HOW TO WRITE A CURRICULUM VITAE EXAMPLE FOR A JOB

HOW TO WRITE A CURRICULUM VITAE EXAMPLE FOR A JOB EFFECTIVELY IS A CRUCIAL SKILL FOR ANYONE SEEKING EMPLOYMENT,
PARTICULARLY IN ACADEMIC, SCIENTIFIC, MEDICAL, OR INTERNATIONAL FIELDS. A COMPREHENSIVE CURRICULUM VITAE, OR CV,
SERVES AS YOUR PROFESSIONAL AUTOBIOGRAPHY , DETAILING YOUR ENTIRE ACADEMIC AND PROFESSIONAL HISTORY, INCLUDING
PUBLICATIONS, RESEARCH, AW ARDS, AND PRESENTATIONS. THIS ARTICLE WILL PROVIDE A HIGHLY DETAILED GUIDE TO CRAFTING
A POWERFUL AND PROFESSIONAL C\/, EXPLORING ITS ESSENTIAL COMPONENTS, STRATEGIC FORMATTING, AND CRITICAL
DISTINCTIONS FROM A TRADITIONAL RESUME. BY UNDERSTANDING HOW TO STRUCTURE EACH SECTION, FROM CONTACT
INFORMATION TO RESEARCH EXPERIENCE AND PUBLICATIONS, JOB SEEKERS CAN CREATE A COMPELLING DOCUMENT THAT
SIGNIFICANTLY ENHANCES THEIR CHANCES OF SECURING DESIRABLE POSITIONS. WE WILL DELVE INTO SPECIFIC EXAMPLES FOR
VARIOUS SECTIONS, OFFER BEST PRACTICES FOR TAILORING YOUR C\/, AND HIGHLIGHT COMMON PITFALLS TO AVOID, ENSURING
YOUR APPLICATION STANDS OUT IN A COMPETITIVE JOB MARKET.

o [UNDERSTANDING THE CURRICULUM VITAE: WHAT IT IS AND WHY |T MATTERS

EssSENTIAL SECTIONS OF A ProrFessioNAL CURRICULUM VITAE

CRAFTING EACH SECTION FOR MAXIMUM IMPACT

® FORMATTING YoUR CURRICULUM VITAE: BEST PRACTICES

TAILORING YOUR CURRICULUM VITAE FOR SPECIFIC JOB APPLICATIONS

CoMMoN CURRICULUM VITAE MISTAKES To AvoID

UNDERSTANDING THE CURRICULUM VITAE: WHAT IT Is AND WHY IT
MATTERS

A CURRICULUM VITAE, OFTEN ABBREVIATED AS CV, IS A COMPREHENSIVE DOCUMENT THAT PROVIDES AN IN-DEPTH OVERVIEW
OF AN INDIVIDUAL'S ACADEMIC AND PROFESSIONAL ACCOMPLISHMENTS. DERIVED FROM THE LATIN PHRASE MEANING *COURSE OF
LIFE,” A CV IS DISTINCT FROM A RESUME IN ITS SCOPE AND PURPOSE. WHILE A RESUME IS TYPICALLY A CONCISE, ONE-TO-
TWO-PAGE SUMMARY TAILORED FOR SPECIFIC JOB APPLICATIONS, A CV OFFERS A MUCH MORE EXTENSIVE AND DETAILED
ACCOUNT, OFTEN SPANNING SEVERAL PAGES, PARTICULARLY FOR THOSE WITH SIGNIFICANT ACADEMIC OR RESEARCH CAREERS.

THE PRIMARY IMPORTANCE OF A WELL-CRAFTED CV LIES IN ITS ABILITY TO PRESENT A COMPLETE PROFESSIONAL NARRATIVE.
FOR ROLES THAT REQUIRE EXTENSIVE BACKGROUND IN RESEARCH, TEACHING, SPECIALIZED SKILLS, OR INTERNATIONAL EXPERIENCE,
A CV ALLOWS APPLICANTS TO SHOWCASE THEIR FULL BREADTH OF QUALIFICATIONS. |T IS THE STANDARD DOCUMENT FOR
POSITIONS IN ACADEMIA, SCIENTIFIC RESEARCH, MEDICINE, EDUCATION, AND MANY POSITIONS OUTSIDE OF NORTH AMERICA.
UNDERSTANDING THE NUANCES OF CV WRITING IS PARAMOUNT FOR MAKING A STRONG IMPRESSION AND DEMONSTRATING YOUR
SUITABILITY FOR HIGHLY SPECIALIZED AND COMPETITIVE ROLES.

