Health Services Officer PAC CV Summary Sheet Guidelines
CV Summary Sheet 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 Summary Sheet example as a guide for form and content.  Basic format items required: 

1. Font:  Times New Roman 12 pt.  
2. 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 Summary Sheet example. 
3. Single Spaced
4. Headers and Footers: Your rank and name, PHS 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.
5. 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. 
6. Length: Your CV Summary Sheet should not exceed one page. 

CV Summary Sheet Content/Section Title Instructions

1. Career Progression & Potential

1a. List current Agency and Division (or Program) in bold
1b. List Date you have held this position (month/year), Billet Name and Grade (indicate if considered supervisory or managerial), Transformation pillar

1c. List Current Job title 

1d. List the top two major duties associated with your current position in billet format: 
· Major Duty #1

· Major Duty #2

1e. Past USPHS positions. List your past positions using the following numbered format (Bold agency/Program changes,* hardship tours): 

1. MO/YR - MO/YR
Agency/Division or Program

Billet Grade

2. MO/YR - MO/YR
Agency/Division or Program

Billet Grade

3. MO/YR - MO/YR
Agency/Division or Program

Billet Grade
2. Education, Licensure/Credential, Training, and Continuing Education 
2a. Degree(s) Start with your most recent: Earned Degreed
then Programs attended

2b. License: Start with your required/mandatory certification/licensure then list optional/additional certification/licensure. 

2c. Training: List significant trainings you have attended for the past year
2d. Continuing Education: enter total amount of continuing education for the past year 

3. Performance  
3a. PHS Awards (Honor and Service) (Note – awards should be listed by importance: 1.) honor  2.) service, 3.) individual 4.) unit, and then by year (reverse chronological order)
3b. Non-Corps Honor 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 PHS Commissioned Corps (Officership) 
4a. List highlights of collateral duties as well as PHS support and PAC/Advisory Group activities in reverse chronologic order.
5. USPHS and Agency Deployments and Response Team membership 
5a. Response Team membership (Note any leadership roles or if you are in a mission critical position with your agency please state here).
5b. USPHS and Agency Deployments (Note - include those where you deployed in uniform on behalf of USPHS and Agency deployments)
