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What is a CV?

Curriculum Vitae = “course of life”

- an overview of your life's accomplishment

(academic accomplishments)

- A detailed listing of your educational achievements,
publications, presentations, professional activities
and honors

Marketing Tool – must be tailored for the job



CVs for International
Students

CV vs Résumé
CV Résumé

Purpose Full history of
academic credentials:
teaching, research,
awards, & service

Brief snapshot of skills
and experience that
shows your ability to
perform the job you
seek

Length No limit,
often very long

Usually 1 page

2 pages at most
Occasion Applying for Academic

Positions
Applying for all other
jobs
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Age
Marital Status
Contact Information
Number of dependents
Spouse’s occupation
Health Condition
Current Photograph
Exhaustive list of Publications

Passport number
Relevant job experience
Education
Hobbies
Ethnicity
List of awards
Religion
List of References

Group Exercise (groups of two)

In the US which of the following is found in a CV?
In a Resume? In Both? Neither?
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• Be consistent
• Do not mix formatting styles, fonts
• Define abbreviations/acronyms
• Do not list items twice to pad your CV
• Keep it current
• Use past tense, short phrases, action verbs,

little punctuation, and bullets
• List content in reverse chronological order
• Label each page with number and name
• No need to label it “Curriculum Vitae”

General Format
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• Identifying Information
• Educational Background
• Research/Teaching Experience
• Publications
• Presentations
• Honors/Fellowships/Awards
• Skills/Languages
• Professional/Organization Memberships
• Related Experience/Outreach
• References

Common Categories
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• Name, address, phone number (including mobile
number), email (departmental and home)

• Name: 1-2 font sizes bigger than the rest, so it
stands out

• URL with more complete information posted

251 Nieuwland Science Hall
University of Notre Dame

Notre Dame, IN 46556
Phone: (574) 631-2861
e-mail: jrood@nd.edu

4228 Irish Hills Drive
Apartment 3A

South Bend, IN 46614
Phone: (574) 231-1045

Cell: (607) 237-5869

Jeffrey A. Rood

Identifying Information
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Educational Background
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• List advisor or faculty leading the project
• In 1-3 bullets/phrases, describe the research and

your role in it.

Research Experience
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• List name and location of the institution where
you taught, your title, dates

• Describe the course and your role in teaching it
(formulated, assisted, devised syllabus, lectured,
administered grades); 1-3 bullets/phrases

Teaching Experience
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• Bibliographic citations of articles, monographs,
research, chapters in books, etc. that have already
been published

• If you only have one publication, you might want to
create a section called “publications and
presentations”

• Bold your name so your place in the authorship list
is easy see

Publications
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Presentations

• Describe the paper/talk with title, name of
conference, dates, location

• Important - distinguish between invited
presentations and others
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• List all fellowships, scholarships, grants,
teaching, or research awards with the name of
the related institution and dates

• Describe unfamiliar awards
• Provide details about funding/prestige

Honors/Fellowships/Awards
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Skills or Languages

• List any skills or languages that are
particularly important in your field

• Skills: interpersonal, leadership,
organizational, analytical, computer/software

• Include context of where you have used skills
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Related Professional Experience

• Other experiences
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Professional Memberships

• List organizations to which you belong
(indicates enthusiasm for field of study and
good citizenship)
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References

• List at end of CV
• 3-5 references: name, title, institution,

location, telephone, email
• Make sure to ask faculty to be references.

Tell them as much as possible about why you
want the job.



Other common categories
Areas of Expertise/Concentration
Teaching Experience
Language Competency
Administrative Experience
Departmental Leadership
Internships
Work Submitted/Work in Progress
Assistantships
Committee and Service Work
Publications
Professional Papers

Academic Training
Leadership and Activities
Education
Scholarly Presentations
Professional Studies
Workshops/Conventions
Thesis/Dissertation
Conference Leadership
Professional Competencies
Grants
Distinctions
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Tips:

Do not list items more than once
Do not include:

Awards from high school
Personal information or a Photograph
GPA or TOEFL scores
Transcripts

Make sure contact information is up-to-date and professional
Have two native-English speakers read you CV

Make an appointment with Justus or Larry
And someone in your field


