
 
 

  
  

 
 
CV stands for “Curriculum Vitae” and it is Latin for “course of one’s life.” The aim of a CV is to identify 

your detailed background and qualifications. You might need to create one for applications to 

Graduate School, Professional Presentations and Conference, Applications for Academic Jobs, or 

Research Project Inquires. The CV is much longer than a resume and includes information about 

education, research, professional experience and presentations. Here are some guidelines to follow.  

 
5 Cs of CV – Aim to make your CV: 
 

¡ Clear: Well-organized and logical 

¡ Concise: Relevant and necessary 

¡ Complete: Includes all aspects of your professional life in relation to your job search 

¡ Consistent: Doesn’t mix styles or fonts 

¡ Current: Up-to-date and inclusive of current positions 

 
 
Formatting Guidelines 
 

q Font: Times New Roman throughout 

q Print on A4 regular white paper 

q Font Size: 12pt 

q Margins: 1” all around 

q Include page numbers and Full name on 

every page 

q No graphics and usually, no photo of self 

q Use bold and CAPS sparingly to highlight 

key areas 

q Avoid underlining words 

q Single-sided

 
Sections: A CV has many sections that you might include. Here are the general guidelines; but make  

sure you follow the requirements of your discipline.  
 
Always Include: 

v Education (usually list first) 

v Honors and Awards 

v Professional Experience 

v Publications and Presentations 

v Extracurricular and Volunteer Activities 

v Professional Affiliations 

Optional: (Depending on Discipline) 

v Objective 

v Certifications and Licenses 

v Professional Activities 

v Research 

v Skills 
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Language Guidelines 
 

1. Wordiness - Avoid excessive use of words! 
• Do no repeat your ideas 
• Avoid using the same word twice in one sentence 
• When revising, try to simplify the idea 
• Keep the most important words only 

 
2. Vagueness - The more descriptive your language, the better! 

• Avoid vague words like “ you, different, stuff, everything, we, something, our, thing, 
and certain. 

• Avoid verbs like “complete, do, is, appreciate, create, experience, feel, understand, 
know, and participate in. 

 
3. Objectivity - Use a formal tone and remove biased opinion! 

• Avoid putting your own feelings and beliefs into the CV 
• Do NOT criticize the company or your boss 
• Remain professional when identifying your critiques 
• Be respectful! 

 
4. Gapping - Instead of using complete sentences, use phrases to conserve space 

• Incorrect: “I taught composition for four years, during which time I planned classes and 
activities, graded papers, and constructed exams. And I held conferences.  

 
• Correct: Composition Instructor 

  Planned class activities; Graded all assignments; Held regular conferences with students 
 

5. Parallelism - Use a pattern of words to show that each description has the same level of 
importance.  

• Incorrect: Mary likes hiking, to swim and bicycle rides.  
 

• Correct: Mary likes hiking, swimming and biking OR Mary likes to hike, swim, and ride 
a bike. 

 
 
Content Guidelines 
 

ü Make sure to include your list of accomplishments instead of just your responsibilities 
 

ü Do not pad the CV to make it longer. If you taught one course four times, do not list each one 
as a separate CV line. 

 
ü Tailor the CV for the specific jobs you seek – do not include all experiences if they do not fit. 

 
ü Don’t feel that you need to explain every minute detail of your experience.  

 
ü Do mention the skills you’ve learned from other positions that you might bring to this new one. 

 
ü Do have your professors, friends and the Writing Center look over your content and formatting 

before sending it out. 


