Health Services Officer PAC CV Format Instructions
A current and well-thought out Curriculum Vitae (CV) is a crucial part of every Commissioned Corps officer’s electronic Official Personnel Folder (eOPF). A typical CV may emphasize current professional duties and address specific criteria or selective factors required to perform a job. For a Commissioned Corps officer, the CV should emphasize a career history of increasing professional responsibility and accomplishments that result in significant impact upon program and commissioned corps goals. 

Officers are encouraged to maintain a current CV in their eOPF which reflects present position, experience, and accomplishments. Some officers have found it helpful to update the CV and submit it to their eOPF on a schedule that coincides with the annual Commissioned Officers’ Effectiveness Report (COER). The CV may be used for a variety of purposes, including the review by a promotion board, to apply for positions within the Commissioned Corps, and for documentation within an officer’s personnel folder. When applying for a position, officers are often encouraged to develop a specific CV that addresses the professional duties and specific criteria or selective factors required by the position. 

The Commissioned Corps CV should reflect the officer’s career using the following promotion precepts (see HSO benchmarks): 

• Performance 
• Education, Training, and Professional Development 
• Career Progression and Potential 
• Officership 
• Basic Readiness 
The Health Service Officer Professional Advisory Committee (HSPAC) has developed a “Sample” CV and CV Summary format. These model documents provide a common format for reporting crucial data reviewed in the promotion process. Standardization allows the various boards to quickly locate and review critical elements in an officer’s CV, making it easier to manage the large number of files often under review. Standardization also allows the boards to directly compare specific items, making the process less subjective. You are strongly encouraged to use these tools, which were carefully compiled by the members of the HSPAC. Some general considerations on the content of your CV are described below. We also offer detailed language suggested for use in describing your job and describing what could be included in each of the five precepts.
Additionally, while a strong CV is crucial to a successful promotion cycle, it is only part of the process. A strong CV by itself will not guarantee an officer promotion.
CV Preparation 
Ideally, you should begin preparing your Corps CV at least six months before any due date. This period will allow for reflection, revisions, and feedback. We suggest that you distribute your CV to officers within the HSO Category for their comments regarding clarity of message etc.; including officers within and outside of your PAG. Additionally, take advantage of various HSO programs (such as the HSPAC CV review, HSPAC Coaching on Demand, HSPAC Mentoring Program, and PHPAG peer-to-peer network.
Overarching Factors - Getting Started 
As you put together (or rework) your CV, there are several very important factors that you need to keep in your mind at all times. Failure to observe these concepts could negatively impact your chances for promotion. All are important but probably the first is of the greatest importance.
1. Be concise – We can’t stress this enough. The Promotion Boards have very little review time per candidate (usually only a few minutes) and need to be able to glance over your materials and discern the important details quickly. Learn to cut down verbiage to get your point across effectively; don’t go into excessive detail about every position and skill you have. More will be presented about appropriate documentation for each section later in this document.
2. Consider the overall visual appearance of your CV – Is it easy to read? Is it busy or empty looking? 
3. Concentrate on consistency throughout the document – Do not change the way you present information mid-stream as this will make it difficult for board members to effectively locate things in different sections. 
4. Use action verbs rather than passive verbs at every opportunity – Whenever you are describing your duties, accomplishments and impacts or other characterizations of yourself in the CV, try to use action verbs as these convey an active rather than passive officer. For example, instead of writing, “Was involved in chronic heart disease study,” write, “Investigated risk of factor X leading to chronic heart disease.” 
5. Focus on Impacts in job descriptions – The board wants to see how your activities and accomplishments changed the world for the better. Did you have any definite, quantifiable, positive outcomes to your work? Were people’s lives or health affected in some way? Did you help save lives, prevent sickness, help change policies that saved time, money, or alleviated stress? Did you advance the goals of your agency in any way, etc.? If there is nothing immediate or quantifiable, are there potential positive effects one could reasonably expect from your work? 
CV Format 
All entries should be in reverse chronological order in all sections unless otherwise noted below in Section Title Instructions.  Please use the HSO CV example as a guide for form and content.  Basic format items required: 

1. Font:  Times New Roman 12 pt.  
2. Bullets: Bullets should be used to identify descriptions within a section, i.e. duties and accomplishments under the individual positions in the Professional Experience section.  Examples are provided in the HSO CV format example. 
3. Margins: No less than left and right at 0.75”, top and bottom at 1.0”.  This would permit a balanced presentation, and the use of headers and footers as shown in the HSO CV example. 
4. Single Spaced
5. Headers and Footers:  Each page must have your rank and name, USPHS serial number, category (Health Services), in the upper right hand corner. The date (Month Day, Year) must be listed in the upper left hand corner of each page. The page number should be listed on the center bottom of each page. Initials and Acronyms:  Please spell out any initials or acronyms the first time they are used, followed by the initials or acronym within parentheses.  After the initial disclosure, their use is not restricted. 