CV vs. ResuMe: Key DIFFERENCES

\W/HILE BOTH DOCUMENTS ARE USED FOR JOB APPLICATIONS, THE CURRICULUM VITAE AND RESUME SERVE DIFFERENT FUNCTIONS
AND ARE STRUCTURED DIFFERENTLY. RECOGNIZING THESE DISTINCTIONS IS FUNDAMENTAL TO CHOOSING AND PREPARING THE
CORRECT DOCUMENT FOR YOUR TARGET ROLE.

o LENGTH: A RESUME IS GENERALLY 1-2 PAGES, WHEREAS A CV CAN BE SEVERAL PAGES LONG, WITH NO STRICT UPPER
LIMIT, ESPECIALLY FOR EXPERIENCED PROFESSIONALS IN ACADEMIA OR RESEARCH.

o CONTENT Focus: A RESUME FOCUSES ON RELEVANT WORK EXPERIENCE AND SKILLS DIRECTLY PERTINENT TO A SPECIFIC
JOB OPENING. A CV, CONVERSELY, PROVIDES A COMPLETE ACADEMIC AND PROFESSIONAL HISTORY, INCLUDING



PUBLICATIONS, PRESENTATIONS, RESEARCH PROJECTS, GRANTS, AWARDS, AND TEACHING EXPERIENCE.

® PURPOSE: RESUMES ARE TYPICALLY USED FOR CORPORATE, PRIVATE-SECTOR JOBS IN THE U.S. anp CanabA. CVs ARE
STANDARD FOR ACADEMIC, SCIENTIFIC, MEDICAL, RESEARCH, AND INTERNATIONAL POSITIONS GLOBALLY.

o CUSTOMIZATION: RESUMES ARE HEAVILY CUSTOMIZED FOR EACH JOB APPLICATION, HIGHLIGHTING SPECIFIC KEY\WORDS

AND EXPERIENCES. WHILE A CV SHOULD STILL BE TAILORED TO EMPHASIZE RELEVANT SECTIONS, ITS CORE CONTENT
REMAINS LARGELY STATIC, WITH NEW ACCOMPLISHMENTS SIMPLY ADDED CHRONOLOGICALLY.

WHEN To Use A CURRICULUM VITAE

KNOWING WHEN TO SUBMIT A CURRICULUM VITAE VERSUS A RESUME IS CRUCIAL FOR A SUCCESSFUL JOB APPLICATION.
MISUNDERSTANDING THIS CAN LEAD TO YOUR APPLICATION BEING OVERLOOKED OR DEEMED INAPPROPRIATE. GENERALLY, ACVis
REQUIRED FOR THE FOLLOWING TYPES OF POSITIONS:

e ACADEMIC AND RESEARCH ROLES (PROFESSORS, RESEARCH SCIENTISTS, POSTDOCS, TEACHING ASSISTANTS)
® MEDICAL AND HEALTHCARE PROFESSIONS (DOCTORSI NURSES, SPECIALISTS)

" 1"
® INTERNATIONAL JOB APPLICATIONS, ESPECIALLY IN EUROPE, THE MIDDLE EAST, AFRICA, AND ASIA, WHERE “CV" IS
OFTEN THE GENERIC TERM FOR ANY JOB APPLICATION DOCUMENT.

® ROLES IN EDUCATION, PARTICULARLY AT HIGHER EDUCATION INSTITUTIONS.
® APPLICATIONS FOR GRANTS, FELLOWSHIPS, AND SCHOLARSHIPS.

® HIGHLY SPECIALIZED SCIENTIFIC OR TECHNICAL POSITIONS THAT REQUIRE A DETAILED ACCOUNT OF RESEARCH,
PUBLICATIONS, AND TECHNICAL SKILLS.

ESSENTIAL SECTIONS OF A ProFessIONAL CURRICULUM VITAE

A WELL-STRUCTURED CURRICULUM VITAE ORGANIZES YOUR EXTENSIVE PROFESSIONAL HISTORY INTO LOGICAL, EASY-TO-READ
SECTIONS. WHILE THE EXACT ORDER AND INCLUSION OF CERTAIN SECTIONS MIGHT VARY SLIGHTLY BASED ON YOUR FIELD AND
CAREER STAGE, THE FOLLOWING COMPONENTS ARE TYPICALLY CONSIDERED ESSENTIAL FOR A COMPREHENSIVE AND IMPACTFUL
CV.

CONTACT INFORMATION

THIS IS THE VERY FIRST SECTION AND MUST BE CLEAR, CONCISE, AND EASY TO FIND. IT ALLOWS PROSPECTIVE EMPLOYERS TO
REACH YOU DIRECTLY.

