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Many job seekers will question at times whether a traditional resume or a CV (Curriculum Vitae) is needed for their job 

search.  While some employers use the two terms interchangeably, here’s a quick explanation of the differences: 

 

WHEN TO USE A CURRICULUM VITAE 
 When the company specifically requests one 

 When applying for positions outside of the United States 

 When applying for academic, scientific, medical, or research positions 

 When applying for fellowships or grants 

 
WHAT TO INCLUDE 

 Contact information - avoid personal details if applying for positions within the U.S. 

 Education - degrees, names of institutions, and dates attended in reverse-chronological order 

 Awards / honors - may include Dean’s List and other academic or employment-related awards 

 Scholarships - list all scholarships received (can instead be included as part of Honors category) 

 Grants / fellowships / assistantships - list all received (can also be included as part of Experience category) 

 Study abroad – include name of school, location, dates, and coursework / area of study 

 Dissertations / theses - include title, brief description, and the name of your advisor for each 

 Research experience - include a description of the research, plus where you worked, when, and with whom 

 Graduate fieldwork – include a description of the experience, location, and dates 

 Work experience / employment history - reverse chronological order; include achievements and responsibilities 

 Teaching experience - include the school, course name, and semester; may also include tutoring experience 

 Skills - technical, job-specific, laboratory, language, etc. 

 Publications - any you have written, co-written, or contributed to; include necessary bibliographic information 

 Presentations / lectures - list the name of the paper, the conference name and location, and the date 

 Memberships - list any professional associations to which you belong; specify titles such as Board Member 

 Extracurricular Activities - any volunteer or service work you have done; clubs / organizations you belong to 

 Training / certifications - include those that are relevant to your field of study or targeted occupation 

Curriculum Vitae (CV) 
Description and Sample Format 

Resumes are usually concise (often not longer than 

a page), and are designed to get the reader’s 

attention quickly, so that they stand out from the 

competition.  It’s not unusual to modify a resume to 

fit a specific need at a company; usually the job 

description will give the candidate an idea of the skills 

and qualities to focus on.   
 

CVs are typically much more in-depth, and contain a 

high level of detail about the candidate’s background 

including education, publications, presentations, 

awards, etc.  As the CV generally provides a full and 

complete record of the candidate’s career history, 

there is not a concern about keeping it to a certain 

length; many go well beyond two pages. 
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WHAT NOT TO INCLUDE 
 A photo 

 Salary history 

 The reason you left your last employer 

 References (unless otherwise specified, these should be formatted as a separate document) 

 
TIPS FOR GETTING STARTED 

 Make sure your format is clear, professional, and consistent 

 Decide on the structure of your document before getting started 

 Try to establish a “theme” to your CV, making it relevant to a particular field or occupation 

 Using bullet points, rather than paragraphs, can make it an easier document to read 

 Do not use ornate fonts that are difficult to read (a simple one like Times New Roman or Calibri is best) 

 Font size should be between 10 and 12 points, although your name and section headings can be a bit bigger) 

 Check spelling, grammar, verb tenses, and consistency of formatting before sending it out 

 
SAMPLE 
 

       


