
7/24/2017

1

Writing an Effective CV

About Us
Cindi Benson, MBAProgram Strategist, Business DevelopmentAAFP

Catherine ThaxterSenior Manager, Family Medicine TeamCompHealth Locum Tenens

Learning Objectives
Understand the importance of a well-written CV
 CV dos and don’ts
 Sample CVs
 The importance of a cover letter
 References
 AAFP CareerLink

Before You Apply

Clean up your online presence
Reach out to your references   

Prepare your CV Organize your information

1 2 3 4
Items to Include in Your CV

• Full legal name and contact information 
• Education and work history 
• Licenses and certifications
• Professional memberships and associations
• Awards and honors
• Name header and page number on subsequent pages
• Extracurricular activities and interests (optional)
• Publications (optional)
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Items to Omit
• Fan clubs or hobbies
• Religious affiliation
• Social Security number
• Birth date
• License and DEA numbers (upon request)
• Photographs
• Abbreviations

Formatting Tips
• Leave plenty of white space; keep it clean
• Use a simple and professional font
• Use month and year format on all of your education and experience
• Keep a consistent format throughout
• Save as a .pdf
• Proofread, proofread, proofread

Sample CVs

Let’s Get Started
Contact Information

• Name
• Specialty
• Mailing address
• Phone number
• Professional email address
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Education

• Reverse chronological order
• Month/year format
• Locations

Licenses and Certifications

• Board Certification
• Professional certifications

o BCLS, ACLS, etc.
• Licenses
• DEA

Work Experience

• Reverse chronological order
• Month/year format
• Volunteer work related to medicine

Accomplishments

• Presentations
• Publications
• Poster Projects
• Research

Potential Red Flags
• An outdated CV
• Gaps in education and work history
• Graduating off track
• Switching programs 
• Spelling and grammar errors

Refreshing Your CV
• Account for every relevant position
• Be aware of gaps in employment and be prepared to explain them
• Keep your references current
• Keep it as short as possible
• Update social media channels
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References

Cover Letter
• Individualize the cover letter for each position
• Address to a specific person, not a title
• Include power phrases
• Include references to personality or behavioral traits crucial to success in your field

What should you do next?

AAFP CareerLink
• Find a job with CareerLink
• Post a blind CV
• Create personal alerts
• Create job seeker accounts

AAFP Career Planning Resources
• Writing a CV
• Salary negotiation
• Employment contracts
• Compensation models
• Additional career resources
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Sign up for a CV consultation or a mock interview at AAFP CareerLink: 

Booth # 1443
Q&A

Let your voice be heard!
Evaluate workshops on the NC app

Stay Connected 
www.facebook.com/fmignetwork
@aafp_fmig

Use #AAFPNC


