
Faculty Career Conference Process and Instructions: 

 FACULTY:  

1. Schedule meeting with Conference Leader

2. Prior to meeting, Sign-in to https://www.easycv.me/
- If you are unable to login, please contact Nancy Axelrod for assistance.

Faculty View

Faculty View

3. Scroll down and click on “Career Conference” on the left-
hand side

abg28
Cross-Out



4. Please note, The Career Conference form will pull information from your CV if it has been uploaded into EasyCV. 
The administrative assistants have been trained in EasyCV and are prepared to support you with upload and 
maintenance of your CV into EasyCV.  You can assign your admin as a “delegate” in EasyCV and send them your CV 
to be uploaded into EasyCV or, if you prefer, you can upload.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Complete Career Conference Form: 

 
 
 
 
 
 
 
 
 
 

 

**Integrated Annual Career 
Conference Report pulls relevant 
data from CV portal to detail 
physician’s accomplishments from 
the academic year

**Select current year

 



Mentor / ACC Leader Notification Email

Michaela Farber, Sharon Reale

7. You and your conference mentor will get an email
notifying you that you have submitted.  You can
download a copy of your form on the page.

6. Click Submit (you will get a message confirming you are
ready to submit



8. Conference Report:  The final conference reports with your responses and your conference mentors notes will be 
available to you and your conference mentor.  The report will also be sent to your primary Division Chief, the VC and 
Assoc VC for Faculty Development, and the Chair to help identify unique areas in which we can support with career 
engagement opportunities, support for promotion, or larger opportunities to address in the department.   

 
9. Department Review: After the completion of the conferences, the Conference Leaders and Division Chiefs will meet to 

discuss any common themes that were heard during the meetings and give an opportunity to discuss comments a general 
way..                           

  
    
 
 
Conference Mentor Instructions:   
   

1. After the faculty member completes their Career Conference form in EasyCV, you will get a notification like this:  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Mentor / ACC Leader Notification Email

Michaela Farber, Sharon Reale



2. On the EasyCV portal, you can select the “My Conference Mentees” dashboard by clicking on the wheel icon in the upper
Right Corner.  You will see a list of your assigned faculty and the status of their conference form.  You can also view their
CVs, if uploaded

 
 

Mentor / ACC Leader View

Mentor has access to:
• Annual Career Conference Report (read only)
• Full CV (read only)
• Review of goals from prior year(s)

Enter 
comments 
here

3. Click on “Mentor Review” to view their conference form and
add your comments.



6. Conference Report:  The final conference reports with your responses and your conference mentors notes will be available
to you and your conference mentor.  The report will also be sent to your primary Division Chief, the VC and Assoc VC for
Faculty Development, and the Chair to help identify unique areas in which we can support with career engagement
opportunities, support for promotion, or larger opportunities to address in the department.

7. Department Review: After the completion of the conferences, the Conference Leaders and Division Chiefs will meet to
discuss any common themes that were heard during the meetings and give an opportunity to discuss comments a general
way..

4. Submit your comments for review by the faculty member.

Faculty Email


