The Annual Career Conference – Tips for Success from Boston Children’s Hospital 
Office of Faculty Development (OFD) 
Career Conference Homework 

· Meet with your mentor(s) to review the past year’s goals/milestones/obstacles and how to best present them to your Chair

· Reflect on your Chair’s expectations of your performance as a faculty member. How do they view your role on the faculty?

· Have you considered the best HMS academic promotion area of excellence (Investigation, Clinical Expertise and Innovation, Teaching and Educational Leadership) for your advancement? Do the promotion metrics for this path reflect your roles and responsibilities as well as your scholarship? 
· Define your immediate and realistic objectives as well as longer-range goals. 
· Update your CV, carefully itemizing all of your accomplishments. 
The Conference - Discussing Your Progress with the Chair
· Be positive, present your accomplishments and listen to your Chair assessment of your contributions and their expectations. Discuss what would be required for promotion to the next HMS rank, including written scholarship, developing specific clinical expertise, presentations at meetings, committee service, education, grants and administrative leadership.  
· Writing and publishing articles and grants and preparing talks are time-consuming activities that require focused effort and pauses in productivity can occur. If you are facing slow-downs, develop an action plan and discuss with your Chair at the conference.
· As you speak with your Chair, consider how your skills might synchronize with the department’s mission; as you become a more experienced researcher, clinical innovator, or educator at Children’s, this part of the conference will move more freely. You may want to ask for your Chair’s sponsorship, networking and introductions to colleagues to facilitate invitations to give lectures or join key committees.
· To avoid shifting the discussion totally to finances, many faculty find it useful to discuss salary at a separate time from the annual career conference.
· If your Chair positively acknowledges certain contributions, consider requesting additional support for related projects (establishing a special program or clinic, grant-writing assistance, etc.).
· If you are dealing with a personal crisis that has limited your achievements, be honest about these difficulties and discuss the possibility of reducing your service/workload. 
· Agree on a concrete plan with specific timelines, example 1/3/5 years.

Follow-up with the Chair (and Debriefing with Your Mentors)
· Re-read your goals, according to the agreed upon plan. Obtain the mentoring and resources discussed. 
· Be proactive in following the action plan created in the conference. Spell out your goals to your mentors and meet with them regularly.  They can be partners in maintaining your momentum and help you meet your goals. Regularly meet with or email your Chair or mentor throughout the year to update them on your progress.
· Remember: your Chair is always eager to hear good news! Communicate your accomplishments.
The Promotion Year
· Prepare your CV in HMS format (print out the Instructions at https://fa.hms.harvard.edu/faculty-medicine-cv-guidelines and provide a quick turnaround of all suggested edits to avoid any unnecessary delays). 
· BCH faculty can meet with Drs. Hans Oettgen or Nicole Ullrich to review CVs for promotion; contact ofd@childrens.harvard.edu
· Attend HMS Office for Faculty Affairs CV Preparation and Promotion (to Assistant, Associate and Full Professor) Presentations. The schedule can be found on the following webpage:

https://fa.hms.harvard.edu/faculty-affairs-presentations
· Develop a list of potential referees for your promotion: internal (HMS) and external faculty members (with contact information) who might provide letters of evaluation, but do not contact any of them. That is your Chair’s task! Policies and guidelines can be found at the following website: 
https://fa.hms.harvard.edu/checklists-forms-guides-and-templates 

· Ask your Chair if they want a bulleted list or paragraph about your accomplishments or a summary of important clinical or research initiatives or other information. (Don't use the same wording for your CV Narrative and the paragraphs in your summary for your Chair). 

· Along with your CV, you will need to submit articles and/or evidence of scholarship (2 for Assistant Professor, 5 for Associate Professor and 10 for Full Professor). Check citations of your articles (https://icite.od.nih.gov) to help select those that have made the highest impact. In the annotated bibliograph that will serve as the cover page for this part of your promotion dossier, you can summarize each of your works, including descriptions of the question you addressed, the approach, your role in the project and impact of the study on the field.

