
Guide for Updating Faculty/Staff Profiles 
 

● Save changes to each section individually. If you navigate from a section without hitting 
save, any changes made will be lost.  

● Do not add content that is relevant for only a short period of time, such as chairing a biannual 
association meeting planning committee. Add instead awards, research interests, and projects 
that are timeless or pertinent for at least a year.  

● Paste text into Notepad before copying and pasting on the website to ensure you do not bring 
over formatting from the word processor you used originally. Any formatting should be added in 
the website directly.  

● Follow the style requirements for each section identified below to ensure consistency across 
profiles.  

 

Section Style Guide 
Profile  
 
Photo: Upload an image sized at 420x500 pixels using the file naming format, “420x500_Your Full Name.” 
 
Job title:​ ​List each title individually, with Professor, Assistant Professor, etc. listed first. Administrative 
titles should follow the format, “Title, Center or Organization Name.”  
 
Address: Follow the format, “Office number Building” for all University of Maryland, College Park 
buildings. Do not include the street address, city name, or zip code.  
 
Website URL: List your personal website and the website of all institutes, centers, or labs with which you 
are involved, with personal websites listed first. Title personal websites, “Website.” All other websites 
should be titled with the research group name.  
 
Example 

 



Overview 

EDUCATION​ ​(all caps, heading 3) 
● Most Recent Degree Acronym, University Name, Year of Graduation 
● Second Most Recent Degree Acronym, University Name, Year of Graduation 
● Third Most Recent Degree Acronym, University Name, Year of Graduation 

HONORS AND AWARDS​ (all caps, heading 3) 
● Most Recent Award Name, Awarding Organization, Year  
● Second Most Recent Award Name, Awarding Organization, Year 

PROFESSIONAL MEMBERSHIPS (all caps, heading 3) 
● First in Alphabetical Order Association Full Name 
● Second in Alphabetical Order Association Full Name 

 
Example 

 
 
 
 
 
 
 



Research Interests (faculty only) 

● Interest one 
● Interest two 
● Interest three 

 
Example 

 

Projects (faculty only) 

● Project Name (title case, heading 4) 
 
​Principal Investigator(s) 
Last Name, First Name 
Last Name, First Name 
 
Sponsors 
Organization Name (linked to website) 
Organization Name (linked to website) 
 
Brief description.  
 

Note: All photo or PDF files included in this section should be titled using the naming format, “Project 
Name_Your Name.” 
 
Example 

 



Teaching (faculty only) 

● Course Number: Full Name  
 
Example 

 
 
Publications (faculty only) 

List refereed publications published no later than 10 years ago under the heading, “SELECT REFEREED 
PUBLICATIONS” (all caps, heading 3).  
 
Example 

 


