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What to include

When to use it 

Where it will be 
applicable 



What is a CV?

"A CV should be a thorough, 
exhaustive account of professional 
experiences, honors and activities, 
anything that speaks to one's 
professional experiences or 
character would be relevant to 
include" 

-Mitchell Prinstein, PhD

Curriculum vitae is Latin 
for "course of life”

comprehensive 
statement of your 
educational background, 
teaching, and research 
experience. 

The standard 
representation of 
credentials within 
academia.



What Types of Jobs Ask 
for a CV?

• In the United States: 
academic, education, 
scientific, medical, or 
research positions. 

• Also applicable when applying 
for fellowships or grants. 

• In Europe, the Middle East, 
Africa, or Asia, expect to 
submit a CV rather than a 
resume for most jobs



CV vs. Resume

A typical resume will include the following 
information:

• Name and Contact Information

• Summary of Qualifications/Objective Statement

• Education

• Work Experience

• Relevant Skills

A typical CV will include the following 
information:

• Name and Contact Information

• Areas of Interest

• Education

• Grants, Honors and Awards

• Publications and Presentations

• Employment and Experience

• Scholarly or Professional Memberships

• References



Applying with a CV 
Internationally 

Depending on the country, you may also need to provide the 

following in an international CV:

• Nationality
• Marital status
• Age
• Number of children (ages optional)
• Personal interests 
• All education including high school / secondary school
• Photos are also recommended (a professional headshot is best)

Date of Birth on CVs

• Some countries outside the U.S. expect you to include your date of 
birth

• If you are applying to a foreign job, research the particular country's 
protocol for job applications.



Researching Before 
Starting Your CV



General CV Advice

Full CV is only used when 
applying for academic positions 

Do not use a CV when applying to 
community colleges

• use a teacher-focused résumé instead

Tailor CV to the specific positions 
and place more relevant sections 
earlier in the document

• For a position at a teaching-focused liberal 
arts college, the CV will strongly 
emphasize teaching

• For a position at a research-intensive 
university, the CV will accentuate research

Format can vary by field, seek 
disciplinary-specific advice from 
advisers, professors, and others 

within field

No length restrictions for CVs

The T. Rowe Price Career and 
Innovation Center offers 
critiques and advice for 

writing CVs!



CV Structure

• Well organized, easy to read. 

• Choose effective format, be consistent. 

• Use bolds, italics, underlines, and capitalization.

• List all relevant items in reverse chronological order

• Place most important information near the top and/or left side 

• Use a footer with page numbers and your last name



Required Information

• Heading

• Education

• Relevant Experience

• Publications

• Presentations

• Honors and Awards

• References



Heading
Name, email address, mailing address (only one), and phone number



Education

List academic degrees, in-
progress or most recent first. 

Name of institution, city and 
state, degree type and major, 
month and year 

Thesis title and advisor, if 
applicable



PAR Statements

Project

Action 

Result QUANTIFY!

ACTION VERBS!



Relevant 
Experience

• List positions that show off your skills and 
expertise

• Group experiences into relevant 
categories to enhance CV 

• For each position, include: 
• Title, organization name, city and state

• Dates position was held

• Bullet points that summarize your 
activities/duties, accomplishments, and 
successes. 

• Use action verbs.



Publications

• Give bibliographic citations 
for:

• Articles

• Pamphlets

• Books

• Research reports

• Other publications 

• Use format appropriate to 
your academic discipline



Presentations (Oral 
& Poster)

Give titles of professional presentations, name of conference 
or event, dates and location, and brief description. 

Use format appropriate to your academic discipline



Honors & Awards

• Receipt of competitive 
scholarships

• Fellowships and 
assistantships

• Optional: Names of 
scholastic honors; teaching 
or research awards



References
Three to five are appropriate. 

If responding to an advertisement that asks for references, 
include on a separate addendum sheet



Optional Sections

• Qualification/Skills

• Grants Received

• Institutional Service

• Certifications

• Professional Associations

• Recent/Current Research

• Community Involvement

• Educational Travel



Qualifications or 
Skills

• Summary of relevant strengths or skills 

• Not included as a separate section but addressed in other 
sections

• May be appropriate to list special computing or language skills



Grants Received

Include: 

Name of grant

Name of granting agency

Date received

Title or purpose of research 
project



Institutional Service
• List institutional committees you have served on

• Include: offices held, student groups you have supervised, or special 
academic projects you have assisted with.



Certifications
List all relevant certifications and the year received.

May 2014

August 2010



Professional 
Associations

• Memberships in national, regional, state, and local professional 
organizations

• List significant appointments to positions or committees in 
associations. 

• Student memberships in professional associations are appropriate.



Recent/Current 
Research

• Description of  research projects conducted or in progress

• Include the type of  research and a brief  description of  
purpose



Community Involvement
Appropriate and relevant volunteer work, church work, community service organizations, etc.



Educational 
Travel

Names of  countries, 
dates, purpose.



7 Most Common CV 
Mistakes

• Not doing research

• Poor Readability

• Non-Professional email for contact info

• Not proving impact (what was your impact on the 
business?) Quantify!

• Too many cliches (“hard working team player”)

• CV that is too long (only relevant for certain 
positions)

• Complicated design



How the Career 
Center Can Help

Resumes, CVs, and Cover 
Letters

Explore Majors, Internships, 
and Careers

Interview Preparation

Internship/Job Applications

Pre-Health Coaching

Applications to Graduate 
School

Clyde’s Closet 



Questions?
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