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Application Materials 
 
The exact materials for any given academic job will vary somewhat, but they all draw from the same 
general pool of potential materials, which are described in more detail below: cover letter, CV, 
teaching statement, research statement, diversity statement, student evaluations, writing sample(s), 
sample syllabus(es), and letters of recommendation (usually three). Sometimes they will ask you to 
combine some of these things—some positions ask for a combined research and teaching statement, 
for example. Others will ask you to provide something along the lines of “demonstrated excellence 
(or effectiveness) in teaching,” which may refer to teaching evaluations, sample syllabus(es), and/or 
your teaching statement. Occasionally, they will include page limits for either the statements or the 
writing sample(s). Always, always, always read the job ad carefully, and be sure to check with your 
advisor or department for your field’s standards regarding length and content!  
 
If you’ve never heard of one or more of these things, a good place to start asking questions is with 
your university’s Center for Teaching and Learning (CTL). Ours has workshops, classes, and other 
resources for creating these materials (as well as for conducting pedagogy research, designing classes, 
conducting evaluations, and much, much more). If your institution doesn’t have a CTL or you hate 
the thought of talking to real, live people, many CTLs have resources posted online. I have included 
links to some of the pages I have found particularly helpful at the end of each section.  
 
As you are creating and compiling your materials, remember that search committees are digging 
through hundreds of applications. You want to reduce their mental load, not make them set your 
application on fire for being poorly written, loaded with jargon, and exceptionally long. When in 
doubt, simplify and shorten. Use tables and headings where appropriate. Don’t include a bunch of 
empty language or false promises—but it is okay to mention things that you would like to do in the 
future if you haven’t had the chance to do them yet. Proofread, proofread, proofread—and then have 
other people proofread for you, too. Each statement or document is evidence for your skills as a 
writer, researcher, and communicator; don’t waste these opportunities to build a case for yourself as 
a coworker. 
 
Finally, there are some things that committees are extremely unlikely to ask you for but that will still 
be important or helpful for you on the job market. These include other teaching materials that you 
might include in a portfolio and your online presence. I have tacked these on to the end of this 
section as bonus content.  
 
 

Cover Letter 
 

Every job posting is going to ask you to submit a cover letter (and a CV). This is an approximately 
one-page (and whatever you do and whatever the posting asks for, absolutely not a single bit longer 
than two pages—and really aim for less than one and three-quarters) introduction to who you are 
and how you are qualified for the job you’re applying for. Generally, this will include an introduction 
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paragraph about where you are in your program and the broad strokes of why you are well-suited to 
this particular job, a paragraph on your dissertation, a paragraph on your research, a paragraph on 
your teaching, and a paragraph on your fit in this particular position. Research-oriented jobs will 
contain that information first; teaching-oriented jobs will switch the order. The more or less a 
specific job requires of either, the more or less space those topics should take up in your letter. A 
100 % teaching job search committee probably won’t want to see endlessly long paragraphs about 
your research agenda, particularly if you don’t connect it to your teaching at all.  
 
This should not be a regurgitation of your CV, which they also have, and it should take you at least 
a little bit of time to research and tailor. Some search committees throw out all applications where 
the letters don’t show any degree of position-specific information—don’t let this happen to you! My 
preferred way to deal with cover letters is to keep two Word documents (one for research jobs and 
one for teaching jobs) with position-specific elements highlighted. As I start a new application, I 
resave the appropriate form letter in a job-specific folder with a job-specific name, and then I edit all 
of the highlighted bits (date, institution name and search, date, specific subfield requests, etc.) and 
customize the rest for the position.  
 
Pro Tip: Try your best to acquire letterhead from your department or university. It isn’t mandatory, 
but it sure does add a bit of professional flair. 

 

 

CV 
 

The single best way to develop your CV is to look at the CVs of your role models (keeping in mind 
that they will have been in the field much longer than you have, so they will have more content to 
include). There is no single right way to format these things, as long as you have clear section 
headings and no typos. But you will want to keep two versions of your CV, one for research-focused 
jobs and one for teaching-focused jobs. As a general rule, academic CVs include your 
education/degrees earned, research (divided into published, under review, working papers, 
presentations and workshops given, and experience as a researcher/research assistant), teaching 
(experience—with instructor of record coming first—presentations, and relevant training), academic 
service (service as a reviewer, association memberships, and other professional activities, such as 
events you have organized), and grants and awards. Your research CV will list research activities and 
experience first, where your teaching CV will list those activities and experience first. 
 
