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Standard Application Components 
 
Application dates and requirements vary by program, but typically include: 
 

• Online application 

• CV or resume 

• Academic statement of purpose 

• Transcript(s) 

• Two to three letters of recommendation 

• GRE scores (for some fields) 

• English language proficiency (some international students) 

• Writing sample (select fields) 

• Personal or diversity essay 

• Application fee (ask about fee waivers!) 
 

In this workshop, we will discuss: 
 

• CVs and resumes 

• Reaching out to faculty 

• Academic statement of purpose 

• Personal/diversity statements 

• Letters of recommendation 
 



CVs and Resumes 
 

What are they? 
 

CV 
 

• From the Latin phrase curriculum vitae, or “course of life.” 

• Is a detailed and comprehensive statement of your educational background, teaching, 
and research experience. 

• The standard representation of credentials within academia. 
 

Resume 
 

• From the French word résumé, which translates to “abstract” or “summary.” 

• A resume is a document that summarizes your employment history, skills, and 
education. 

 

When to use them? 
 

CV 
 

• Reaching out to faculty 

• Graduate school applications 

• Internship and research applications 

• Fellowships, scholarships, and grants 

• Certain U.S. Federal government jobs 

• International positions 

• University teaching and research positions 
 

Resume 
 

• General employment 

• Non-academic industry positions 
 

What are the differences? 
Length, content, purpose 
 

CV 
 

• Long 

• Comprehensive 

• Static 



Focus on history of education/accomplishments 

• Contains lots of nouns 

• No page limit- the more experience you have, the longer it will be 

• One version is sufficient 
 

Resume 
 

• Short 

• Selected/focused 

• Customizable 

• Focus on demonstration of skills/abilities 

• Contains lots of “action verbs” 

• Must be concise (ideally 1 page, 2 pages at most) 

• Multiple versions, each tailored for specific positions 
 

Content Overview 
 

CV 
 

• Education: Research/teaching interests 

• Research experience: Projects and internships 

• Teaching experience 

• Volunteer, outreach, and leadership 

• Scholarships, grants, and awards 

• Publications 

• Conference presentations 

• Computer/technical skills 

• Not typically tailored by position 
 

Resume 
 

• Education summary 

• Relevant experience 

• Skills including language, technical, leadership 

• Select grants and awards 

• Select publications and presentations 

• Highly tailored by position 
 

CV: Education 
 

• Undergraduate institution 

• Degree 



• Major and minors 
 

CV: Honors 
 

• Dean’s list 

• Summa, magna, cum laude 

• First, second, third class honors 
 

CV: Research Experience – Tips 
 

• One of the most important parts! 

• Include work from all projects and internships 

• Discuss your role 

• List the supervisor or lead of the project 

• Be specific about the skills that you have gained (do NOT list a skill or technique that you 
were not trained in) 

• Show collaboration, but emphasize independence where appropriate 

• Include products of research (e.g., poster, paper/written work, grant, etc. 

• Remember, it’s never too late to get experience! 

• Ask for opportunities to participate in projects, present work, and/or contribute to 
written work 

• Look for research opportunities in your field of interest 
 

CV: Teaching Experience 
 

• Undergraduate teaching assistant (TA)-ships 

• Guest lectures 

• Tutoring 

• Remember: For each position, include the title, organization, name, city and state, and 
dates position was held. A short description of the position is preferable. 

 

CV: Presentations and Publications 
 

• Poster or oral presentations at symposia/conferences/galleries, etc. 
o Remember to include virtual presentations, too! 