TYPICALLY INCLUDES:

® YOUR FULL NAME (OFTEN LARGER FONT OR BOLDED)

PROFESSIONAL EMAIL ADDRESS (ENSURE IT's APPROPRIATE)

PHONE NUMBER (\X/ITH COUNTRY CODE IF APPLYING INTERNATIONALLY)

o ProressIiONAL LINkeDIN PROFILE URL (OPTIONAL BUT RECOMMENDED)



* PERSONAL WEBSITE OR ONLINE PORTFOLIO URL (IF RELEVANT TO YOUR FIELD, E.G., FOR DESIGNERS, RESEARCHERS, OR
WRITERS)

PERSONAL STATEMENT OR PROFESSIONAL PROFILE/SUMMARY

\WHILE RESUMES OFTEN FEATURE AN “OBJECTIVE” OR “SUMMARY,” A CV MIGHT INCLUDE A BRIEF PERSONAL STATEMENT OR
PROFESSIONAL PROFILE. THIS IS AN OPTIONAL BUT HIGHLY RECOMMENDED SECTION THAT OFFERS A CONCISE OVERVIEW OF YOUR
CAREER GOALS, KEY QUALIFICATIONS, AND WHAT YOU BRING TO THE ROLE. |T SHOULD BE 3-5 SENTENCES LONG AND TAILORED
TO THE SPECIFIC JOB IF POSSIBLE.

EbucATION

THIS SECTION IS PARAMOUNT FOR A CV, AS ACADEMIC ACHIEVEMENTS OFTEN FORM THE BACKBONE OF THE DOCUMENT. LIST
DEGREES IN REVERSE CHRONOLOGICAL ORDER.

For EACH DEGREE, INCLUDE:

o DeGRee 0BTAINED (E.G., PH.D. IN BioLogY, M.Sc. IN COMPUTER SCIENCE)
o NAME OF INSTITUTION AND LOCATION

e GRADUATION DATE OR EXPECTED GRADUATION DATE

DISSERTATION OR THESIS TITLE (AND SUPERVISOR'S NAME, IF APPLICABLE)

® RELEVANT COURSEWORK, HONORS, AWARDS, OR DISTINCTIONS (E.G., MAGNA CuM LAUDE, DEAN'S LIST)

\X/ orKk EXPERIENCE / PROFESSIONAL HISTORY

DETAIL ALL RELEVANT PROFESSIONAL EXPERIENCE IN REVERSE CHRONOLOGICAL ORDER. UNLIKE A RESUME, WHICH MIGHT ONLY
LIST DIRECTLY RELEVANT ROLES, A CV CAN INCLUDE ALL SIGNIFICANT POSITIONS THAT DEMONSTRATE SKILLS AND
PROGRESSION.

For EACH POSITION, INCLUDE:

L4 JOB TITLE AND DEPARTMENT

e ORGANIZATION NAME AND LOCATION

e DATES OF EMPLOYMENT

o Kgy RESPONSIBILITIES, ACHIEVEMENTS, AND CONTRIBUTIONS, QUANTIFIED WHERE POSSIBLE (E.G., “MANAGED A TEAM OF

5 ReSEARCHERS,” “Securep $50,000 IN GRANT FUNDING,” “PUBLISHED 3 PEER-REVIEWED ARTICLES”). USE STRONG
ACTION VERBS.

ReseARCH EXPERIENCE

CRUCIAL FOR ACADEMIC AND SCIENTIFIC CV'S, THIS SECTION SHOULD DETAIL ALL YOUR RESEARCH INVOLVEMENT. THIS CAN BE
INTEGRATED INTO “\W/ ORK EXPERIENCE” OR STAND ALONE, DEPENDING ON ITS EXTENT.



INCLUDE:

® PROJECT TITLE AND BRIEF DESCRIPTION
® YOUR ROLE AND RESPONSIBILITIES

e KEY METHODOLOGIES USED

RESULTS AND CONTRIBUTIONS

DATES AND SUPERVISOR/PRINCIPAL INVESTIGATOR

PUBLICATIONS AND PRESENTATIONS

THIS SECTION IS A CORNERSTONE FOR ACADEMIC AND RESEARCH CV'S. LIST ALL PEER-REVIEWED ARTICLES, BOOK CHAPTERS,
CONFERENCE PAPERS, AND PRESENTATIONS.

ORGANIZE BY CATEGORY (E.G., PEER-REVIEWED JOURNAL ARTICLES, CONFERENCE PROCEEDINGS, POSTERS, INVITED TALKS) AND
LIST IN REVERSE CHRONOLOGICAL ORDER WITHIN EACH CATEGORY, USING A CONSISTENT CITATION STYLE (£.G., APA, MLA,
CHICAGO, V ANCOUVER).

SKILLS

A COMPREHENSIVE LIST OF YOUR RELEVANT SKILLS. THIS OFTEN INCLUDES:

o TECHNICAL SKILLS: PROGRAMMING LANGUAGES, SOFTW ARE PROFICIENCY (E.G., SPSS, MATLAB, AuToCAD, SPECIFIC
LAB EQUIPMENT), DATABASE MANAGEMENT.

o LANGUAGE SKILLS: LIST PROFICIENCY LEVELS (E.G., NATIVE, FLUENT, INTERMEDIATE, BASIC).

o SOFT SKILLS: (OPTIONALI CAN BE INTEGRATED INTO EXPERIENCE DESCRIPTIONS) PrROJECT MANAGEMENT, LEADERSHIP,
COMMUNICATION, PROBLEM-SOLVING.