It is vital that you keep this up to date, especially while on the job market. If you don’t update it for 
months at a time, it is hard for people looking at it to tell if you simply haven’t been active during 
that time period or if you aren’t making time for record keeping. Additionally, if departments are 
considering you for a position, you want them to know that you won that most recent award or that 
a piece has shifted from working paper to under review—or even better, to being published! (As a 
tip, it also helps to save each new version of your CV with the date tagged onto it, so you always 
know which one you should be sending to people or uploading.) 
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Teaching Philosophy Statement 
 
The teaching statement is a summary of what you think it means to be an instructor. Readers should 
get an idea of your overall approach to teaching, what it would look like to step into a class you’re 
teaching, and what you think it means to be a successful teacher. Specific examples are important 
here—be sure to include concrete anecdotes, activities, or practices to ground your philosophy (even 
if they are things you haven’t gotten to try yet but would like to implement in the future). It is meant 
to be a living document, one that grows and develops with your teaching experience.  
 
Length of these statements varies. Occasionally, you’ll see positions ask for a one-page document. 
Others will ask you to include posting-specific elements. Generally, length isn’t specified—but 
remember the mental load of the search committee addressed above! Try to stick to one or two 
pages, even for more teaching-oriented positions, and make sure it tells a coherent story. A thesis 
statement is never a bad thing. 
 

Resources 
 

• Iowa State University’s Center for Excellence in Learning and Teaching: 
http://www.celt.iastate.edu/teaching/document-your-teaching/writing-a-teaching-
philosophy-statement/ 
This is a good summary. 

 
• University of Georgia’s Center for Teaching and Learning:  

https://ctl.uga.edu/grad-student/resources-and-ta-handbook/teaching-statements/  
They have examples, idea-generating worksheets, and slides. 
 

• Western University’s Centre for Teaching and Learning:  
https://teaching.uwo.ca/awardsdossiers/teachingphilosophy.html  
 

• Teacher Portfolio & Preparation Series (TiPPS) by Kenton Harsch and Jim Yoshioka:  
http://nflrc.hawaii.edu/tipps/?page_id=53  

 
• Vanderbilt University’s Center for Teaching:  

https://cft.vanderbilt.edu/guides-sub-pages/teaching-statements/  
 

• “How to Write a Statement of Teaching Philosophy” by Gabriela Montell:  
https://www.chronicle.com/article/How-to-Write-a-Statement-of/45133/  

 
• R. Neill Johnson at Penn State University (sample rubric for assessment):  

http://www.schreyerinstitute.psu.edu/pdf/Teaching_Philosophy_rubric_r1.pdf  
This has a sample rubric for assessment. 

  

http://www.celt.iastate.edu/teaching/document-your-teaching/writing-a-teaching-philosophy-statement/
http://www.celt.iastate.edu/teaching/document-your-teaching/writing-a-teaching-philosophy-statement/
https://ctl.uga.edu/grad-student/resources-and-ta-handbook/teaching-statements/
https://teaching.uwo.ca/awardsdossiers/teachingphilosophy.html
http://nflrc.hawaii.edu/tipps/?page_id=53
https://cft.vanderbilt.edu/guides-sub-pages/teaching-statements/
https://www.chronicle.com/article/How-to-Write-a-Statement-of/45133/
http://www.schreyerinstitute.psu.edu/pdf/Teaching_Philosophy_rubric_r1.pdf
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• University of Pennsylvania’s Career Services: 
https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/teaching-
philosophies-for-faculty-job-applications/  

 
 

Research Statement  
 
The research statement is meant to give a look at your ongoing projects and your overall research 
trajectory. If you are wrapping up your PhD, it will likely include (or focus on) a very detailed 
summary of your dissertation and the projects that will come out of it. Just like with the teaching 
statement, the length and content of these vary because they are so intensely personal. However, as 
a graduate student, 2-3 pages is probably reasonable. Also like the teaching statement, make sure 
you’re telling a coherent story about yourself as a researcher. People do actually read these things, 
and they can tell if you have simply thrown words on a page. Connect the threads of your various 
projects. Include your elevator pitch about your work as a thesis statement or theme, and place your 
work in the broader context of your field. 
 
