
FINDING A JOB 

Peter WG Tennant 

• CVs,  

• Application/Cover Letters 

 



ABOUT ME 

NEW JOB (Aug-15): 

• University Academic Fellow (Leeds) 

PREVIOUS (Aug-07 to Mar 15): 

• Research Assistant/Associate (Newcastle) 

Shhh… (Jan-12 to ???) 

• PhD Student (Newcastle) 

 

 

 



RECENT EXPERIENCE 

UAF Posts: 

• 5-year tenure-track MCR positions 

Application consisted of: 

• CV 

• Two-page research plan (cover letter) 

Interview: 

• 20 minutes presentation, with 10 minutes questions 

• 60 minute panel interview 

 

 

  

  

 



 ACADEMIC TOP TRUMPS  
CATCHPHRASES 

‘That deserves cake!’ 

‘Have you heard of the Society 
for Social Medicine?’ 

‘They clearly haven’t a clue what 
they’re talking about’ 

‘That definitely deserves cake!’ 

 

 Peter WG Tennant 

Publications 

H-Index 

Biscuits eaten 

❷❽ 

❶❹ 

❶❶❼❸ 

Meetings missed 
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❷❺ 

Desk tidiness ❸ 

CV 

Academic CVs 

• Quite different to 

‘ordinary’ CVs 

• Yet… Share certain 

important/common rules 

• Content matters… but so 

do the ‘basics’! 



CV BASICS 

Be neat: 

• Use ONE, clear, consistent font style  

• CAPITALISE & BOLD headings, bold for sub-headings 

• Don’t overcrowd with detail, use whitespace wisely  

Be practical: 

• Write your name on each page  (not CV) 

• Use page numbers 

• Don’t staple pages together 

• Get it proof read 



CV BASICS 

Style: 

• Use bullet points / write in statements 

• Use buzz-verbs at the beginning of each statement 

• Eg.  

◦ Analysed association between desk tidiness and 

biscuit consumption 

◦ Organised one-day workshop for SSM ECRs, entitled 

‘Help, I’m trapped in a talk about CVs’ 

 

 



BUZZ-VERBS 

Achieved Administered Advised  Analysed 

Assessed Arranged Budgeted Calculated 

Completed Conducted Controlled Co-ordinated 

Created  Designed Devised  Developed       

Discovered Distributed Evaluated Examined        

Explained Increased Instructed Liaised             

Managed Monitored Negotiated Organised       

Planned  Promoted Recommended Reformed 

Represented Researched Responsible for Resulted 

Selected  Sold  Solved  Supervised      

Taught  Tested  Trained   Welcomed  

 



ACADEMIC CVS 

Things to include 

• Your PhD (with a synopsis) 

• Research interests 

• Methodologies and techniques 

• Publications (and, separately, published abstracts!) 

• Grants 

• Presentations 

• Prizes and awards (include SSM free place!) 

• Teaching experience (especially supervision) 

• Administrative skills 



ACADEMIC CVS 

You never know when you might need your CV: 

• Keep your CV up to date, add abstracts, papers, talks 

etc. as soon as you hear about them.  

• Make it a habit 

◦ Good-news = buy cake + update CV (+ web profile) 

• BUT… 

• When you apply for a job, tailor your CV to THAT job.  

◦ Highlight the skills applicable to that post 

◦ Rejig the order, provide more/less detail etc. 



MY CV 



APPLICATION/COVER LETTER 

Often the FIRST thing that will be read 

• Equally important as CV 

• Frequently neglected 

Key features: 

• Tailored to post 

• Not a repeat of CV 

• Show what you will bring to post, not simply say how 

great you are 



APPLICATION/COVER LETTER 



APPLICATION/COVER LETTER 

Show what you will bring to them! 



APPLICATION/COVER LETTER BASICS 

• Start strong - put your most relevant evidence first 

• Show enthusiasm 

• Focus on achievements, not just duties 

• Use examples -> provide evidence  

◦ E.g. My work has direct relevance to the NHS and 

population as a whole. My research into the 

motivational power of biscuits, for example, led to… 

• Use buzz-verbs 

• DO YOUR RESEARCH! 

 

 



TOP TIP 

Be proactive! 

• Keep your CV up to date (you never know when you 

might need it) 

• Chat to people in your field at conferences – and 

please please please talk to them (or at least email 

them) when opportunities arise before making an 

application! 


