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Cover Letters 

• Not very useful to the hiring manager; CV is 

more important 

• Often not requested if CV is electronically 

submitted 

• If requested, keep the cover letter brief 

• Why you are interested in the company and 

position 

• If you meet qualifications of position 

 



  

First Impressions Count – Page 1 

• Attention to detail is critical 

• No typos, well organized; watch font (not too small or large) 

• Be concise; use bullets >>> text; I won’t read a paragraph more 
than a few sentences long; details get lost 

• Do not embellish or be deceptive 

• Header should include current contact information; name on each page 

• What do you have to offer? State scientific expertise and/or summary 
of qualifications with a small number of bullets (5-7)  

• Education (Degrees and major); Significant honors/awards  

• Company/Title/Dates of employment (reverse chronological order) 

• List each company/institution with each title and dates underneath 
• In bullets, list primary responsibilities and accomplishments 

• More descriptive for recent positions 

• May be more than 1 page 

• Reasons provided for gap(s) in employment? 
 



  

Accomplishments: Specify 

impact/results of your contributions 

• Show me your achievements 

• What is your scientific area of expertise – what 
can you contribute to my company? 

• Show increasing levels of responsibility = a 
pattern of achievement 

• Did you lead a team? Did you actively participate 
on a team? Was the goal met? What happened? 

• Present examples of problem solving – 
individually and/or with a team 

• Did you go above-and-beyond an assigned task? 

• Don’t pad your CV - Substance vs. trivia 
• Hobbies not important 

 



  

What skills do you have? Be Specific 

• Use active verbs to convey hands-on experience 
• e.g. designed, interpreted, presented, conducted, 

solved, prepared, wrote, edited, collaborated, 
contributed 

• Try not to use: familiar with; (working) 
knowledge of; member of, participated in; “vast 
experience in” 

• Include examples of willingness to work 

• If you are coming from industry 
• State experience as study director, study 

monitor, project team member; examples of 
regulatory writing; regulatory meeting 
participation 

 



  

What skills do you have? (continued) 

• Highlight transferable skills (i.e. academia) 

• Technical skills if lab-based position 

• Problem solving - Did you research an issue on your own? 

• Managing multiple activities/goals – prioritizing work load 

• Goals attained via individual or team work – not just lab 
interactions but shared goal with people from many levels of 
hierarchy 

• Primary authorship of papers – data interpretation, writing, 
collaborations 

• Presentation skills – give examples of internal and external 
presentations and who your audience was 

• Managing people that don’t report to you - how do you work in 
a matrix organization 

• Initiation and oversight of studies – role and responsibilities  

• If you don’t state your skills, I will assume you do not have them 

• e.g. Working in a lab does not mean you know how to write a 
protocol or report 

 



  

Professional Development 

• Attendance at annual meetings or local meetings of 
ACT or SOT? 

• Attendance at continuing ed classes at ACT or SOT 

• Pharmaceutical development classes; scientific 
writing; public speaking 

• A long list of classes, seminars, conferences 
attended may not be relevant 
• True interest or easy to sit in a class? Without 

experience or context, classes can have little 
impact on day-to-day work 

• Why were classes selected?  Relevance? Was it 
to fill a gap in skill? Was the class intended for 
those in the job you are interested in?  



  

Conclusion 

• Develop a clear, concise CV summarizing 

expertise, accomplishments, skills 

• Have your CV reviewed by someone who can 

provide positive and negative feedback 

• A hiring manager 

• A technical writer 

• Someone currently working in the 

pharmaceutical industry 

 