CV Content/Section Title Instructions
The body of your CV should begin with your rank and name, degree(s), Category, USPHS Serial Number, duty station address, work email, and work phone number. The body of the CV should contain the following sections: 
1. USPHS CAREER PROGRESSION (table format with the below listed seven columns, adjust column width as needed. List all current and past USPHS active duty assignments (full time, temporary assignments and details) in reverse chronological order) [Note - indicate if billet is classified as supervisory or managerial, if appropriate] Transformation Pillar (incorporated in 2015 benchmarks): 
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(Identify which transformation pillar fits best with your current assignment: 1.Assignment to underserved and vulnerable populations; 2.Assignment is in a hardship location (or difficult-to-recruit position) where there is significant unmet need for qualified professionals; 3.Assignment requires individual to be available for rapid deployment – domestic or international – at the direction of the agency head (as distinguished from deployment for natural disaster or international response) or requires availability to perform duties 24/7, including when on leave; 4. Assignment requires regular engagement with other uniformed services; 5. Assignment does not meet criteria 1-4 but cannot be filled without the Commissioned Corps and will address an important public health need. 
	Date
	Position/Billet Title
	Agency
	Program/Division
	Rank and Temporary Grade
	Billet Level
	Transformation Pillar

	Mo/Day/Year
	
	Spell out Agency Name
	
	
	List billet and whether position was supervisory or non-supervisory. Can also insert non-supervisory (team lead)
	List transformation pillars associated with billets. Billets that occurred before the transformation pillars were implemented should write “N/A”


2. EDUCATION, CREDENTIAL/LICENSURES, TRAINING, AND PROFESSIONAL DEVELOPMENT 
2a. Degree(s)
Start with your most recent:





Earned Degreed


Programs attended

2b. Certification/Credentialing, Licensure 
2bi. Required/Mandatory Certification/Licensure  
2bii. Additional/Optional (i.e., not required by discipline) Certification/Licensure  
2c. Training (past year)
List all training that is not captured under Continuing Education. 
2d. Continuing Education (past year) Each year a detailed listing of courses (Continuing Education Summary) taken during the year should also be submitted as a separate item under Continuing Education in the OPF. Record continuing education as CME (medical) or CE (nonmedical), as appropriate. To save space on the CV you can group together courses with less than 5.0 CEs or CMEs into “General” CE or CME, see example on CV Sample document
3. ACHIEVEMENTS & CONTIBUTIONS TO AGENCY MISSION

3a. USPHS Assignment(s): (List all USPHS full time, temporary assignments, and details. Non-USPHS Assignments can be listed at the end of this section and labeled Non-USPHS Assignments if the officer wishes to include them.)  
Title and Billet Level: ( Indicate if billet is classified as supervisory or managerial.)
Transformation pillar: 
Organization: 
Location:

Date:

EPP nomination granted: (optional to include this title and list if you were granted an EPP nomination for your Agency)
Duties and Responsibilities: (Make sure that level of responsibility is clearly indicated for each position. Billet descriptions are not included in an officer’s OPF. The CV is often the only document in the eOPF that describes an officer’s level of responsibility) 

Impact/Accomplishments: (In bullet format identify major accomplishments associated with billet)
3b. USPHS Awards (Note – awards should be listed by importance: 1.) honor  2.) service, 3.) individual 4.) unit, and then by year (reverse chronological order))

3c. Other Awards (Uniformed Services Awards first, USPHS certificates of appreciation and letters of appreciation, and Agency awards and their letters of appreciation by year)
4. Professional Contributions & Services to the USPHS Commissioned Corps (Officership) (Note – include highlights of collateral duties as well as PHS support and PAC/Advisory Group activities in reverse chronologic order. Do not repeat officership highlights under this section and the Civic Community, and Volunteer Activities Sections)
4a. Membership/Involvement in PAC/Advisory Groups/COA and Other USPHS Activities (list in reverse chronological order, don’t forget to include leadership roles, submit PAC Chair certificates, letters of support or other appropriate recognition from group leadership to your “PHS Support Activities Documents” eOPF Section to indicate active participation)

