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Designing a Resumé


There are many satisfactory ways to design a resumé, and an effective design for Nursing credentials may not be as effective for a Historian’s credentials.  

A CV can include any information you wish to present, as long as it has a heading.  However, personal information such as birth date, social security number, periods of unemployment, spouse, etc. are best not included in a CV.  A typical resumé begins with listing, in sequence, one’s educational degrees, followed by relevant positions held.  With each position held, the responsibilities and accomplishments of that particular job can be described.  This biographical format can become unwieldy and make it difficult for the reader to quickly extract information.  It may also lend itself to redundancy if the same or similar responsibilities/accomplishments appear repeatedly.


Academics usually use a resumé or curriculum vitae that disassembles the classic biographical format into a series of headings.  

Since clarity is the goal, it should be obvious to the reader when, by whom, and where contributions were made.  Some clarity is conferred when information is introduced by headings that are in an expected, generally accepted sequence.  This sequence lists most important items first and progressively less important items later (e.g., grants before publications, teaching before service).  Under each heading the information is listed by year, with the most recent date first (avoiding using months).


When information is presented it should be complete.  Incomplete information may be an oversight or an attempt to misrepresent a contribution.  The reader of a CV should be given enough information in order to properly evaluate and investigate the resumé.

For example:

1. Abbreviations should be avoided – spell it out.

2. Publications listed need a complete citation.

3. Authorships should be clear:  list all authors of presentations, grants, workshops, exhibits, and publications in the correct order.

4. Cite dates of earned degrees, certifications, licenses, etc.
5. For grants the Co-Principal Investigators and Co-Investigators should be listed, along with the amount of money obtained (not the amount requested).

6. Do not lump categories; authoring peer reviewed journal articles and newspaper articles is not the same thing.

Refer to the sample CVs

Curriculum Vitae

David Auberfeld

Department of Geography
Ohio University Eastern Campus

St. Clairsville, Ohio  43950

auberfeld@ohio.edu
Phone number 740-696-2279

Academic Preparation

1980. Ph.D. Anthropology.  University of Iowa, Iowa City, Iowa.

Dissertation Title:  Kiowa Artifacts from Keokuk, Iowa.

1976. M.S. Sociology.  University of Illinois, Urbana-Champaign, Illinois.

1972. B.S. Biology.  Hope College, Holland, Michigan.

Professional Experience


1990 – Present.  Associate Professor, Department of Geography, Ohio University 



Eastern Campus, St. Clairsville, Ohio.

1984 – 1990.  Assistant Professor, Department of Geography, Ohio University 


Eastern Campus, St. Clairsville, Ohio.


1980 – 1984. Instructor, Columbus Community College.  Columbus, Ohio.

Teaching Experience


Lecturer


ANTH 101, General Anthropology, Ohio University Eastern

BIOL 100,  General Biology for non-majors, Columbus Community    College


Teaching Assistant


ANTH 101, General Anthropology, University of Iowa



ANTH 210, Ancient Writing, University of Iowa

Student Research Projects Supervised

1998. Ada Miller – Indian mounds in the area of St. Clairsville, Ohio.

BIOL 382, OUE.
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Research Interests


Ohio Indian Mound Builders.

Professional Affiliations


AAA – Archeological Association of America


BBB – National Biological Honorary

Honors

1979. Outstanding Teaching Award, Arts and Sciences Graduate Students,

University of Iowa.

Grants Awarded – External Review


2000-2003.  National Geographic Society.  The Indian Mound Builders of



S.W. Kansas.  David Auberfeld and Katy Anderson, Co-P.I.s.  $150,000.


1999 – 2000.  Smithsonian Institution.  Study of Ohio Indian Mounds.  David


Auberfeld, P.I.  $56,580.

Grants Awarded – Internal Review

1994. OUE Pool Request.  Storage Cabinets for the Archaeology Collection.

$3500.

Publications – Peer Refereed Journals


2000.  Auberfeld, David.  Use of myth in the education of Pocono Indian children 

(New York).  American Indian Journal 44(1): 121-129.
1999. Lynch, Donald, Harry Samuels, and David Auberfeld.  The oldest tools of

           the Sandpiper Society, S.W. New Mexico.  Ancient Artifact Journal 73(4):

           75-94.

Publications – Internal Agency Reports

1991. Auberfeld, David and Patty Welch.  Advisability of a road cut off

Route 10, Hamlin County, relative to Indian artifact distributions.

Ohio Highway Administration Annual Report, Columbus, Ohio

vol 31: 1-125.  
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Publications – Newsletters

1995. Auberfeld, David, and Raymond Jenner.  Save our wilderness!  Ohio

Wildlife Newsletter no. 49, Fall, 1996.  p.4.  Ohio Department of the Interior,

Columbus, Ohio.  

Publications – Chapters in Books

1991. Auberfeld, David.  Distribution of Ohio Mound Builders.  

Chapter 23.  pp. 329-361.  In:  American Indians East of the 

Mississippi River.  L. Beauregard and R. Prinz, Editors.

Holt, Reinhart, and Cummings, New York.

Creative Displays – Invited Show

1998. Auberfeld, David, and Irene Auberfeld.  Ohio Indian Jewelry.

Columbus Craft and Art Show, December 10-17, Columbus Fairgrounds,
Columbus, Ohio.

Conference Papers

1989. Auberfeld, David, and Ann Reynolds.  Gold smelting by the Kiowa

Indians (Iowa).  American Institute of Geological Sciences Annual Meeting, Dallas, Texas.  Abstracts, p. 44.

University Service

2001, 2000.  Professional Ethics Committee, OUE.  Did not meet.
1999.  Search Committee, Psychology, OUE.  Hired Dr. Bill Marten.
1998. Country Cookout and Freshman Orientation, Fall Quarter, OUE.

1996, 1995, 1994.  Spring Diversity Festival.  Organizer with Dr. Sharon 

Stevens, over Spring Quarter, OUE.

Community Service


1995-  Habitat for Humanity Volunteer, Fall Quarter

Potential headings for a CV where the applicant is seeking employment:

Professional Objectives

Summary of Qualifications

Educational Background

Certifications/Licensure

Professional Memberships

Teaching Experience

Professional Experience

Technical Expertise/Abilities

Publications/Abstracts

Exhibitions

Administrative/Student Services

Achievements/Awards/Honors/Commissions

Community Activities/Service

Reference List

Transcripts
