
Topic: Notes:

What is Career 
Development 
Series?

During each academic year, the SOM Office of Medical Education plans 
and coordinates a weekly career development series. The series, held on 
Thursdays during the noon hour. Different departments present their 
various specialties and career opportunities to the students.  Also, the 
students are able to ask residents and faculty questions.

Initial email:
Sometime during the summer, (usually in June), you will receive an email 
from me with a TENTATIVE SCHEDULE showing tentative time slots.  The 
email will explain about what we need from you.  

Check 
availability:

You will find your department listed on one or more time slots on this 
tentative schedule.  You will need to take initiative here and do several 
things:  1) Check with your Course Director and confirm that the date will 
work;  2) Begin to confirm speakers to commit to the student talk for that 
date;   Ex.) Faculty, fellows and/or multiple speakers;  3) Have a plan B 
back up speaker in case of conflict;  4 ) Email your confirmation or 
change request to Joshua Gilliard jgilliard@umc.edu in the Office of 
Medical Education.

Final schedule Once everyone has confirmed, a final schedule will be emailed to all.  

Obligation:

Your department will be responsible for lunch on the date that you 
confirm.  Let Joshua Gilliard and Stephanie McLaughlin in the Office of 
Medical Education know in advance how many lunches you will be 
ordering. You will need to be there to serve the students lunch on that 
day.  We know each department has their own budget restrictions but 
please try to order enough food for everyone.

Remind 
everyone

Remind the speakers and make sure they will be there at the correct time.  
Confirm and re-confirm with them and have a back up in place in case 
of last minute conflicts.

FINAL 
CAUTIONS:

In the event of a change or a new Course Coordinator, it is the obligation 
of the exiting Course Coordinator to inform the new coordinator of these 
responsibilities AND inform the Office of Medical Education of the 
changes.  

Questions? Contact the Office of Medical Education @ ext. 4-5006 
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