4b. Collateral Duties/Agency Support Activities (These should be organizational collateral duties related to your various agency assignments. Other support activities should go under membership/involvement in PAC/Advisory Group Activities, Professional Organizations, and other Commissioned Corps Support Activities. List in reverse chronological order) 

4c. USPHS and Agency Deployments (Note - include those where you deployed in uniform on behalf of USPHS and Agency deployments)
4d. USPHS Response Team and Tier (Note any leadership roles or if you are in a mission critical position with your agency please state here. Optional Information to insert: APFT Level. We strongly encourage officers to participate in the APFT but for those officers who choose to participate in the President’s Challenge, you can insert your medal level. Note, on 1 July 2015 the President’s Challenge will be eliminated. You may use the President’s Challenge until 30 June 2015. See http://dcp.psc.gov/CCMIS/PDF_docs/FAQs%20APFT%20Changes%20May%202014.pdf )
4e. USPHS Mentor/Mentee Program and USPHS Recruitment (Corresponding appointment letters and supporting documentation for each activity listed below should be included in your eOPF)
4f. Professional Organizations (USPHS and non-USPHS) (Note – list in reverse chronologic order, don’t forget to include leadership roles)
5. PUBLICATIONS/PRESENTATIONS  

6a. Publications (Include journal articles, books, and internet documents/databases; start on new page, BOLD the last name of the officer in the publications, and number the publications on the left side in reverse chronological order)
6b. Presentations (List major presentations at meetings, conferences and workshops in which you provided major organization support, and other professional activities that reflect leadership, organization, and professional abilities. Follow this format: List Year, Type of Activity [Oral Presentation, Poster, etc.], Title of Presentation, Title of Meeting, Location (if not webinar), and Date)
6. CIVIC, COMMUNITY, AND VOLUNTEER ACTIVITIES (Optional to complete. List current community and civic activities, e.g., Boy or Girl Scout Troop Leader, chairman of a school or church committee, or president of the local chapter of the Sierra Club. Include organization, role, and length of service. Do not repeat officership highlights under this section or the Professional Contributions & Services to the USPHS Commissioned Corps Section)
Items not included in the CV Summary or CV 

Items on the COER available to the Promotion Board: 

COER’s and Attachments:








· Rating Official Assessment (COER Attachment 2)




· Daily Wearing of the Uniform (cross reference COER to CV)



· Past Promotions









· Healthy Lifestyle
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Fellow Commissioned Corps Officers: 
 
Good morning. As explained in my 11 February 2013 Corps‐wide message, the Corps' Five Pillars 
as determined by the Assistant Secretary for Health (ASH) and Department leadership are (in 
brief / paraphrased): 
 


1. Serving the needs of vulnerable or medically underserved populations.  This includes 
both clinical and public health practice; 


2. Serving in hardship locations, hazardous duty, or difficult to recruit positions; 
3. Being available for rapid deployment by your Agency/OpDiv; 
4. Requiring regular engagement with other uniformed services; 
5. Addresses an important public health need but can only be filled with a Commissioned 


Corps officer. 
 
All new calls‐to‐active‐duty continue to be commissioned only into positions that satisfy one or 
more of these pillars.  For promotion year 2014, the Corps has been requested by the ASH to 
incentivize pillar positions through promotion benchmarks.  How will the pillars be incorporated 
into the promotion benchmarks?  Specifically, the 2014 promotion benchmarks will include 
language about the pillars in Promotion Precept III: Career Progression. This Career Progression 
Precept still includes other critical factors such as billet level, mobility, and increasing levels of 
responsibility. The 2014 Reviewing Official Statement (ROS) will contain a section where the 
Agency Liaisons will indicate whether the officer’s position satisfies a pillar.  Toward this end, 
each agency will now assign, where applicable, a pillar to each of its occupied positions.   
 
Not all positions are associated with a pillar.  Officers are not required to occupy a position that 
fits into a pillar; however, promotion benchmarks will reflect an incentive for those officers who 
occupy a position that does satisfy a pillar.   
 
Please see the attached Frequently Asked Questions (FAQ) document. This will help affirm and 
clarify some of the information above.  
 
Commissioned Corps headquarters is working diligently to ensure a smooth transition toward 
the revised 2014 promotion benchmarks.  We encourage you to engage your Agency Liaisons 
and PACs if you have questions regarding the pillars, your position, or the 2014 promotion 
benchmarks.  Thanks again for all your hard work and continued patience with implementation.  
 