Resources 
 

• Cornell University’s Graduate School: 
https://gradschool.cornell.edu/career-and-professional-development/pathways-to-
success/prepare-for-your-career/take-action/research-statement/  

 
• University of Pennsylvania’s Career Services: 

https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/research-
statements-for-faculty-job-applications/ 

 
 

Combined Teaching and Research Statement 
  
Every once in a while, just to mix things up, positions will ask for a combined research and teaching 
statement. They are not simply looking for your other two statements copied and pasted into a single 
document, I’m sad to say (although much of the content will remain the same). This document will 
still include your teaching philosophy and research agenda/trajectory, but it should also connect the 
two. How does one inform the other? How do you pull your research into the classroom—and your 
students into your research? Do you use fancy methods in your research? How do you communicate 
these fancy methods and their results to your students? And so on. Length is trickier here because 
they include so much, but plan to shoot between 2 and 4 pages. 
 
 

 
  

https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/teaching-philosophies-for-faculty-job-applications/
https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/teaching-philosophies-for-faculty-job-applications/
https://gradschool.cornell.edu/career-and-professional-development/pathways-to-success/prepare-for-your-career/take-action/research-statement/
https://gradschool.cornell.edu/career-and-professional-development/pathways-to-success/prepare-for-your-career/take-action/research-statement/
https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/research-statements-for-faculty-job-applications/
https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/research-statements-for-faculty-job-applications/
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Diversity Statement 
 
Diversity statements are becoming an increasingly common request, and they may feel more than a 
little intimidating to write, particularly if you are uncertain if you yourself bring any kind of diversity 
to the table. That’s okay. The best approach is to acknowledge your own identities, and then focus 
on how you support and work with a diverse population and build an inclusive environment in your 
classroom. Be sure to be specific in your examples! It can really help (if you can) to look up the 
initiatives and relevant populations of the position to which you are applying.  
 
If you haven’t thought much about your own identities before, I have included a link to the 
University of Michigan’s Social Identity Wheel exercise below. Take some time. Really think it 
through. (But never make claims about your own identities that are false or are not genuine.) 
 

Resources 
 

• University of Michigan’s Inclusive Teaching: 
https://sites.lsa.umich.edu/inclusive-teaching/social-identity-wheel/  
This page has the social identity wheel exercise. 

 
• Tanya Golash-Boza’s “The Effective Diversity Statement.” (Inside Higher Ed):  

https://www.insidehighered.com/advice/2016/06/10/how-write-effective-diversity-
statement-essay 

 
• University of Georgia’s Center for Teaching and Learning:  

https://ctl.uga.edu/grad-student/resources-and-ta-handbook/teaching-statements/  
This page has a starting-off worksheet and examples. 

 
• Vanderbilt University’s Center for Teaching:  

https://cft.vanderbilt.edu/guides-sub-pages/developing-and-writing-a-diversity-statement/ 
 
 

Student Evaluations 
 

Student evaluations are…complicated. There is all kinds of evidence that they are more based on the 
instructor’s gender, race, age, and physical attractiveness and students’ expectations regarding their 
grades than on actual teaching effectiveness (see sources below). However, academic jobs are still 
going to ask you for them, so be sure you save and summarize them as you go.  
 
A table is a really good idea here (particularly for keeping the length at 1 page). Include all of the 
classes you’ve taught in chronological order and a final column for your averages over time. Specify 
the number of students and/or the number of students completing the evaluations. If your 
institution’s evaluations include a large number of questions with number ratings as answers, 
consider selecting several that you consider particularly important or indicative of you as a teacher 

https://sites.lsa.umich.edu/inclusive-teaching/social-identity-wheel/
https://www.insidehighered.com/advice/2016/06/10/how-write-effective-diversity-statement-essay
https://www.insidehighered.com/advice/2016/06/10/how-write-effective-diversity-statement-essay
https://ctl.uga.edu/grad-student/resources-and-ta-handbook/teaching-statements/
https://cft.vanderbilt.edu/guides-sub-pages/developing-and-writing-a-diversity-statement/
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(including the overall rating question) and then highlighting them with a selection of student’s 
qualitative responses on that theme underneath. Be strategic! Don’t share things that make you look 
bad (but also, it has to be said, don’t edit student remarks, either; they can be excluded but never 
altered).  
 