AWARDS, GRANTS, AND FELLOWSHIPS

SHOWCASE ANY RECOGNITION FOR YOUR ACHIEVEMENTS. LIST THESE IN REVERSE CHRONOLOGICAL ORDER.

INCLUDE:

e NAME OF THE AWARD/GRANT/FELLOWSHIP
® |SSUING ORGANIZATION
o DATE RECEIVED

e MONETARY VALUE, IF APPLICABLE



TEACHING EXPERIENCE

IF APPLYING FOR ACADEMIC ROLES, THIS SECTION IS VITAL. DETAIL YOUR EXPERIENCE IN TEACHING, MENTORING, AND CURRICULUM
DEVELOPMENT.

INCLUDE:

e COURSE NAMES AND NUMBERS
® YOUR ROLE (E.G., INSTRUCTOR, TEACHING ASSISTANT, LECTURER)
® INSTITUTION AND DATES

 SPECIFIC RESPONSIBILITIES (E.G., DELIVERED LECTURES, DESIGNED CURRICULUM, GRADED ASSIGNMENTS, MENTORED
STUDENTS)

PROFESSIONAL AFFILIATIONS AND MEMBERSHIPS

LIST ANY RELEVANT PROFESSIONAL ORGANIZATIONS OR SOCIETIES YOU BELONG TO. THIS DEMONSTRATES YOUR COMMITMENT
TO YOUR FIELD.

REFERENCES

UNLIKE A RESUME, WHERE “REFERENCES AVAILABLE UPON REQUEST” IS COMMON, A CV MAY LIST REFERENCES DIRECTLY,
ESPECIALLY IN ACADEMIC CONTEXTS. IF YOU INCLUDE THEM, ENSURE YOU HAVE PERMISSION FROM YOUR REFERENCES. TYPICALLY,
THREE TO FIVE PROFESSIONAL REFERENCES (E.G., FORMER SUPERVISORS, PROFESSORS) ARE LISTED WITH THEIR FULL NAME, TITLE,
INSTITUTION, EMAIL, AND PHONE NUMBER. ALTERNATIVELY, STATE "REFERENCES AVAILABLE UPON REQUEST.H

CRrRAFTING EACH SECTION FOR MAXIMUM IMPACT

BEYOND SIMPLY LISTING INFORMATION, THE WAY YOU PRESENT EACH SECTION OF YOUR CURRICULUM VITAE SIGNIFICANTLY
INFLUENCES ITS IMPACT. STRATEGIC WORDING, QUANTIFIABLE ACHIEVEMENTS, AND CLEAR FORMATTING ARE KEY TO STANDING
OUT.

WRITING AN EFFECTIVE PERSONAL STATEMENT

Y OUR PERSONAL STATEMENT (OR PROFESSIONAL PEOFILE) IS YOUR ELEVATOR PITCH. |T SHOULD BE COMPELLING AND CONCISE,
ACTING AS A GATEWAY TO THE REST OF YOUR CV. FOCUS ON YOUR MOST IMPRESSIVE QUALIFICATIONS AND CAREER
ASPIRATIONS RELEVANT TO THE JOB. FOR INSTANCE, AN ACADEMIC APPLYING FOR A RESEARCH POSITION MIGHT WRITE: “HiGHLY
MOTIVATED AND RESULTS-ORIENTED PH.D. IN NEUROSCIENCE WITH EXTENSIVE EXPERIENCE IN NEUROIMAGING TECHNIQUES AND
STATISTICAL ANALYSIS. PROVEN ABILITY TO LEAD COMPLEX RESEARCH PROJECTS, PUBLISH IN TOP-TIER JOURNALS, AND SECURE
GRANT FUNDING, SEEKING TO CONTRIBUTE TO CUTTING-EDGE RESEARCH IN NEUROLOGICAL DISORDERS.”

SHoWCASING YoURr EbucATION CLEARLY

THE EDUCATION SECTION SHOULD HIGHLIGHT YOUR ACADEMIC RIGOR. FOR EACH DEGREE, GO BEYOND JUST THE TITLE AND
INSTITUTION. |F YOU HAD A SIGNIFICANT THESIS OR DISSERTATION, MENTION ITS TITLE AND PERHAPS A KEY FINDING. For
INSTANCE:

PH.D. IN OrGANIC CHEMISTRY, UNIVERSITY oF CamerIDGE, UK [ 2018



DisserTATION: “NOVEL SYNTHETIC PATHWAYS FOR SPIROCYCLIC OXINDOLES VIA PALLADIUM-CATALYZED CyCLiZATION”
(SuperviISOR: PrOF. E. THORNE)

M.5¢c. IN MepiCINAL CHEMISTRY, UNIVERSITY OF EDinURGH, UK /20174

ReLEVANT COURSEWORK: ADVANCED SPECTROSCOPIC METHODS, DRUG DESIGN AND DISCOVERY

INCLUDE ANY ACADEMIC HONORS OR SCHOLARSHIPS RECEIVED DURING YOUR STUDIES, AS THESE DEMONSTRATE EXCELLENCE.

