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Professional Development
Material curated by Samantha Sambado,

Instructor of Record for UCSB’s Biometry class; 
whom the material was originally shared with. 

I have a limited perspective.
If you would like to correct or add any information, 

please email sbsambado@ucsb.edu



Today I’ll cover 
some basics*, 
but the 
material is 
yours for 
forever!

• Email etiquette
• Common Jargon
• CV tips 
• Purpose of the SOP
• Finding funding
• Grad school application timeline
• Questions to ask advisors
• Highlight resources on GS & from others
• My personal TLDR;
• Other random questions you have? Just ask!

*I have a limited 
perspective... 
want to edit/add anything? 
send sbsambado@ucsb.edu
an email!

mailto:sbsambado@ucsb.edu


Email 
Etiquette 
– General 
Tips

** WRITE AN EMAIL YOU’D LIKE TO READ **
^ if this is the only thing you remember from today my 

job is done.

• Subject line
• helpful & informative can increase chances of being read

• Within the email
• address people properly – some still care
• state who are you – clearly
• state what you want  – very clearly 
• bold deadlines – we’re human



Email 
Etiquette –
for 
Research 
Inquiries 

• same rules as general email etiquette

• add some additional information

• what specifically interests you 

• don’t copy & paste from research website

• what year you are in school
• mention transfer, senior thesis, etc.

• what your availability is like 

• don’t say free all the time – be realistic & honest

• attach a CV or Resume



Email 
Etiquette –
for Grad 
School

• Slightly longer than the other two email formats, but keep it 
concise

• Paragraph structure

• P1 – who you are, what you want

• P2 – your qualifications

• P3 – how your qualifications make you an assets to the lab 
group 
• bring in their own research and how it works with your 

questions/skill set

• P4 – going forward 
• say you'll write a grant, want to chat, attached CV



Common 
jargon* in
academia

• Individuals/roles
• Technician: position to help grad or prof w/ research 
• PI (principal investigator): oversees the work supported by grant
• Research group: referred to as a lab comprised of students, 

researchers, Pis
• Professors: called different names based on their hiring status

• tenured: indefinite appointment
• adjunct: mostly lecturers
• assistant: full time faculty, 1st step to tenure
• associate: full time faculty, newly tenured
• full: higher rank than associate
• endowed: funded by an endowment (ie large donation)
• emeritus: retired tenured professor*see GS for 

extended definitions 



• Money $$$
• grant: typically, support for a specific project
• fellowship: typically, support that has more 

weight on individual
• external funding: outside campus funding 
• government: NSF, NIH, NOAA, USGS, USDA
• private: Ford, Hertz, Schmidt, Worster

• internal funding: within campus funding
• university: central campus fellowships, merit 

or diversity fellowships
• department: TAships, from advisor or 

collaborators

Common 
jargon* in
academia

*see GS for 
extended definitions 



What is a 
CV?

• Curriculum vitae (CV): tells the stories of the 

professional lives & to showcase accomplishments

• Essential part of any application for grants, awards, 

positions

• Different than a Resume

• CV can be long

• flexibility to highlight certain areas

• CV or Resume, keep it clean, concise, & strategic. 

“If it’s not pristine on your CV, when will it be?” 



CV Basics

Building CV
• include professional email
• include comprehensive list of professional experiences
• organize important info smartly
• simple & consistent formatting 
• use reverse chronological order
• make sure references are up to date & aware
• PROOFREAD x 10 
• Get feedback from others

Maintaining CV
• include date of last revision in file title
• update it as events occur
• always convert to PDF before submitting
• always look for other examples



EX 1 EX 2 EX 3

which is easiest to 
look at in a quick 

glance?CV – UG examples



Purpose of the SOP

• Statement of Purpose (SOP): Typically, an essay about 
your research goals & how your personal experiences shape your interests

• There will be a variety of prompts and lengths, so it’s good to create a ~2-page template
• This is your opportunity to: 

• tell the reviewer who you are
• highlight your skills & accomplishments
• showcase your writing ability 

• Highly recommend 
• reading many examples, revising yours frequently



Crafting individual 
paragraphs within SOP

For each paragraph, the reader should identify:
• where you were/who you worked with
• what were the questions you were testing
• what were some of the methods/skills you learned
• any products created from that experience (paper, poster, grant)
• identify how it builds from the previous paragraph & leads to the next 

paragraph



* On GauchoSpace, 
under ‘Professional 
Development’ tab

Highlighting ~some~ funding*



** additional details 
on GS, under 
‘Professional 

Development’ tab

Grad school* 
application timeline**

Now May July - August Sept - Nov Jan - April
• Develop system to 

keep track of 
papers

• Read very 
broadly!

