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PERFORMANCE 
This section represents 40% of the Promotion Benchmarks and should take up a proportionate section of your CV Coversheet. Provide 
a brief snapshot with general duties in your current position. Senior officers or those who have transferred OPDIVs should list major 
accomplishments. List outside duties that are impactful and avoid recording less meaningful duties. The promotion board will review 
the officer’s ROS and PIR so there is no need to duplicate that information unless it is impactful and job-related. Focus on current 
position but may include impacts from previous positions if warranted. Senior officers may show earlier work to show progression, 
increasing responsibility and impact. Include dates. 

 

 This section should answer the questions: Who are you?  What do you do? 

 Focus on duties and accomplishments in your current position (5 years for junior officers, 8-10 for senior officers). 

 Career accomplishments should be highlighted in this section (i.e. Achievement Medals and above). Senior officers should include 
larger career accomplishments beyond your current accomplishments. List high level awards that are tied to job/OPDIV performance 
or that meet/exceed the benchmarks. Provide impact and year awarded. List if needed (MSM-1, OSM-2…): award title (from whom 
i.e. PHS, Army, Division, Institute, and Agency [including non-DHHS agencies], and professional organization awards [APhA], and 
recognition such as letters of commendation), short description if applicable. Highlight award accomplishments that have been 
submitted on your behalf but do not list awards that do not appear on your PIR. List the accomplishments and impacts for awards 
that have been submitted, but NOT approved. Officers should verify that NON-PHS awards cross into their eOPF/PIR. 

 List major publications and presentations. Consider listing to save space (e.g., National -3, state -5). 

 List impact of significant Collateral Duties (i.e., duties assigned that are NOT part of your job description). 
 
EDUCATION, TRAINING, and PROFESSIONAL DEVELOPMENT  
This section represents 20% of the Benchmarks. An advanced degree is any degree acquired beyond your entry level degree. Only list 
extra degrees/certifications that are impactful to current job or will be impactful for the direction of your career. Do NOT list items that 
fail to support your career track. Your advanced degree must be USEFUL to your given duty. Do not list BLS certification. 
 

 This section should answer the question: How do your certifications/advanced degrees contribute to your job or future career? 

 List advanced degrees (include PharmD degree, even if it is your qualifying degree), certifications (including BCPS, ACLS, PALS, etc.), 
or trainings. Provide a brief description explaining how your performance has been enhanced or how your agency is improved due to 
this degree or training. Include dates. Do not include items that are required for Basic Readiness. 

 
CAREER PROGRESSION and POTENTIAL 
This section represents 25% of the Benchmarks and should read as a timeline of your career. List all dates, position titles, and billets 
held. If space is an issue, highlight major billet and mobility changes. DO NOT list Regular Corps. 
 

 This section should answer the question: How are you demonstrating professional growth through increasing responsibilities? 

 List assignment, billet, agency, city, state. Include dates. 

 Highlight any deployments or TDYs. Highlight isolated or hard to fill area positions. Include dates. 

 List Collateral Duties. Ensure that these are mentioned in your ROS. 
 

PROFESSIONAL CONTRIBUTIONS and SERVICES to the PHS COMMISSIONED CORPS 
This section represents 15% of the Benchmarks. The Readiness Section has been removed since all officers must be Basic Ready to be 
considered for promotion. Continue to list significant membership to deployment teams and pertinent roles. 
 

 This section should answer the question: What are you doing to improve the Corps?  

 List meaningful involvement (PharmPAC/JOAG/professional organizations). Include dates.  

 List PHS service awards (i.e.  SAA, ISOHAR, etc.) 

 List readiness level if significant (e.g., APFT if Excellent level, PACE awards, FMRB, Deployment Team membership) 

 DO NOT list OBC/BOTC or training ribbon as these are requirements of all officers. May list Officer Mid-Level Course (OMC). 
 
NOTE: Be brief and concise.  One page maximum. Use font size no smaller than 10 point (Arial, Calibri, Times New Roman or any font 
that is easy to read electronically). Limit margins to 0.5 inch. Use bolding to highlight significant achievements. Finally, corroborate your 
claims with documents uploaded in your eOPF (e.g., Volunteer – thank you letter, Additional duties – memo from supervisor). Import 
CPE Monitor Sheet for CE summary for pharmacy CE. Use attached template for any non-pharmacy or non-CPE reported CE. 

https://dcp.psc.gov/ccmis/PDF_docs/2017%20PHARMACY%20Benchmarks.pdf
https://nabp.pharmacy/cpe-monitor-service/
https://dcp.psc.gov/osg/pharmacy/sc_career_guidance.aspx
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CURRICULUM VITAE 
PHS #             Rank & Name        Date of CV 

 
Agency Work Address 

Phone # 
  
Education: 
Residency/Board Certification/etc. 
Program: Date achieved 
Degree(s) 
University/college. City, State. : Date achieved  
{List all college degrees and extensive training} 
  

Experience: 
Agency  
Duty site 
Dates assigned 
Staff/Chief Pharmacist (position title) (billet) describe position. 

