STANDARD VITA FORMAT AND GUIDELINES - EXAMPLES

Name







Information Date

Contact Address





Phone

Current Position (Title, Department, University, year of appointment)
Example:  
Associate Professor
Department name
2005-present
Director, Program Name, Department Name, 2006-present


Note:  Adjuncts would also list their full-time employer, i.e., School District 81 and title
Academic Degrees (Year granted- list most recent first, degree, field of specialty, University)

Example:

1968
Ph.D.
Social Science

Gonzaga University
1965
M.A.
Counseling

Oregon State University

1960
B.S.
Counseling

Oklahoma State University
Certification or Licensing 
Year

License




State 

Internships, in-service training, or specialized training

Professional Experience (list most resent first – including elementary and secondary teaching and school support service)

Example:

2000-present

Associate Professor

Gonzaga University

1999-2000

Adjunct Faculty


Gonzaga University

1994-1997

Elementary Teacher, Grade 3
School Name / location

Faculty and Administrative Load (last full year, Summer, Fall, Spring, by semester and sessions)

Example:

Summer 2008



EDPE 311 

Secondary Physical Ed Methods

3 credits

Fall 2008

EDPE 311 

Secondary Physical Ed Methods

3 credits

Spring 2009

EDPE 311 

Secondary Physical Ed Methods

3 credits

Other Collegiate Assignments – Current (last 2-3 years, member/officer, committee, years) 

Example:

Member, Academic Senate, 2004-present

Professional and Academic Associate Memberships – Outside of University (indicate offices held and asterisk those whose meetings you attend)

Example:

President
Washington State Teachers Association*



2006-present

Member

State of Washington…





2004-present

Current Professional Assignments and Activities (non-teaching such as consulting, reviewing, etc.)
Publications – Refereed

Refereed materials are publications reviewed by “expert readers” or referees prior to the publication of the material.  After reading and evaluating the material, the referee informs the publisher/editor if the document should be published or if any changes should be made prior to publication.

Publications – Non Refereed
Submissions for Publication - Recent

Professional Papers Presented (List most recent first)

Other Conference Participation (last 3 years)

Research Interests or Specialties 
Funded Grants, Contracts, and Research

Other Projects or Products

Community Service (include volunteer activities with schools or other organizations)
Past University Committees

VITA 
According to the Gonzaga University, School of Education, Bylaws, Guidelines and Procedures Manual, Section 207.00 there is a specific format that must be followed for Vita. 
Please make sure that your vita is formatted according to the School of Education Bylaws and that citations are in standard APA format.  Vita should be updated yearly.

The vita of all faculty is included in our accreditation reports.  Please follow the instructions for document set-up so we do not have to re-format documents when reports are due.  
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