DETAILING W/ ORK EXPERIENCE WITH ACHIEVEMENTS

DO NOT MERELY LIST DUTIES; DESCRIBE ACCOMPLISHMENTS. USE ACTION VERBS AND QUANTIFY RESULTS WHENEVER POSSIBLE.
INSTEAD OF SAYING “RESPONSIBLE FOR MANAGING PROJECTS,” WRITE “MANAGED THREE CONCURRENT RESEARCH PROJECTS

7/ 7/
DELIVERING ALL MILESTONES 159 AHEAD OF SCHEDULE.”

ConsIDErR USING THE CAR (CHALLENGE‘ACTION‘RESULT) METHOD TO STRUCTURE YOUR BULLET POINTS!

o CHALLENGE: FACED WITH DECLINING PARTICIPANT RETENTION RATES IN CLINICAL TRIALS.

® ACTION: IMPLEMENTED NEW PATIENT ENGAGEMENT STRATEGIES, INCLUDING PERSONALIZED FOLLOW-UP AND INCENTIVE
PROGRAMS.

® RESULT: INCREASED PARTICIPANT RETENTION BY 250/0 OVER A 6-MONTH PERIOD, ENSURING TIMELY COMPLETION OF
STUDY OBJECTIVES.

THIS APPROACH TRANSFORMS A SIMPLE TASK INTO A COMPELLING DEMONSTRATION OF YOUR IMPACT AND VALUE.

HIGHLIGHTING RELEVANT SKILLS

Y OUR SKILLS SECTION SHOULD BE A QUICK REFERENCE POINT FOR EMPLOYERS. CATEGORIZE YOUR SKILLS FOR CLARITY. FOR
EXAMPLE:

TECHNICAL SKILLS: Py THON (PANDAS, NUMPY, ScikiT-LEARN,), R (GGPLOTZ2, DPLYR), SQL, MickosorT OFFICE SUITE,
LasView, HPLC, MASS SPECTROMETRY

LABORATORY TECHNIQUES: CeLL CULTURE, PCR, WESTERN BLOTTING, ELISA, IMMUNOFLUORESCENCE

LANGUAGES: ENcLIsH (NATIVE), SpanisH (FLUENT), GERMAN (INTERMEDIATE)

ENSURE THE SKILLS LISTED ARE GENUINELY POSSESSED AND RELEVANT TO THE TYPES OF JOBS YOU ARE PURSUING.

FORMATTING YoUR CURRICULUM VITAE: BEST PRACTICES

THE PRESENTATION OF YOUR CURRICULUM VITAE IS ALMOST AS IMPORTANT AS ITS CONTENT. A CLEAN, PROFESSIONAL, AND
CONSISTENT FORMAT ENHANCES READABILITY AND LEAVES A POSITIVE IMPRESSION.

CHoosING THE RIGHT CV LAYouT

OPT FOR A CLEAN, PROFESSIONAL, AND EASY-TO-READ LAYOUT. AVOID OVERLY DECORATIVE TEMPLATES OR EXCESSIVE USE
OF COLORS, UNLESS YOU ARE IN A HIGHLY CREATIVE FIELD WHERE SUCH AESTHETICS ARE EXPECTED. A CHRONOLOGICAL

LAYOUT, LISTING EXPERIENCES FROM MOST RECENT TO OLDEST, IS THE MOST COMMON AND GENERALLY PREFERRED FORMAT FOR
C\/S, AS IT HIGHLIGHTS CAREER PROGRESSION. ENSURE CONSISTENT USE OF BOLDING, ITALICS, AND SPACING THROUGHOUT THE



DOCUMENT.

FONT, MARGINS, AND SPACING

SELECT A PROFESSIONAL AND LEGIBLE FONT SUCH AS ARIAL, CALIBRI, TIMES NEw ROMAN, OR GEORGIA. KEEP THE FONT SIZE
BETWEEN 10-12 POINTS FOR BODY TEXT AND 14-16 POINTS FOR YOUR NAME AND SECTION HEADINGS. USE STANDARD
MARGINS (TYPICALLY 1 INCH ON ALL SIDES) AND CONSISTENT LINE SPACING TO CREATE VISUAL BREATHING ROOM. BULLET
POINTS SHOULD BE USED EXTENSIVELY TO BREAK UP TEXT AND MAKE ACHIEVEMENTS SCANNABLE.

