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Curriculum Vitae - CV

Resumes vs. CVs

In the United States, employers request that you submit a resume as part of your job application. When you are
applying for certain graduate programs or academic/research positions, submitting a grant application, or
applying for positions in certain countries outside of the US, you will often be asked to submita CV or a
Curriculum Vitae. This document is a detailed and structured list of your professional experiences as well as your

academic and professional credentials.

What are the major differences?

Resume
Length:
Resumes are typically 1-2 pages, with extraneous details
eliminated. Most employers do not want to read about
every activity you have participated, but they do want to
understand how your experiences connect to the specific
position. If you had 20 seconds to tell an employer
about yourself, what would you highlight?

Structure & Flexibility:
Resumes usually include bullet point skills statements
under each position/experience.

Personal Information:

In the United States, it is illegal to include personal
information like nationality, date of birth, and marital
status in your application materials due to the Equal
Employment Opportunity Act, which protects
employees from discrimination in hiring. Do not include
this information, as it may result in an employer
returning your resume to you and not being able to
evaluate you as a candidate.

Curriculum Vitae
Length:
A CV can be as long as necessary to fully document your
career experiences and provide depth to showcase your
qualifications (typically 3-8 pages). Depending on your
field of specialization, institutions may require
comprehensive or abbreviated CVs. Research the
particular conventions in your field.

Structure & Flexibility:
For CVs, you may use bullet points or short paragraphs
using skills statements.

Personal Information:

CVs used for positions outside of the United States can
include personal information such as a photograph,
nationality, date of birth, sex, marital status, number of
children, and/or personal interests like hobbies. Check
with your contacts at the organization and in the country
to determine which of these you are expected to include.
These components are not necessary for CVs used for
grants or academic/research positions.

Note: Terminologies can be a bit confusing, so when applying for positions overseas, always speak to the human
resources department or company recruiter to find out what style document they prefer to receive and the desired
length. A CV in countries such as Britain, Canada, and Australia looks more like a 1-2-page US resume, while a CV
in continental Europe, South America, and other countries is expected to be longer and more detailed.
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CoMMON CV SECTIONS FOR GRADUATE PROGRAMS &
ACADEMIC/RESEARCH POSITIONS

Heading: Name & Contact Information
[ Use a larger font for your name

Include full name, mailing address, phone, and
professional e-mail (remove the hyperlink)

L

[=  Spell out abbreviations (e.g. St.= Street), with the
exception of states
L
L

Include both local and permanent address if
moving during application process

Include your name and a page number in the
heading of every page of your document.

Competencies/Expertise/SKills

l= Include language, technical, and/or laboratory
skills, and consider your proficiency in each

Education

L= Include colleges attended for more than one year,
as well as study abroad programs and relevant
coursework

l= List university name, degree, majors, minors,
graduation date, and GPA (if above 3.0)

L= Include title and brief description of dissertation
or thesis, including your findings and the names

of your advisor, committee members, and
completion date

Teaching/Research Experience
[ Research assistantships and experiences

[ Student advising, courses taught, including guest
lectures, trainings, seminars, and workshops,
teaching assistantships

Work Experience

[= Jobs and internships, graduate fieldwork, graduate
practicum or internship

Publications and Presentations

[ Presentations: Conference and poster
presentations, scholarly presentations, including
date, location, and names of co-presenters

I Publications: Authored and co-authored works,
professional papers, articles, conference papers,
reviews — include proper citations for these

Service and Engagement

I Academic Service/Leadership: Departmental or
university committees, groups or task forces,
faculty or student leadership or governance



COMMON CV SECTIONS FOR JoBS OUTSIDE THE UNITED STATES

Heading: Name & Contact Information
L= Use a larger font for your name

L= Include full name, mailing address, phone,
and professional e-mail (remove the
hyperlink)

[= Spell out abbreviations (e.g. St.= Street), with
the exception of states

l= Include both local and permanent address if
moving during application process

L= Include your name and a page number in the
heading of every page of your document.

Personal Information

[ This may include nationality, citizenship
status, date of birth, sex, marital status, # of
children, hobbies/interests, a photo — check
with local contacts to find out what should be
listed, as they may vary country to country

Summary of Qualifications and Skills

L= Set of bullet points that succinctly highlight
skills/experience directly related to position

l= Include personal qualities that demonstrate
international awareness, adaptability, reliability

Education

L= Include high school and colleges attended for
more than one year, study abroad programs

L List names of institutions



Tips for Electronic Documents
Many companies and organizations accept CVs electronically and use scanning software to collect information from
the document first. When emailing a CV to a potential employer use these cautionary tips:

Follow the instructions you are given for submitting your document




Action Words

Action verbs help you get to the point quickly and creatively and communicate your assets, experiences and
accomplishments effectively.

Communication
People Skills
Addressed
Advertised
Arbitrated
Arranged
Articulated
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Samples to Guide You
As mentioned earlier, there is no “right” or “wrong” way to craft a CV and the examples included in this handout
are only two of the various examples available.

CV for international opportunity:

Peter H. Piper
Telephone: 651.523.5232
Email: ppiper0O1l@hamline.edu
Nationality: American
Date of Birth: 1 January 1996
Status: Single

OBJECTIVE

To obtain a Santiago-based summer internship with Youth International.

SUMMARY OF QUALIFICATIONS & SKILLS

Advanced Spanish proficiency

Background in working with diverse groups of youth and adults in a variety of settings
Proven leadership, management, customer service and communications skills
Commitment to diversity and youth development

EDUCATION

Hamline University, St. Paul, MN, Sept 2013-May 2017
Bachelor of Arts in Psychology, Minor: Spanish | GPA 3.8, Dean’s List Fall 2013

My coursework has included a series of introductory and intermediate level psychology courses including General
Psychology, Lifespan Development, Abnormal Psychology, Psychology of Adjustment, and Multicultural
Perspectives in Psychology. | have also taken Introductory through Advanced Spanish courses. In addition, | have
taken a variety of other courses in the Humanities, Fine Arts and Social Sciences to complete Hamline’s Liberal Arts
curriculum requirements.

Hamline University, Mexico Semester, Guanajuato, Mexico, Fall 2014

Over the course of 4 months, | engaged in intensive language immersion while directly enrolled in classes with
Mexican students and professors, studying Mexico’s history, traditions, politics, and religion. I also lived with a
Mexican family and actively participated in their daily activities. In addition, | regularly traveled around the region to
learn about the country outside of the urban landscape.

Mounds View High School, Arden Hills, MN, Sept 2009- June 2013

| graduated in the top 10" percentile of my high school class. | was also inducted into the National Honor Society. |

was active in student athletics and government by playing on the men’s tennis team and serving as a class
representative on the student council.

TEACHING AND ADVISING EXPERIENCE

Resident Advisor, August 2016 — May 2017
Residential Life, Hamline University, St. Paul, MN

I unified 20 culturally diverse first-year residents through the development and implementation of social, academic,
recreational, and cultural activities






CV for Graduate Program Application:

PIPER M PETERSON

1536 Hewitt Avenue, Saint Paul, MN 55104-1284
651-523-1234 | ppeterson@hamline.edu

SUMMARY OF QUALIFICATIONS
Recent graduate of Biology program at liberal arts university
Obtained research and lab experience through internships and jobs in the field
Proficient in a variety of laboratory and scientific research techniques
Passionate about wildlife, population ecology, and animal physiology

EDUCATION



Piper M. Peterson

PUBLICATIONS/PRESENTATIONS
Presentation,” Predaceous Vertebrates of the