• Senior/honor/master’s thesis projects 

• For peer-reviewed publications 
o Can list “in prep,” “under review,” but be transparent 

 

CV: Awards, Honors, and Grants 
 

• Receipt of competitive scholarships, fellowships, and assistantships 



o Include award name and granting agency 
o May include award amount 

• Scholastic honors, teaching, or research awards 

• Grants 
o Include name of grant, name of granting agency, date received, and title of 

project 
 

CV: Volunteer and Outreach 
 

• Typically only include post-high school activities 

• Emphasize leadership, management roles 

• Use to support other application elements 
 

CV: Optional Sections 
 

• Skills: A summary of relevant strengths or skills 
o Lab/field techniques 
o Field techniques personnel/volunteer management 
o Advanced software skills 
o Language proficiency (if relevant) 
o Do not include Microsoft Office (Word and Excel) 

• Certifications: Relevant certifications and the year received 

• Coursework: Relevant classes for your major, so they don’t have to check your 
transcript 

• Professional society memberships: If you’re a member of a relevant professional 
society 

 

CV: Formatting 
 

• Organize with categories/sections 
o Arrange categories in order of importance (to reader) 
o Reverse chronological order within categories 

• Place the most important information near the top and/or left side of the page 
o In general, place names of the position, title, etc. on the left 
o Place associated dates on the right 

• Use succinct phrases and action words 
o Managed, researched, conducted 

 

CV: Formatting – Quick Tips 
 

• Keep formatting clean and simple 

• Be concise and to the point 

• Be consistent (e.g., Jan. 2022 vs. January 2022) 



• Leave empty space (margins, section spacing, etc.) 

• Font should be readable and professional, 11-13 point 
o Arial, Calibri, Helvetica, Times New Roman 

• Use bold, CAPS, underline, italics for emphasis 

• Include page numbers with your name included 

• Save and send as a PDF 
 

CV: Formatting – Final Tips 
 

• Align your experiences and skills to the position you are applying to 

• Identify your strengths and emphasize them on your CV 

• Focus on clarity – don’t try to take up space (two pages is normal at this stage) 

• Engage in research opportunities if possible! It is good for your CV and will help focus 
your interests 

• Ask others to proofread your CV! 

• Remember to update your CV frequently! 
 

Contacting Faculty 
 

Contacting Faculty – Etiquette: 
 

• Your emails to faculty should serve a specific purpose and should always be 
professional, courteous, and concise. 

• Until you establish a relationship with the faculty member, address them in a formal 
fashion. You may be able to relax this a bit once you get to know one another. 

• Address your recipient by title and last name (e.g., Dear Professor Jones) 

• Remember you are not texting a friend or posting on social media, you are emailing and 
professor and potential advisor. 

• Write in complete sentences, proper grammar, and punctuation. 

• Always avoid using slang, emojis, or memes. 

• Sign your email with a complimentary close such as “Sincerely” or “Best regards” and 
then add your name. 

 

Contacting Faculty – General Guidelines: 
 

• Keep it brief, but substantive – consider using bullet points. If you need to discuss 
something more involved, it is usually better to meet unless the faculty member prefers 
otherwise. 

• Make sure you directly ask for what you want (summer internship with them, to join 
their lab during the school year, an in-person or Zoom meeting, etc.) 

• If a response is required on your part, reply in a timely fashion and be sure to prioritize 
that. 



 

Emailing a Potential PI/Mentor for the First Time:  
 

• When you email a faculty member who you are hoping to work with, either on an 
internship or in graduate school, your ultimate goal should be to set up a time to meet 
with them. 

• You must make a connection between your interests (and experience if you have some) 
and the work that they are doing. 

• Do not copy and paste language from their research website. 

• If you don’t have much experience yet, let them know one of the reasons why you want 
to work with them is so you can get experience in that area so you can possibly do [fill 
in the blank] in the future (this shows that you have a somewhat longer term goal in 
mind) 

• Attach a copy of your CV or resume – if you don’t have much background in the 
research area yet, make sure you list any relevant coursework you are taking or have 
taken (some faculty won’t read your attachment, but best case scenario is that they do) 

• If you do not receive a reply… 
o Please know it is not personal. 
o Send a follow-up email about two weeks later. 
o If you still don’t receive a reply, don’t take it personally and move on to the next 

faculty you are interested in. 

• If they do email you back… 
o Pay attention to their communication style (i.e., how formal are they, how 

quickly do they respond, do they seem to prefer email, phone, or video meetings) 

• Whether or not you receive a reply… 
o You should feel free to reach out to their graduate students. 