• Make list of 
potential advisors & 
programs you’re 
interested in

• Develop this list 
from your reading 
habits 

• Email potential 
advisors inquiring 
about a MS/PhD 
position

• Set up meeting with 
advisor/lab group

• Work on 
application 
materials 

• Although I  
recommend to do 
this earlier – Fall is 
busy!

• Hear back from 
programs

• Maybe 
recruitment/interview 
weekend

• Regardless, email PI 
thanking them for their 
time & to stay in touch

* if you are applying to a direct admit MS/PhD program (typical for ecology/evolution) – different than rotational program  



Questions 
to ask 
PI/advisors

1. Can you describe your mentoring approach?
2. How many grad students have you advised?
3. What are those students doing now?
4. Have any students had to leave your program? What do you think 
happened?
5. How would I develop my project?
6. Can I talk to folks in your lab?
7. Can I read the proposal funding my position?
8. Have your students obtained fellowships under your mentorship? 
Can you talk about that process?
9. Where do you see are the biggest areas of innovation in your field?
10. What are your expectations to take the qualifying exam & 
graduate?



Highlight 
some* 
professional  
development 
resources**

1.How to find different paths in science

2.How to write a CV

3.How to write an email/cover letter to a potential PI/boss

4.Funding opportunities

5.How to get a government job with a biology bachelor's 

degree - written by my friend, Jacob Weverka!** additional details on 
GS, under ‘Professional 
Development’ tab *I have a limited perspective... 

Want to edit/add anything? send sbsambado@ucsb.edu an email!

https://docs.google.com/document/d/1KMbz4nvZEDSDpzYIIY5QZoVksZseynP_vEbuCncKnYw/edit
https://docs.google.com/document/d/1LD1T85VZ3MvGc0QCvCke9cG0mca8_8AOhq1ujJTW5Nc/edit
https://drive.google.com/drive/folders/1NXOkSS2bMqR3J7LmlgXOApZQnwJr18Fo?usp=sharing
https://docs.google.com/spreadsheets/d/1BaC0sX7I8_mMcXxIThEM2kZgSUqi7-l_BHZe_CUvuhw/edit
https://docs.google.com/document/d/1cJ8_7JpzBGvyxvvMcUeJHEptQeTjF_XjI0EJ6HMXgF0/edit?usp=sharing
https://twitter.com/weverkaj
mailto:sbsambado@ucsb.edu


I’m only one 
person – lots 
of other
ideas out 
there!

• Cesar O Estien's resource page on grad school & 
preview weekend applications, NSF GRFP
• Erin Mordecai's blog that shares resources on the 

pre-, during, & post- grad school experience
• A guide by E3B Columbia students on applying & 

deciding on a PhD program
• Hidden curriculum by Mara Duncan
• A thread on grad school application process
• Another thread on the GRFP by Amelia ZietlowIf you want to add 

others, please email 
sbsambado@ucsb.edu

http://www.cesaroestien.com/resources.html
https://www.mordecailab.com/blog
https://samsambado.weebly.com/uploads/1/3/8/4/138490707/guide-on-meeting-with-potential-advisor-and-asking-questions-of-a-grad-program.pdf
https://twitter.com/MCDuncanLab/status/1553399486831104002
https://twitter.com/BrookeWeigel/status/1562878018070401024
https://twitter.com/TyrantLzrdQueen/status/1563906297162080262
mailto:sbsambado@ucsb.edu


TLDR; my 
biggest 
takeaways 
are

• shoot your shot –
• no one is too important for you to talk with

•write an email you want to read –
• short & simple

• persistence is key –
• it’s usually not you, people are just really, busy 



Have any questions about 
professional development?

See me in Office Hours
Email sbsambado@ucsb.edu for any corrections/additions.

mailto:sbsambado@ucsb.edu