LENGTH CONSIDERATIONS

WHILE A CV DOES NOT HAVE A STRICT PAGE LIMIT LIKE A RESUME, IT SHOULD STILL BE AS CONCISE AS POSSIBLE WITHOUT
OMITTING IMPORTANT INFORMATION. FOR EARLY-CAREER PROFESSIONALS, 2-3 PAGES MIGHT SUFFICE. EXPERIENCED ACADEMICS
OR RESEARCHERS MIGHT HAVE CV'S EXTENDING TO 10 OR MORE PAGES. THE KEY IS THAT EVERY PIECE OF INFORMATION SHOULD
BE RELEVANT AND CONTRIBUTE TO PRESENTING YOU AS A STRONG CANDIDATE. AVOID PADDING WITH IRRELEVANT DETAILS.

TAILORING YOUR CURRICULUM VITAE FOR SPECIFIC JoB APPLICATIONS

EVEN THOUGH A CURRICULUM VITAE IS A COMPREHENSIVE DOCUMENT, STRATEGIC TAILORING FOR EACH SPECIFIC JOB
APPLICATION SIGNIFICANTLY INCREASES ITS EFFECTIVENESS. THIS DOESN'T MEAN REWRITING YOUR ENTIRE C\/, BUT RATHER
ADJUSTING EMPHASIS AND KEY\WORDS.

ANALYZING JoB DESCRIPTIONS

THOROUGHLY READ AND ANALYZE THE JOB DESCRIPTION FOR THE POSITION YOU ARE APPLYING FOR. IDENTIFY KEY
RESPONSIBILITIES, REQUIRED SKILLS, AND QUALIFICATIONS. PAY CLOSE ATTENTION TO KEYWORDS AND PHRASES USED BY THE
EMPLOYER. THESE INSIGHTS WILL GUIDE YOUR CUSTOMIZATION EFFORTS.

CusTtoMizING CONTENT AND KEYWORDS

ONCE YOU UNDERSTAND THE SPECIFIC REQUIREMENTS, SUBTLY ADJUST YOUR CV TO HIGHLIGHT THE MOST RELEVANT
EXPERIENCES AND SKILLS. THIS MIGHT INVOLVE:

* REORDERING SECTIONS: |F THE JOB EMPHASIZES RESEARCH, PLACE YOUR “RESEARCH EXPERIENCE” AND “PUBLICATIONS”
SECTIONS MORE PROMINENTLY, PERHAPS RIGHT AFTER EDUCATION.

® EMPHASIZING SPECIFIC BULLET POINTS: EXPAND ON ACHIEVEMENTS OR RESPONSIBILITIES THAT DIRECTLY ALIGN WITH THE
JOB/S DEMANDS. FOR EXAMPLE, IF LEADERSHIP IS A KEY REQUIREMENT, ELABORATE ON INSTANCES WHERE YOU LED A TEAM
OR PROJECT.

® |NTEGRATING KEYWORDS: NATURALLY WEAVE KEYWORDS FROM THE JOB DESCRIPTION INTO YOUR PERSONAL
STATEMENT, WORK EXPERIENCE DESCRIPTIONS, AND SKILLS SECTIONS. THIS IS CRUCIAL FOR PASSING THROUGH
APPLICANT TRACKING SYSTEMS (ATS) AND CATCHING THE EYE OF HIRING MANAGERS.

® HIGHLIGHTING SPECIFIC PROJECTS OR PUBLICATIONS: |F A PARTICULAR PROJECT OR PUBLICATION IS HIGHLY RELEVANT TO
THE ROLE, CONSIDER ADDING A BRIEF CONTEXT OR IMPACT STATEMENT TO DRAW ATTENTION TO IT.

W/HILE THE CORE CONTENT OF YOUR CV REMAINS STABLE, THESE STRATEGIC ADJUSTMENTS DEMONSTRATE TO THE EMPLOYER
THAT YOU HAVE CAREFULLY CONSIDERED THEIR NEEDS AND POSSESS THE PRECISE QUALIFICATIONS THEY ARE SEEKING.



CoMMoN CurricULUM VITAE MISTAKES TOo AvolID

EVEN THE MOST IMPRESSIVE PROFESSIONAL HISTORY CAN BE UNDERMINED BY COMMON MISTAKES IN CV PREPARATION. AVOIDING
THESE PITFALLS IS ESSENTIAL FOR PRESENTING A POLISHED AND PROFESSIONAL DOCUMENT.

Typos AND GRAMMATICAL ERRORS

THIS IS PERHAPS THE MOST CRITICAL MISTAKE. A CV RIDDLED WITH ERRORS CONVEYS CARELESSNESS, A LACK OF ATTENTION
TO DETAIL, AND POOR COMMUNICATION SKILLS. ALWAYS PROOFREAD YOUR CV MULTIPLE TIMES. ASK A TRUSTED COLLEAGUE
OR MENTOR TO REVIEW IT AS WELL, AS A FRESH PAIR OF EYES CAN SPOT ERRORS YOU'VE OVERLOOKED. TOOLS LIKE
GRAMMARLY CAN ALSO BE HELPFUL, BUT THEY SHOULD NOT REPLACE HUMAN REVIEW.