Resources 
 

• John W. Lawrence’s “Student Evaluations of Teaching are Not Valid” (AAUP): 
https://www.aaup.org/article/student-evaluations-teaching-are-not-valid#.XNm-JI5KjIU 

 
• Michelle Falkoff’s “Why We Must Stop Relying on Student Ratings of Teaching” (The 

Chronicle of Higher Education):  
https://www.chronicle.com/article/Why-We-Must-Stop-Relying-on/243213 

 
• Colleen Flaherty’s “Same Course, Different Ratings” (Inside Higher Ed): 

https://www.insidehighered.com/news/2018/03/14/study-says-students-rate-men-more-
highly-women-even-when-theyre-teaching-identical 

 
• Victor Ray’s “Is Gender Bias an Intended Feature of Teaching Evaluations?” (Inside Higher 

Ed):  
https://www.insidehighered.com/advice/2018/02/09/teaching-evaluations-are-often-used-
confirm-worst-stereotypes-about-women-faculty 

 
 

Writing Sample(s) 
 

Ah, the writing sample. If you’re a graduate student, this is likely going to be a chapter of your 
dissertation, because the committee is going to want a signal that you’ve made substantive progress. 
Send them as close to a finished (very highly proofread) draft as possible. If a chapter of your dissertation is 
already published, this is all the better! Send them the article (or even the page proofs, if it isn’t quite 
out yet). 
 
Posting requests (as always) vary from job to job. Sometimes they will ask for one sample. Sometimes 
they will require two samples (or give you the option for more). They may specify that they want to 
see one of your publications or that chapter of your dissertation. They may also include a page limit 
(generally around 30 pages). Make sure that your writing sample is indicative of your overall research 
trajectory, and try to make them solo works, if possible—the less explaining you have to do about the 
work you contributed to this piece and how it fits into your broader research, the better. 
 

 

  

https://www.aaup.org/article/student-evaluations-teaching-are-not-valid#.XNm-JI5KjIU
https://www.chronicle.com/article/Why-We-Must-Stop-Relying-on/243213
https://www.insidehighered.com/news/2018/03/14/study-says-students-rate-men-more-highly-women-even-when-theyre-teaching-identical
https://www.insidehighered.com/news/2018/03/14/study-says-students-rate-men-more-highly-women-even-when-theyre-teaching-identical
https://www.insidehighered.com/advice/2018/02/09/teaching-evaluations-are-often-used-confirm-worst-stereotypes-about-women-faculty
https://www.insidehighered.com/advice/2018/02/09/teaching-evaluations-are-often-used-confirm-worst-stereotypes-about-women-faculty
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Letters of Recommendation  
 

Nearly all jobs will require either three letters of recommendation or contact information for the 
people who will write you those letters (name, title, phone number, and e-mail address). As a grad 
student, these letters usually come from your advisor and two other members of your committee. 
This is a quirky part of the process. As a general rule, postings that specifically request letters will 
automatically e-mail your letter writers with a request as soon as you submit your end of the 
application, and postings that specifically request contact information will only reach out if you 
make it to the next round of the application process. This does not always hold, so it’s a good idea 
to keep your letter writers posted about which applications you have submitted and which you expect 
to send them prompts. If they do not hear from a posting that requested letters in their ad, it is a 
good idea to send a polite e-mail to the contact for the posting to check on that institution’s process.  
 
