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Creating an Organized CV

Myra H. Wyckoff, M.D.
Co-Chair, Promotion and Tenure Committee

Professor of Pediatrics
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What is a Curriculum Vitae (CV)?

Your CV is a professional self-marketing tool that 
should accurately reflects your professional 

accomplishments
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Your CV Can be Used for Different 
Purposes

• Used internally at UT Southwestern

o Annual performance review

o Institutional 4th year review

o Promotion

• Used externally 

o As an invited speaker

o Competition for awards 

o For job applications
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Create a CV that Shines

•Your CV should showcase your achievements

•Your CV reviewers will always

oCompare you with other candidates

oForm a lasting impression based on the substance as 
well as the presentation of your CV
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The Three CV Mantras
• Keep it simple

oYour CV should allow a reader to 
understand at a glance the scope 
of your professional achievements

• Avoid abbreviations that are specific 
to your field

• Keep it accurate

• Keep the recipient in mind 

oCustomize for each purpose 
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The UT Southwestern 
Standardized P&T CV Template

Use the standardized P&T CV 

template for internal purposes

Delete the highlighted prompts 

before official use 
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Why the UT Southwestern 
CV Template?

• The formulaic template makes it 

easier for reviewers to rapidly 

locate the information they seek 

about you

• Help your reviewers 

    help you!
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Let’s Get Started:
Collect All Your Information

The CV typically includes:

• Name and contact information 

• Education (undergraduate through 

fellowship; in chronological order)

• Licensures, board certification 

• Professional experiences and faculty 

appointments

• Honors, awards, and professional affiliations
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Let’s Get Started: Collect All Your Information

The CV typically includes:

• Institutional and national committee 

service

• Clinical service responsibilities

• Grant Review Activities

• Publications (in chronological order)

• Presentations (international, national, 

regional, local)

• Abstracts submitted to meetings are not 

invited talks
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Document All Teaching Activities

• Direct Teaching

• Curriculum Development

• Mentoring and Advising

• Learner Assessment Activities 
or Tool Development

• Educational Administration and 
Leadership
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Keep It Simple

• Aim for a crisp and professional document

• Use a single type of font (e.g.  Arial,11 points)..

• Judiciously highlight key points 
o Bold, underlining and/or capitalization 

o Indents and/or bullet points
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Small Details Matter

• Errors in CV organization, misrepresentation and inaccuracies 

are major derailers

• Insert page numbers

• Give your CV a recognizable file name (e.g., John Doe, MD CV, 

date)

• Provide complete and unified citation for publications (list all 

authors, bold your name)

• Always proofread and ask someone to review your CV
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Keep It Accurate
Do not Misrepresent Yourself

In the Peer-Reviewed Original Publications section, list only 
publications that can be verified in public databases (e.g. SCOPOS, 

PUBMED)
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Know What Does Not Count as 
a Peer-Reviewed Publication

• Acknowledgements do not 
count as authorship

• Being a contributor in a 
multicenter clinical trial 
does not automatically 
count as authorship

• If you are listed as a 
collaborator but not an 
author, explain your 
contributions
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Keep Your CV Updated!

As your academic career progresses, so should your CV

2000

Assistant Prof.

CV: 3 pages

2008

Associate Prof.

CV: 28 pages

2024

Professor

CV: 58 pages
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Keep Your CV Updated

• Separately maintain a master tracking document that 
you update regularly (I keep this open on my desktop 
daily)
o Preferably in an Excel format, to allow sorting and reordering

o Systematically collect and record relevant achievements as 
they occur

o Ideally, the majority of items in your work calendar should

  be captured

• Keep track of different CV versions with date in title
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It is Your Job to Maintain Your CV

• Your CV is an evolving document. It requires early, continuous 
maintenance

• Do not try to retrospectively document CV activities. You will 
forget!

• CV maintenance is your responsibility
o Do not assign maintenance to an assistant without careful 

supervision
o Remember you will pay for his/her mistakes
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Creating an Effective CV
Summary of Key Points

CV is a “self-marketing tool” that should accurately showcase your 

professional accomplishments. 

It should be polished, error-free and accurate. Small details matter. 

Your CV is an evolving document that requires frequent maintenance. 

CV maintenance is your responsibility. 

Keep it accurate, simple and customize for different purposes. Use the 

P&T template for internal purposes. 
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Additional Information and Resources

1. Creating a Physician CV That Shines: NEJM Career Center, 
August 7, 2018 
https://www.nejmcareercenter.org/article/creating-a-
physician-cv-that-shines/

2. UT Southwestern SUCCESS Program Website 
https://utsouthwestern.edu/about-us/administrative-
offices/faculty-diversity/faculty-development/success.html 

3. UT Southwestern Promotion & Tenure Intranet website 
https://www.utsouthwestern.net/intranet/education/faculty/
electronic-promotion-tenure/

https://www.nejmcareercenter.org/article/creating-a-physician-cv-that-shines/
https://www.nejmcareercenter.org/article/creating-a-physician-cv-that-shines/
https://utsouthwestern.edu/about-us/administrative-offices/faculty-diversity/faculty-development/success.html
https://utsouthwestern.edu/about-us/administrative-offices/faculty-diversity/faculty-development/success.html
https://www.utsouthwestern.net/intranet/education/faculty/electronic-promotion-tenure/
https://www.utsouthwestern.net/intranet/education/faculty/electronic-promotion-tenure/
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Questions? Email me!

Myra H. Wyckoff, M.D.
Co-Chair, P&T Committee

Professor of Pediatrics

Myra.Wyckoff@UTSouthwestern.edu
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