IRRELEVANT INFORMATION

WHILE A CV IS COMPREHENSIVE, IT SHOULD STILL BE RELEVANT TO YOUR PROFESSIONAL ASPIRATIONS. AVOID INCLUDING
HOBBIES OR PERSONAL DETAILS THAT DO NOT CONTRIBUTE TO YOUR PROFESSIONAL IMAGE UNLESS THEY DEMONSTRATE HIGHLY
TRANSFERABLE SKILLS (E.G., LEADERSHIP IN A VOLUNTEER ORGANIZATION). SIMILAELY, EARLY HIGH SCHOOL ACHIEVEMENTS OR
VERY OLD, UNRELATED WORK EXPERIENCES MIGHT BE REMOVED OR SIGNIFICANTLY CONDENSED ONCE YOU HAVE MORE
SUBSTANTIAL PROFESSIONAL HISTORY.

Poor FORMATTING

INCONSISTENT FORMATTING, CROWDED TEXT, UNUSUAL FONTS, OR AN ILLOGICAL FLOW MAKE YOUR CV DIFFICULT TO READ
AND FRUSTRATING FOR RECRUITERS. ENSURE UNIFORM SPACING, CONSISTENT USE OF BOLDING/ITALICS/ AND CLEAR SECTION
HEADINGS. A MESSY CV SUGGESTS A LACK OF ORGANIZATIONAL SKILLS AND PROFESSIONALISM.

LAck oF QUANTIFIABLE ACHIEVEMENTS

SIMPLY LISTING DUTIES DOES NOT IMPRESS. EMPLOYERS WANT TO KNOW THE IMPACT YOU MADE. FAILING TO QUANTIFY YOUR
ACHIEVEMENTS (E.G., “IMPROVED EFFICIENCY BY X%, “MANAGED A BUDGET OF $Y”, “SUPERVISED Z NUMBER OF PEOPLE”) IS A
MISSED OPPORTUNITY TO DEMONSTRATE YOUR VALUE AND EFFECTIVENESS.

OUTDATED INFORMATION

ENSURE ALL INFORMATION, ESPECIALLY CONTACT DETAILS, IS CURRENT. REMOVE ANY OUTDATED INFORMATION THAT NO LONGER
SERVES TO ENHANCE YOUR APPLICATION. KEEP YOUR CV AS UP-TO-DATE AS POSSIBLE BY ADDING NEW PUBLICATIONS,
AW ARDS, AND EXPERIENCES AS THEY OCCUR.

INCORRECT FILE FORMAT

ALWAYS SAVE AND SUBMIT YOUR CV IN THE REQUESTED FORMAT, WHICH IS MOST COMMONLY PDF. THIS PRESERVES YOUR
FORMATTING ACROSS DIFFERENT SYSTEMS. AVOID SENDING EDITABLE DOCUMENT FORMATS LIKE .DOC OR .DOCX UNLESS
SPECIFICALLY INSTRUCTED TO DO SO, AS THEY CAN RENDER DIFFERENTLY ON VARIOUS COMPUTERS.

BY METICULOUSLY ADDRESSING THESE POTENTIAL PITFALLS, YOU CAN SIGNIFICANTLY ENHANCE THE PROFESSIONALISM AND
EFFECTIVENESS OF YOUR CURRICULUM VITAE, PAVING THE WAY FOR MORE SUCCESSFUL JOB APPLICATIONS.



Q: WHAT IS THE MAIN DIFFERENCE BETWEEN A CV AND A RESUME?

A: THE PRIMARY DIFFERENCE LIES IN LENGTH AND CONTENT. A RESUME IS TYPICALLY 1-2 PAGES, CONCISE, AND HIGHLY TAILORED
TO A SPECIFIC JOB, FOCUSING ON RELEVANT SKILLS AND EXPERIENCE. A C\/, ON THE OTHER HAND, IS A COMPREHENSIVE, MULTI-
PAGE DOCUMENT THAT PROVIDES AN IN-DEPTH ACCOUNT OF YOUR ENTIRE ACADEMIC AND PROFESSIONAL HISTORY, INCLUDING
PUBLICATIONS, RESEARCH, PRESENTATIONS, GRANTS, AND AW ARDS, TYPICALLY USED FOR ACADEMIC, SCIENTIFIC, MEDICAL, OR
INTERNATIONAL ROLES.

Q: How LONG SHOULD A CURRICULUM VITAE BE?

