 

2004 Women’s Health Syllabus—Developed an up-to-date compilation of important review articles and 
landmark studies on various topics related to women’s health. The compilation was part of the 
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syllabus for distribution to medical students and residents who rotated through the women’s health 
elective from 2004 to 2008. 

2005–2006 Obstetrical Medicine Curriculum for the Pre-clinic Ambulatory Web Module Program—Developed 

peer-reviewed Web-based modules on the topics of cardiovascular disease in pregnant women, 
endocrine disease in pregnant women, and preconception care and infertility. The modules are 

used to teach internal medicine residents about the care of reproductive-age and pregnant women. 

2005–2007 Basic Communication Skills Curriculum for Internal Medicine Interns—Developed a curriculum for 
interns that consisted of reviewing taped patient encounters during small-group sessions that took 

place over 4 to 5 half-days. The curriculum focused on open-ended interviewing skills, rapport 
building, and agenda setting, and it incorporated didactics, a checklist, and reflective exercises. 

2006–2008 E-portfolio—Helped develop and launch E-portfolio, a tool used for self-assessment and faculty-
assessment of residents. The tool is used to document and evaluate learning experiences, and it 

has been adopted and adapted by other residency and fellowship programs across the UPMC 

system.  

2006–2010 Education Innovation Project for the Internal Medicine Residency—As a member of the Leadership 

Committee and co-chair of the Communication Subcommittee, helped develop a plan for and 
oversaw the development of innovative curricula to improve or enhance internal medicine residency 

education. 

2007–2009 Advanced Communication Skills Curriculum for Second-Year Residents in Internal Medicine—
Developed a curriculum for second-year residents that consisted of reviewing taped patient 

encounters during small-group sessions that took place over 4 or 5 half-days. The curriculum 
focused on informed decision making and medical error disclosure, and it incorporated didactics, a 

checklist, and experiential practice (role-playing). 

2009–2012 Innovative Medical Interviewing Curriculum for Internal Medicine Interns and Residents—Developed 

a longitudinal (3-year) curriculum that combines the basic and advanced communication skills 

curricula described above with Web-based modules, a motivational interviewing component, and a 
health literacy communication component. The curriculum incorporates a review of video and 

audiotaped patient encounters, didactics, role-playing, reflective exercises, and use of simulated 
patients.  

2010–present Teaching to Teach Communication Skills Course for the Clinician Educator Training Program 
(CETP)—Continuing to refine the current curriculum and developed a new segment that uses video 

review to teach communication skills. 

2010–present Advanced Medical Interviewing Course for Second-Year Medical Students—Conceptualized and 
co-wrote several new cases for inclusion in the curriculum, including cases that deal with advanced 

communication skills, such as communicating with the rambling patient, and cases that deal with 
difficult or sensitive topics in the areas of disabilities, cultural awareness, lesbian/gay/bisexual/ 

transgendered health, and adolescent autonomy and privacy. 

2011–present Leadership and Discovery Program for the Internal Medicine Residency—As co-director and leader 
of the medical education research arm of the program, am helping to develop a research skills 

curriculum. 

 

 

PROFESSIONAL ACTIVITIES: ADVISING AND MENTORING 

Advising at the University of Pittsburgh and Affiliated Hospitals 

2005–2006 Advisor, vignette submission of 1 medical student and workshop submissions of 2 residents for the 
Annual Meeting of the Society of General Internal Medicine. 

2006–2007 Advisor, workshop submissions of 1 medical student and 1 fellow for the Annual Meeting of the 
Society of General Internal Medicine. 
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Professional Activities:
Teaching Activities

HOFKOSH, DENA 

Page 12 
 

Duquesne 

University 

2007-2009 Peter Shaw, MD Faculty Mentor Committee Department 

of Pediatrics, 

University of 

Pittsburgh 

Promotion to 

Associate 

Professor 

2008-

Present 

Kishore Vellody, 

MD 

Faculty Mentor Committee Department 

of Pediatrics, 

University of 

Pittsburgh 

Promotion to 

Associate 

Professor; 