• Other duties involved. 
Collateral duties (minimum of 2 for O-4 and above) collateral description. 
• Highlight your achievements/outcomes, leadership attributes, and mission contributions. 
• Clearly indicate the level of responsibility of each position. 
• Include permanent assignments and any assignment in an acting capacity where personnel orders were issued or the assignment 

lasted more than 90 days. 
{List each job in reverse chronological order – most recent first} 
  

Readiness:  
• Readiness status: (officers can meet this standard by meeting all of the requirements of the “OFRD Basic Level” of readiness that are 

in place for the OFRD program as referenced in the Manual Circular, “PHS Readiness Standards”)  
• Deployment role: (refer to OFRD webpage) 
Significant training: {especially public health initiatives} Years trained 
Deployments: Date(s) deployed 
{Include all activities i.e. DMAT, NPRT, NMRT, and VMAT} 
  

Awards and Honors: 
Award title (from whom i.e. PHS [e.g., OSM, CM, AM, CIT, OUC, UC], Army, Division, Institute, and Agency [including non-DHHS 
agencies], and professional organization awards [APhA], and recognition such as letters of commendation), short description if 
applicable. Year received 
• Include exceptional capability promotion 
• Supporting documents should be in your eOPF  
{List awards in reverse chronological order} 
 

PHS Support Activities: 
 Activity: Years of service 
• i.e. PharmPAC, JOAG, MOLC, membership/support, Mentoring, Aide-de-Camp, Associate Recruiter, short TDYs, etc. 
{Include year of participation and any official position you held} 
 

Professional Memberships and Activities: 
Program/association 
Special duty/committee involvement and accomplishments 
{List active memberships only} 
• May list previous membership(s) to reflect accomplishments or any official position you held 
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Presentations and Publications: 
“Title.” Organization to whom presented. Month, Year. City, state. (Presentation format) 
 Author. Title. Journal. Year; Volume: Page(s). (Publication format) 
• Note poster presentations here as well, after title please include (poster)  

• Early in career, staff presentations may be listed. As career progresses, list presentations to larger audiences i.e. city, state, 
national level 

{List in reverse chronological order} 
  

License: 
State registered.  License # 
  

Certifications and Special Skills: 
Diabetes Educator; passed national exam. 
Mass Vaccinator; attended weekend training. 
BLS, ACLS, PALS, etc. 
Diving, pilot, etc. 
{List anything you feel is pertinent to the Corps} 
{Specify the type of certification or certificate received, i.e. type of training involved} 
• Board certifications are also listed under Education. 

  

Community Service: 
Program: Years of service 
• Type of involvement 
• some activities may require Outside Approval 
{List services that are no more than 5 years old} 

 
Note: 
 The Curriculum Vitae (CV) may be used: a) to apply for positions with the Commissioned Corps, and b) for documentation in your 
electronic official personnel folder (eOPF).  The above recommendations pertain primarily to preparing your CV for use as summary 
documentation in the eOPF. 
  
Those who review your CV will gain some indication of your judgment by what you document or by what you forget or fail to disclose.  
Be informative but concise.  For example, you may wish to indicate that you were an Eagle Scout; however, listing all of your merit 
badges would be excessive. 
  
Any Commissioned Officer that is eligible for a promotion should have an updated CV in their eOPF before the published deadline of 
the promotion year.  It is also recommended to update your CV yearly for your eOPF. 
  
The information in your CV should be in a concise, easy-to-read, in an easy-to-find format.  By following the recommended format 
(above) it will make the job of the reviewing officers easier and lessen the likelihood that they will miss some important, perhaps even 
pivotal, facts about you. 
  
The CV is one of the most important documents for obtaining an overview of your career.  Your CV should summarize items found 
elsewhere in your eOPF and highlight information such as civic and community activities and publications that may not be included in 
the eOPF. 
  
Upload a copy of your CV into your eOPF. If multiple pages, your CV must be numbered sequentially (Page 1 of 5, 6, 7, etc.). The first 
page of your CV will be your CV Cover Sheet.  


