
JOB AD

State clearly in your cover letter and CV the field in which you received your PhD as well as 
areas of specialization that align with those listed in the ad. You can further demonstrate this 

alignment throughout your materials with examples of courses and 
publications/presentations in these areas. 

If you can demonstrate previous experience providing service to your department or 
university, be sure to include it in your CV. If it was a significant part of your graduate school 

experience, you may want to mention it in your cover letter. 

Research is foregrounded here, indicating the department/university’s research focus

If you have not yet completed all requirements for the PhD, state clearly in your cover letter 
your timeline for doing so. 

List your publications in your CV and make reference to them clearly in your cover letter as 
well. 

Where appropriate, include mention of how a commitment to diversity informs your 
research, teaching, mentoring, etc. 

Teaching is still requirement at both the undergraduate and graduate levels. 

Their commitment to diversity is emphasized in its own paragraph. Be sure to include your 
own experiences and/or commitment to diversity in your materials. Try not to simply pay 

“lipservice” to the topic. 

This application requires many additional documents. Be sure to send everything that is 
requested and refer to these documents in your cover letter. 
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