A: UNLIKE A RESUME, A CV DOES NOT HAVE A STRICT PAGE LIMIT. FOR EARLY-CAREER PROFESSIONALS, A CV MIGHT BE 2-3
PAGES. FOR SEASONED ACADEMICS, RESEARCHERS, OR MEDICAL PROFESSIONALS WITH EXTENSIVE PUBLICATIONS, GRANTS, AND
EXPERIENCE, A CV CAN EASILY EXTEND TO 5- 10 PAGES OR EVEN MORE. THE KEY IS TO INCLUDE ALL RELEVANT INFORMATION
WITHOUT UNNECESSARY PADDING, ENSURING EVERYTHING CONTRIBUTES TO YOUR PROFESSIONAL PROFILE.

Q: WHAT ARE THE ESSENTIAL SECTIONS TO INCLUDE IN A PROFESSIONAL CV?

A: ESSENTIAL SECTIONS TYPICALLY INCLUDE CONTACT INFORMATION, PERSONAL STATEMENT/PROFESSIONAL PROFILE,
EDUCATION, W ORK EXPERIENCE/PROFESSIONAL HISTORY, RESEARCH EXPERIENCE, PUBLICATIONS, PRESENTATIONS, SKILLS,
AwARDS/GRANTS/FELLOWSHIPS, TEACHING EXPERIENCE (IF APPLICABLE), PROFESSIONAL AFFILIATIONS, AND ReFERENCES (OR
A STATEMENT THAT THEY ARE AVAILABLE UPON REQUEST).

Q: SHouLD | TAILOR MY CV FOR EACH JOB APPLICATION?

A: YES/ WHILE THE CORE CONTENT OF YOUR CV REMAINS LARGELY CONSISTENT, IT IS HIGHLY RECOMMENDED TO TAILOR IT FOR
EACH SPECIFIC JOB APPLICATION. THIS INVOLVES CAREFULLY READING THE JOB DESCRIPTION, IDENTIFYING KEY REQUIREMENTS AND
KEY\WORDS, AND THEN STRATEGICALLY HIGHLIGHTING OR EMPHASIZING THE MOST RELEVANT SECTIONS, EXPERIENCES, AND SKILLS
IN YOUR CV TO DEMONSTRATE A STRONG FIT FOR THE ROLE.

Q: IS IT OKAY TO INCLUDE PERSONAL INTERESTS OR HOBBIES ON A CV?

A: GENERALLY/ IT'S BEST TO EXCLUDE PERSONAL INTERESTS OR HOBBIES UNLESS THEY ARE DIRECTLY RELEVANT TO THE JOB OR
DEMONSTRATE HIGHLY TRANSFERABLE SKILLS (E.G./ LEADERSHIP IN A VOLUNTEER CAPACITY, PROFICIENCY IN A LANGUAGE
RELEVANT TO THE ROLE). FOR ACADEMIC OR SCIENTIFIC C\/S, THE FOCUS SHOULD REMAIN STRICTLY ON PROFESSIONAL AND
ACADEMIC ACHIEVEMENTS. PERSONAL INTERESTS CAN TAKE UP VALUABLE SPACE THAT COULD BE USED FOR MORE IMPACTFUL
INFORMATION.

Q: How IMPORTANT ARE PUBLICATIONS AND PRESENTATIONS ON A CV?

A: For ACADEMIC, SCIENTIFIC, AND RESEARCH-FOCUSED POSITIONS, PUBLICATIONS AND PRESENTATIONS ARE CRITICALLY
IMPORTANT. THEY ARE OFTEN CONSIDERED KEY INDICATORS OF AN APPLICANT’'S CONTRIBUTIONS TO THEIR FIELD, RESEARCH
PRODUCTIVITY, AND ABILITY TO COMMUNICATE FINDINGS. THIS SECTION SHOULD BE METICULOUSLY ORGANIZED, IDEALLY
CATEGORIZING ENTRIES AND USING A CONSISTENT CITATION STYLE, LISTED IN REVERSE CHRONOLOGICAL ORDER.

Q: WHAT sHouLD | bo ABOUT REFERENCES ON MY CV?

A: IN ACADEMIC AND RESEARCH CVS/ IT IS COMMON TO LIST REFERENCES DIRECTLY WITH THEIR FULL CONTACT INFORMATION.
TYPICALLY, THREE TO FIVE PROFESSIONAL REFERENCES (E.G./ FORMER SUPERVISORS, PROFESSORS) ARE INCLUDED. ALWAYS
SECURE PERMISSION FROM YOUR REFERENCES BEFORE LISTING THEIR DETAILS. ALTERNATIVELY, YOU CAN STATE “REFERENCES
AVAILABLE UPON REQUEST” AT THE END OF YOUR C\/, SIMILAR TO A RESUME, ESPECIALLY IF YOU PREFER TO PROVIDE



REFERENCES LATER IN THE APPLICATION PROCESS.
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