With Pride, 
 


 
 
RADM Scott Giberson 
U.S. Assistant Surgeon General 
Director, Commissioned Corps Personnel and Readiness  
Chief Professional Officer, Pharmacy 
 







 


 


DEPARTMENT OF HEALTH AND HUMAN SERVICES U.S. Public Health Service 
 
 


Commissioned Corps Personnel and Readiness 
Office of the Surgeon General 
1101 Wootton Parkway, Plaza Level, Suite 100 
Rockville, MD 20852 
 


 


FAQs: How do the 5 Pillars relate to promotion? 
 


1. What is a pillar?   There are five “pillars” or areas of focus determined by the Assistant 
Secretary for Health:   


1. Serving the needs of vulnerable or medically underserved populations.  This 
includes both clinical and public health practice;  
2. Serving in hardship locations, hazardous duty, or difficult to recruit positions;  
3. Being available for rapid deployment; 
4. Requiring regular engagement with other uniformed services;  
5. Only a Commissioned Corps Officer can fill the position. 
 


These pillars identify the added value of the Corps to Agency and Department leadership. 
In essence, they help justify why the position could be occupied by a Corps officer. 
 


2. How do I find out if my position is associated with a pillar?     All officers called to active 
duty since Jan 2012 were assigned to a position associated with a pillar.  Since June 2013, 
all positions occupied by existing officers were reviewed by your Agency.  Contact your 
Agency Liaison to determine if your position meets pillar criteria. 
 


3. Who identified the pillar assignment for my position?    The Agency to which you are 
assigned is responsible for assigning pillars to your position.  Corps leadership will review 
the assignments when requested by the Agency.   


 
4. What if I disagree with my position’s pillar assignment?  The pillar determination is made 


by your Agency.  Any disagreements in pillar assignment must be addressed to the Agency 
Liaison. 
 


5.  Do all category‐specific positions fit into a pillar?   The great majority of category specific 
positions do fit into a pillar.  However, because there is no way to definitively predict if 
your position satisfies pillar criteria, please contact your Agency liaison to determine if your 
position meets pillar criteria.  
 


6. Does my multidisciplinary position fit into a pillar?   Because there is no way to 
definitively predict if your position satisfies pillar criteria, please contact your Agency 
liaison to determine if your position meets pillar criteria.    
 


7. Must I occupy a position that meets a pillar?    No.  Occupying a pillar is not a requirement 
for Corps officers. 
 
 
 
 
 







 
8. Can I be promoted if my position does not meet one of the pillars?  Yes.  Occupying a 


position that meets one of the pillars is one of several factors within Promotion Precept III: 
Career Progression, and one of many factors overall. Officers are not required to occupy a 
position that fits into a pillar.  Officers in non‐pillar positions may still be promoted and will 
receive scores based on other approved promotion factors and precepts (e.g., 
accomplishments and impacts on Agency mission, position level, COERs, mobility, 
leadership, Corps support).   
 


9. Will I lose any privileges if I am NOT in a position that satisfies a pillar?  No.  Officers in 
non‐pillar positions may still be promoted, receive awards, be deployed, serve on PACs, 
and engage in all Corps activities otherwise available to them. This is NOT a condition of 
service, but rather an incentive to occupy a position that satisfies these focus areas.  
 


10. Which documents available to the Promotion Board will contain pillar information?  The 
plan is for the 2014 Reviewing Official Statement (ROS) form to contain a section for the 
officer’s Agency Liaison to identify whether their position satisfies a pillar.    
 


11. What “weight” for promotion will be assigned to meeting one of the pillars? Occupying a 
position that meets one of the pillars is one of several factors within Precept III: Career 
Progression.  Precept III is 25% of the total numerical score given by the Promotion Board.  
Promotion Boards determine the weight given to each factor within the precept.  Guidance 
to Promotion Boards includes weighing all the factors in all the precepts – the promotion 
package is a total picture of the officer that shouldn’t be limited by just one specific factor 
within one precept.  
 


12. Is any pillar more advantageous or viewed more favorably than another pillar?  No. 
 


13. Can my position be assigned more than one pillar?  Yes.  
 


14.  If my position fits into more than one pillar, does it increase my chances for promotion? 
No.  Promotion Boards will only see whether an officer occupies a position that satisfies a 
pillar, not whether an officer’s position satisfies multiple pillars.  Therefore, a Promotion 
Board will not be able to give increased weight to those officers whose position satisfies 
more than one pillar.  


 





		Pillars & Benchmarks Final

		FAQs Pillar Implementation