Promotion to 

Professor, in 

progress 

2002-2007 Diego-Chaves-

Gnecco, MD, MPH 

Resident Scholarly Project: 

Salud para Ninos  

  

2009-

Present 

Diego Chaves-

Gnecco, MD, MPH 

Faculty Mentor Committee Department 

of Pediatrics 

Promotion to 

Associate 

Professor, in 

progress 

2001-

Present 

Andrew Nowalk, 

MD, PhD 

Professional Development Department 

of Pediatrics 

Chief Resident; 

Residency 

Program 

Director 

 Shaun Mohan, MD Resident Scholarly Project Department 

of Pediatrics 

Publication:  

Embedding 

patient 

simulation in a 

pediatric 

cardiology 

rotation: a 

unique 

opportunity for 

improving 

resident 

education 

 Rhett Lieberman, 

MD, MPH 

Professional Development Department 

of Pediatrics 

National 

Presentations: 

Organized Care 

and Rapid 

Approach to the 

Pediatric Patient: 

A Novel 

Simulation 

Based 
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Director, Seminar Series:  Development of High Risk Infants,     1990-1996 

Neonatology Fellowship, Magee Women’s Hospital, University of Pittsburgh 

 

Supervisor, Neonatology Fellowship Rotation in Neonatal Follow up Clinic,   1990-1999 

Child Development Unit 

 

Seminar Leader, Child Abuse and Neglect Law Clinic, University of    1991-1995 

Pittsburgh, School of Law 

 

Supervisor, Practicum in Developmental Pediatrics,       1992-1995 

Department of psychology, University of Pittsburgh 

 

Course Director, CME Course:  Primary Care of the High Risk Infant,    1994 

Pittsburgh Hilton Towers, Pittsburgh PA 

 

Preceptor, Neurodevelopmental Clinic, The Mercy Hospital of Pittsburgh   1994-1996 

 

In-Service Training – Alliance for Infants and Toddlers,      1994-Present 

Allegheny County Early Intervention 

 

Project Contributor, Ambulatory Pediatric Association (APA)     2002-2004 

Educational Guidelines Revision Project, grant award to the APA by  

Josiah Macy, Jr Foundation (Project Director, Diane Kittredge) 

 

 

Mentoring 

 

Dates Mentee Type Institution Outcome 

1990-1991 Janell Smith-Jones Doctoral Dissertation 

Committee: Direct Evaluation 

of Parenting Behavior/Child 

Outcome Linkages 

Department 

of 

Psychology 

in 

Education, 

University of 

Pittsburgh 

PhD 

1990-1992 Patti Metosky Doctoral Dissertation 

Committee: Organizational 

Patterns in Play Behaviors of 

Toddlers with Different 

Prenatal Experiences 

Department 

of 

Psychology 

in 

Education, 

University of 

Pittsburgh 

PhD 

1990-1994 Christopher Swaigel Doctoral Dissertation Graduate DPh 
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Professional Activities

• Teaching Activities
• Research Activities
• Service Activities
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Research Activities

• Institution and department

• Principal investigator, supervisor or advisor

• Research topic or title

• Short description of project and your role
– Team science
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Professional Activities

• Teaching Activities
• Research Activities
• Service Activities
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Service Activities

• Emphasize relevant experiences

• Consider separating this section 

– University and Medical School

– Community Activities
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Service Activities: Advocacy
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Service Activities: Administrative
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Honors/Awards

• Include brief explanation of the award

– Selection criteria

– Merit based

– Monetary amount

• Examples

– Honor Societies

– Scholarships awarded

– Clinical awards
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Honors/Awards
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Memberships

• Note if membership is elected
– Member (elected) Society of Great Doctors

• Include offices held
– Member, American Medical Association 

(President, 1999-2000)

• Include years of membership

• Can include non-academic organizations here, 
if relevant/appropriate
– Member, Board of Directors, Gates Foundation
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Memberships
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Summary

• Effective CVs are critical for academic 
advancement

• Pay attention to formatting details

• Develop a system to update it regularly

• Build a story and highlight your sphere of 
influence
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Questions?
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