
 

 



 

 

 Update your CV for your academic job search 

 Have your CV reviewed by others: Make an appointment for a review at Career Services; as well as and seek opinions from 

your advisor(s) and colleagues/friends 

 Make a list of faculty members, advisors, and others from whom you are planning to request a letter of recommendation or 

ask to be a reference 

 Contact your recommendation writers AS SOON AS POSSIBLE (over the summer - or earlier - is best, when they have more 

time to prepare your recommendation letter) and set up a meeting with them to discuss your career plans. This will assist 

them greatly with writing specifically about your relevant strengths and skills in their letter. 

 Review job openings in the Chronicle of Higher Education, on professional association websites and journals, and on other 

relevant locations - discuss them with your advisor 

 Start drafting cover letters for use with your applications; These letters - and all written materials in your applications - can be 

reviewed by career counselors and your advisor/departmental faculty 

 Prepare your Statement of Teaching Philosophy, if requested by an application 

 Prepare a summary Statement of your Research or dissertation - again, if requested by an application 

 Gather application materials together: course syllabi you have designed, teaching evaluations, submitted/published articles, 

conference abstracts, transcripts, etc. 

 If you haven't already done so, join professional associations within your field (if you are not already a student member) 

 Check job postings in The Chronicle of Higher Education and in other professional association websites and journals 

 Ensure all your letters of recommendation are ready, and send thank you notes to your recommenders; Keep them your refer-

ences apprised of your application progress 

 Finalize your CV, cover letters, and other application materials 

 Work with career counselors at Career Services and advisors/faculty in your department to have your application materials 

reviewed 

 Prepare and rehearse your job talk presentation 

 Deliver your job talk or research at departmental colloquia, lab meetings, and regional conferences 

 Keep in close contact with your advisors regarding the positions to which you are applying; they may be able to network on 

your behalf 



 

 

 

 

 

 

 

 

 

 

 

 

 

 


