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WRITING AN EFFECTIVE CURRICULUM VITAE (CV)
WHAT IS A CV?
· In the United States, a curriculum vitae (CV) is used mainly when applying for academic, education, scientific or research positions. It is also commonly used when applying for scholarships, fellowships, and grants. 
· A CV is a summary of your educational and academic background as well as teaching and research experience, publications, presentations, awards, honors, and affiliations.  

· International employers often expect to read a CV and not a resume.  Note that the types of personal information sometimes asked for on a curriculum vitae usually would not be included on an American resume, such as date of birth, nationality and place of birth. 
· A CV tends to be longer than a resume (two or more pages) and is a more detailed synopsis of your overall background and skills.
FORMAT & STYLE

· Make sure your contact information is at the top of your CV and is current and correct.  Put your full name on every page.  For international CV’s, be sure to include the country code before your U.S. telephone number.
· Be consistent.  Do not mix styles or fonts.
· Font size should be no larger than 12 and no smaller than 10.
· List work experience in reverse chronological order and include relevant position details, work requirements, and relevant dates.
· Be detailed.  Like a resume, most CV’s are at least one to two pages for college or graduate students and longer for doctoral students and professionals.
· Check your CV carefully for mistakes and typographical errors.  The CV must be error free.  
HOW TO GET STARTED
· Start by making a complete list of all your background information and experience; then organize the information into categories.
· If you already have a resume, start by trying to elaborate and give more details about your work and related experience.    
· Similar to a resume, you may need different versions of your CV in order to be relevant to different work positions or schools to which you are applying.  Make sure you are concise, relevant, consistent, and most of all complete.
· A CV can include many different areas which are not often used in a standard resume.  After you have made a list of your experience refer to the next section on how to begin to compile this information and present it in the most logical way.   
ELEMENTS OF A CV
The following is a possible list of the sections that a CV can include: 
· Personal Information:  Include all information needed for you to be contacted such as your name, address, phone number(s), and e-mail.      

· Academic Background:  List your most recent education first.  Include degrees, majors, institutions attended, and the date(s) of completion or expected completion.  List any minors and honors received.   You may also include your GPA.

· Related Coursework:  Include relevant courses that demonstrate more about your specific education in your academic field of study.
· Academic Awards:  Be sure to include all academic awards.  These can include scholarships, fellowships, and grants.

· Professional Experience:  On a CV this section can be divided into sub-sections.  These could include: related work experience, research experience, and/or teaching experience.  In this section remember to use reverse chronological order.
· Internships:  Like the professional experience portion of your CV, it is important to put relevant internships or apprenticeships in a CV.  Be sure to include duties and responsibilities to show how you gained experience through this type of experience.

· Leadership/Academic Service:  Include all leaderships positions held, such as a class officer and club president/vice president.  In this section it can be appropriate to include any volunteer or community service activities as well.    

· Publications:  This section can be titled several different ways depending on your experience.  Because most college students or recent graduates may not have written or published articles and books, this section could be titled Papers and Publications or Programs and Workshops.  This section can also include a work in progress such as a publication, research project, or related planning of an event.

· Teaching and Research Interests:  If you are preparing a CV for an academic teaching position, it is important to list areas you are qualified to teach.  This can also include areas of interest to research or teach in the future.

· Memberships:  List all professional groups and affiliations with which you are associated.  Include any offices held within these organizations as well.
· Computer Skills:  List computer skills if it is relevant for the position which you are applying.

· Languages:  List all languages you can read and speak and be sure to note those to which you are fluent.

· References:  It is most typical in this section to say that your references are “Available upon request”.   
CDO RESOURCES & WEB SITE
· How to Prepare Your Curriculum Vitae
· Best Resumes and CV’s
· The Global Resume and CV Guide
· http://www.cvtips.com/
For other tips & questions contact the CDO at x-6191 or visit the CDO Website at www.goucher.edu/cdo