 

Academic Statement of Purpose (ASOP) 
 

ASOP: What is it? 
 

• An academically focused essay explaining why graduate school is the next logical step 
for you 

• One of the most important pieces of your graduate school application 

• Your opportunity to address the admissions committee directly 

• Sometimes referred to as a personal statement 

 

ASOP: Length, Format, and Style 
 

• Unless noted one to three pages is typical 

• Use a standard font and font size for easy reading 

• Include your full name and proposed program of study at the top of each page 



ASOP: Why is it important? 
 

• Gives reviewers an understanding of your academic background and interests 

• Helps them determine if you are a good fit for the program 

• Shows them your ability to write 

• Serves as a proxy for an interview 

• Can be the difference between being accepted or not 

• Opportunity to sell yourself 
 

ASOP: Topics to include 
 

• Your reasons for undertaking graduate study 

• Explanation of your academic interests 

• Information on your undergraduate study and any research experiences and how they 
fit with the program you are applying to 

• Skills you have learned from academic, lab, or research experiences 

• Reasons for your interest in attending a specific program at a particular institution 

• Faculty of interest 

• Professional goals 

• Pay Attention! Follow instructions carefully – some programs have specific things they 
want you to address. 

 

ASOP: The Writing Process 
 

• Brainstorm – ask yourself the key questions 

• Create an outline 
o Introduction 

▪ Attention-grabbing hook 
▪ Introduce yourself and your background as related to the program 

o Body 
▪ Your relevant experience and accomplishments related to the field 
▪ Provide some examples 
▪ Professional goals related to the program you are applying to 
▪ Why you are interested in the institution and program 

o Conclusion 
▪ Brief summary of the information presented that emphasizes your 

qualifications and fit for the program 
o First draft and final draft (have plenty of reviewers!) 

 

ASOP: Writing an Effective Statement 
 

• How did you become interested in your field? 



o Describe how research experiences, courses, professors, internships, work 
experiences, community service, things you’ve read, other independent studies, 
or life experiences have stimulated your interest. 

• Why do you want this degree and what are your academic interests? 
o Be specific about discipline and objectives. For example, if psychology, what 

area? 

• What are your research interests? 
o Research is the essence of a PhD.—should be reflected in the statement. 
o Introduce a few topics of interest. You don’t need to make a specific thesis or 

dissertation proposal but should be able to pose one or two questions or 
problems. 

• What attracts you most to the program/institution and why are you a good fit? 
o Interests should parallel those of the faculty in the program you are applying 

to—read their articles, learn about their work, mention their names 
o The better the match, the better the chance of getting admitted 

• Looking ahead, research goals, possible career aspirations 
o End the statement with your ultimate career goals and how the program, 

group/lab could help you achieve these goals 
 

ASOP: Important to Keep in Mind 
 

• Audience: Admission committees are professors in your discipline – no need to define 
basic terminology 

• Statement is tailored for the program and institution 

• Establish your voice: Confident, but not arrogant 
o Straightforward tone – explain how you are prepared for graduate school 

• Be honest – address any important things that happened to you to affect your grades 
o Focus on achievements not failures 
o Be positive and show your perseverance in overcoming obstacles 

 

ASOP: Essential Tips – Reading Between the Lines 
 

• Admissions committee will look for self-motivation, competence, and potential 

• Evaluate rather than narrate – give specific examples and illustrate 

• Show that you know what graduate school is about (advanced work and research) 

• Illustrate what your interests are and why 

• See that you are prepared to be successful in graduate school 

• Details: 
o Keep the language simple, positive, and focused 
o Proofread and pay close attention to details – they matter! 
o Have others read your essay before you submit it 

 



The ASOP:  
 

Should be… 
 

• Well organized 

• Concise 

• Free of grammatical, punctuation, and spelling errors 

• Convincing that you will be successful as a graduate student 

• One to three pages in length 

• Include a last paragraph that mentions the names and work of potential advisors 
 

Should NOT be… 
 

• An undergraduate application 
o Not too focused on extracurriculars, life history, hobbies, general world view 