Some notes here: First, it is unlikely that you will ever see these letters (unless one of your letters 
writers asks you to write or outline the letter for them, which they will then approve and sign, which 
does happen sometimes). Second, if at all possible, have your letter writers (or one of them, at the 
very least) observe you in the classroom. Their support for your teaching skills and experience means 
a lot more if they’ve actually seen it with their own eyes. Third, it is highly recommended to give 
your letter writers two weeks to get their letters in. This depends somewhat on your relationship 
with your committee. If they have told you less is fine (or you get overwhelmed), then less is fine. 
Even the friendliest of committee members, however, is likely to need at least a week (or as close to 
it as you can manage). Search committees will often consider your application even if all of your 
letters are not in place by the deadline, but it’s best not to test this assumption. If you have a 
particularly busy committee, it’s worth checking to see if one of your admin people can submit letters 
for them—just be sure that they have more than one e-mail address for requests. Finally, be sure that 
you communicate updates to your professional life to your letter writers. It is helpful to them to 
know that you finished another chapter of your dissertation, published a new article, fulfilled the 
requirements of a certificate, or received a grant or award. If they don’t know, they can’t update their 
letters accordingly.  
 
Pro Tip: If you have strong contacts at other institutions, you may consider reaching out to them for 
a letter. Outside letters can work in your favor for the job market, particularly if that person is 
connected with the institution to which you are applying. If they aren’t familiar enough with you 
and your work to write a full-on letter, it’s also okay to reach out and see if they’d like to send an 
informal e-mail on your behalf.  
 
 

Bonus 1: Teaching Portfolio 
 

A teaching portfolio is largely a place to gather all of the previously mentioned materials together. 
However, they can also include materials that job applications won’t specifically ask you for, such as 
sample assessments of student work and activities or other teaching materials that you’ve created. 
Your institution’s Center for Teaching and Learning or Graduate School might have a class or 
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program to help you prepare (and certify) the overall package, or no one besides you may ever see it. 
But it can be hugely helpful to think about how you give feedback to students or the activities you 
have created when you’re writing all of the statements above or answering questions in an interview 
setting. These things, as well as examples of student work (included with permission or with the 
names stripped out) are also great to include on your website (below), to give viewers a better idea of 
what it means to be a student in one of your classes.  
 

Resource 
 

• University of Georgia’s Center for Teaching and Learning (Excellence in Teaching Award 
Winners’ Portfolios):  
https://www.ctl.uga.edu/ETA-recipients 

 
 

Bonus 2: Online Presence 
 
Keep. Your. Web. Presence. Up. To. Date. If your department has a directory, make sure that your 
information is up to date and your picture is professional (and current). If you haven’t updated your 
LinkedIn profile in five years (and have no plans to do so in the future), delete it. Double check the 
privacy settings on your Facebook (and consider weeding out less professional content even if it is 
completely private). Decide if you want a professional Twitter account, and carefully curate who you 
follow and retweet, in addition to your original content. Twitter can be a useful networking tool 
now, but if you aren’t going to keep up with it, it is best not to start. (And keep an eye on the 
professionalism of your personal account, if you have one.) 
 
This is the time to make a professional website (if you haven’t already). Some universities will give 
you space on their server to do this. Some sites have student deals with universities, which will give 
you a reduced rate for the first year (or potentially for as long as you are a student), which will help 
with the cost. Others will let you build a site for free (or nearly so), but be careful! These sites often 
won’t let you directly choose your domain name, and they may put ads (that you don’t get to choose) 
on your page.  
 
Your website should include more than just the bulleted items on your CV (although your up to date 
CV should also be included). This is the chance to give search committees, departments, students, 
potential coauthors, and the public a better idea of who you are as a scholar and instructor. 
Particularly while you’re on the job market, this is a priceless chance to give search committees an 
even more well-rounded look at who you are as a scholar and instructor. They’ve already seen your 
materials, so if they visit your site, they’ll be looking for new information, including some (carefully 
curated) details about who you are as a person and what you like to do in your spare time. 
 
Try to make the content you include as complete as possible. On your research page, include links 
to your publications and replication files. On your teaching page, upload your most recent syllabus 
for each class—and maybe even your evaluations (or selected evaluations), if you are comfortable 
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doing so. This is a great place to showcase student work or share activities that you’ve designed 
(particularly if you have published those activities). Alternatively, I’ve seen scholars who are 
exceptionally passionate about teaching include resources for activities or pedagogical development. 
As with all of the other materials I’ve discussed, viewers will expect your website to reflect you, so try 
to invest some time in making it easy, interesting, and informative to look through.  
 

 


