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Introduction

Undergrndunte psychology majors
with aspirations toward gmduate school
have a number of preparations to make.
It is well known by now that the top fac-
tors that influence graduate school
admissions are grade point average
(GPA). Graduate Record Examination
(GRE) scores, letters of recommendation
(Keith-Spiegel & Wiedel111an. 2000).
research experience, and autobiographi-
cal statements (Landrum, Jeglum. &
Cashin, 1994). Previous issues of Eye Oil
Psi Chi (accessible at www.psichi.org)
contain valuable guides on many aspects
of the graduate school application
process (Buskisl, 2001; Dirlam, 1998;
Lammers, 2000; Terre, 2002), including
specific articles on the GRE (Matlin &
Kalal, 2001; Norcross. I 997a; Walfish,
2004). writing a personal statement
(Bottoms & Nysse, 1999; Osborne.
1996). the importance of transcripts
(Appleby, 2003), earning strong letters of
recommendation (Arnold & Horrigan.
2003). the odds of graduate admissions
(Landrum. 2004), and application fees
and deadlines (Norcross. 1 997b). Although
some guidance does exist on preparation
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of the cun-iculum vita (Hayes & Hayes,
1989; Pious, 1998), this article focuses
on advice to students in CV preparation
and includes a sample student CV.

What is a curriculum vita (CV)?
Roughly tr"mslated, it means "academic
life?' A CV chronicles yOUf professional,
academic life: it is a comprehensive list-
ing of your accomplishments. The
preparation of a CV differs in important
ways from the preparation of a resume.
For instance, a resume usually provides a
brief synopsis of a person's work history
and a summary of skills and abilities.
Also, a resume is typically limited to one
or two pages. A CV can be a longer doc-
ument without page limitations. The CV
tracks your entire professional and aca-
demic history, including academic
perfonnance, memberships in associa-
tions, professional experiences, research
interests. presentations and publications,
and references. Students and faculty
members alike try to ""grow" their vita-
in other words, the longer the better.
However, students need to be careful not
to pad their vita with irrelevant materials.
Additionally, the vita of a faculty mem-
ber may not be the best model for
students to follow - more on tbis later.
This article includes a sample template
vita that students can follow in the cre-
ation of their own CV.

Many of the suggestions in the prepa-
ration of a CV follow along the same
guidelines for the preparation of a
resume. For instance. your CV should be
clear and concise; presented in an invit-
ing and organized format, it must be
absolutely perfect regarding spelling,
grammar, and punctuation; and it needs
to be tailored to the (ask - in this case, a
graduate school application. Hayes and
Hayes (1989) provided valuable advice
for students in the preparation of a CV.
For instancc, they suggested that you
create your vita now. even if there is not
much on it. When my students do this as
a class assignment, it can become a moti-
vator to work hard to till in the blanks,
and evenlually grow the CV page by
page. Also, you should keep a vita devel-
opment rile which helps to keep track of
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your accomplishments. By keeping a
folder where you store everything, when
it is time to revise your CV, all the docu-
mentation is in one place.

Revise your vita frequently, perhaps
monthly or semi-annually. Personally,
when something good happens to me and
deserves to be put on my CV, I update
my CV that day. It has become a positive
reinforcer to me and is tangible evidence
of an accomplishment. Finally, have your
advisor or mentor review your vita
before sending it anywhere, just as you
would have others review a resume. This
document needs to be as perfect as possi-
ble - it js a representation of you and
your skills, abilities, and achievements.

Sections of the CV
There is no universal format for the

preparation of a CV and everyone has his
or her format preferences. However, sim-
ilar to resumes, there are some sections
of a CV that are fairly common. The sec-
tions of a student CV are recommended
below and demonstrated in Figure I. For
your first draft of your CV, I suggest that
you follow this formaL Faculty CVs are
not the best models to follow for students
in preparing a Cv. Why? Because faculty
members have additional responsibilities
and opportunities for building their aca-
demic credentials compared to students.
For instance. most students would not
need a section on their CV for Textbooks
Written, Book Chapters, Journal
ReviewerlReferee, Program Reviews, or
Grants Received; however, these are all
sections of my vita. I recommend that
students review the vita of other, senior-
level students at their university, review
sample vitae found in other resources
(Landrum & Davis, 2003), or by using
the example presented in Figure I. This
is a more appropriate template for poten-
tial student achievement. Below are brief
descriptions of the major sections of
your CV.

t) Contact Information. Display your
name al the lOp of your CV in large let-
ters. Include your current contact
information: mailing address, email
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Figure 1: A sample student curriculum vita (CV)

address, telephone number, and fax num-
ber, if applicable. Be sure that your
answering machine message is profes-
sional sounding, and that your email
address is not cutesy (notjlirtygirl@hot-
mail. com or holtiedude@ytlhoo.com).
Avoid giving a cell phone number as
your telephone number. If you get a call
from a graduate admissions committee
member, you'll want absolute clarity and
to be in an environment with minimal
distractions.

2) Educational History. Recount your
educational hisLOry here, starting from
the beginning. That is, if you transferred
to your current school, list your schools
in order starting from the first school
attended with dates (if there is a gap in
your education, you'll huve a chance to
explain that in your cover letter). State
the degree you have earned (or are about
to earn): a bachelor of arts or bachelor of
science degree. If you have not yet grad-
uated, make this clear - state that your
graduation date is "expected" or "antici-
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only use the heading "Presentations:' If
you have both presentations and publica-
tions, list them separately under two
categories. A common mistake (one
made even by graduate students applying
for faculty positions) is to "'hide" lack of
achievement in one category by grouping
both of these categories together. Present
your presentations and publications using
APA fonnat. except use single-spacing.
If a presentation or publication is submit-
ted but not yet accepted, say so. Papers
that are "in preparation" or "in progress"
need to be clearly labeled as such-resist
all effort to pad your CV in any area.

~

pared:' Always remember to be fair with
the data and don't claim to have a degree
tbat you have not yet earned. Also, state
your cumulative GPA. If your school
requests it, you might list your GPA in
psychology and your last two years' GPA.

...
3) Professional Experience. Here, YOli
want to list any academic or employment
experiences that are directly reJated to
your graduate school aspirations. If you
were a teaching assistant or research
assistant, list each of those experiences
here. If you had any jobs that are psy-
chology-related, you can list them here.
If you are unsure if you should include a
particular job. consult with a trusted fac-
ulty member. For each experience. list
the supervisor. dates of participation, and
a brief description oftbe job duties per-
formed (these brief descriptions do not
need to be complete sentences).

S) Honors, Awards. and Memberships.
In this section. list any academic honors
and awards you have earned including
Dean's List, scholarships. and other
awards. Also, if you are a member of Psi
Chi. list that here! If you have served in a
leadership role for any campus organiza-
tions, be sure to list that. If you have
joined any regional psychology associations,
list your student memberships here. ~ 42

4) Presentations and Publications.
This is a section where it is particularly
important to be fair with the data. If you
have only conference presentations, lhen



supervises an undergraduate, or a gradu-
ate student, on a research project. one is
teaching. And when one teaches, one
draws heavily upon research to support
conclusions. Research and teaching are

inseparable.

Conclusions
:rhe purpose and mission statements

of Psi Chi, the National Honor Society in
Psychology, lead to two important.
activities: supporting and recognizing
scholarship and advancing the science
of psychoJogy. Ruth Cousins and the
National Council focused on the first
activity and ensured the Society's
financial stability. Kay Wilson and the
National Council developed strong
programs to advance tbe science of psy-
chology, primarily through programs
that provide opportunities and recogni-
tion for undergraduate research. Student
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