 

Writing Personal/Diversity Statements 
 

Personal/Diversity Statement:  
 

• What is it? 
o A short (one page) non-academic statement about your personal background 

and potential contributions to the program and/or institution 

• What is its purpose? 
o To provide the admissions committee with a sense of you as a whole person 
o To showcase how your personal background and experiences have influenced 

your decision to pursue a graduate degree 

• Who will read it? 
o Members of the admissions committee 
o Those who evaluate applicants for diversity and other fellowships 

• What information to include 
o Focus on adding new information for the review committee to consider, don’t 

repeat what you have already provided 
o Insight on your potential to contribute to a community of inclusion, belonging, 

and respect where scholars representing diverse backgrounds, perspectives, 
abilities, and experiences can learn and innovate productively and positively 
together 

o Share experiences that provide insights on how your personal, academic, and/or 
professional experiences demonstrate your ability to be both persistent and 
resilient, especially when navigating challenging circumstances 

o Examples of how you engage with others and have facilitated and/or 
participated in productive collaborative endeavors 



o Can be an opportunity to provide context around any perceived gaps or 
weaknesses in your academic record 

 

Letters of Recommendation (LoR) 
 

LoR: Why are they important? 
 

• Are a crucial piece of your graduate school application and they are required 

• Support other areas of your application, give a subjective glimpse of how others see 
you—your qualities, your competencies, and your potential 

• Provides information not found elsewhere in your application 

• Give a constructive comparison between you and other scholars 

• Provides information on your potential as a graduate student and/or researcher 
 

LoR: Influence the quality and type of letter you receive 
 

• How to ask: 
o Request your letter of recommendation in-person or via Zoom 
o Share your goals, career aspirations, and graduate school choices with your 

recommenders 
o Give them several weeks’ notice 
o Waive your right to view the letter – this is a standard practice 

• Who to ask 
o Get recommenders who know you well academically 
o Ask whether they are comfortable giving you a strong letter 
o Faculty are best, can also use other professionals who have supervised your 

academics or research 
 

LoR: Recommender Criteria 
 
Someone who… 

• Is aware of your field of interest and the schools you are applying to 

• Is able to evaluate your performance in your field of interest 

• Is able to discuss your personal characteristics 

• Is able to discuss your capacity to work with others 

• Can discuss your leadership skills 

• Can evaluate your level of professionalism (e.g., punctuality, efficiency, assertiveness) 

• Can discuss your academic skills—not simply experience, but your potential to succeed 
in graduate-level study 

• Evaluates you positively relative to others 
 



LoR: Your recommenders need… 
 

• A list of the institutions, programs, and recommendation deadlines for the schools you 
are applying to 

• Required recommendation forms and information on submission format, your 
transcript, and a list of relevant courses taken 

• CV or resume – make sure your contact information is current 

• Honors and awards if you’ve received any 

• Titles and abstracts of pertinent research papers you have written 

• Related academic and research activities (poster presentations, symposia, internship 
programs, etc.) 

• Talking points that you want them to address 

• Draft copies of admissions essays 
 

LoR: After the letter 
 
Communicate 

• Check to make sure they have submitted their letter 

• Thank them for their consideration in writing the letter on your behalf 

• Let them know the outcome of your graduate school applications – it’s courteous and 
they will want to know 

 

Final Points 
 

• It is important to have an updated CV or resume 

• Reaching out to faculty is an important part of the process 

• Develop connections with programs you are considering – find the “right” people 
o Faculty and graduate students 
o Administrators 
o Diversity officers 
o Student organization leaders 

• You don’t need a master’s degree to enter a Ph.D. program 

• Make a personal timeline for your applications 
o Pay attention to details and deadlines 

• Faculty make admissions decisions 

• Preparedness and academic fit are most important 

• Your academic statement of purpose is different than a personal statement 

• Choose your recommenders wisely 

• There are many components to the graduate school application, give yourself and your 
recommenders enough time 

• Have people in your field and others review your application materials 

• Ask questions! 
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