CURRICULUM VITAE (CV) WRITING

A curriculum vitae or CV is a comprehensive biographical FORMAT AND STYLE
statement (usually 3+ pages) that emphasizes qualifications/
activities and is organized so most relevant areas stand out: It
should be clear, concise and consistent. Unless a CV is requested,
send a resume.

WHEN WILL I USE A CV?

Other cultures often expect a CV, but the expectations vary greatly.
Please research CV writing tips and strategies for other countries as

— See style and layout (margins, font size, etc) suggestions in
Resume Tip Sheet.

— Your name and page number should appear on each page.

— Do not include religion, race, ethnic background, photo, marital
status, dependents, sex, age, height, weight.

OUTSIDE READERS/CRITICS

they will differ from the tips provided here. The following people should review your CV before you send it out:
In the United States, a CV is often used in higher education inthe ~ — Professional who knows you well enough to spot any significant
following ways: information you may have omitted

— Professional who does not know you well (important choice
since most of your readers will fall into this category)

— Hiring personnel officer you know

— Career Planning and Development staff member

— To focus on academic pursuits, omitting material not directly
related to educational background/achievement.

— To address faculty roles such as teaching: courses taught/
developed, research, service, professional memberships and

presentations. SUGGESTED CV TOPICS

— To seek teaching or research positions. — Education — Conference Presentations
You may also use a CV for these activities: — Professional Studies — Convention Addresses

— Thesis — Workshop Presentations
— Locate or change positions — Master’s Project — Conference Participation
— Update personnel records — Comprehensive Areas — Conference Leadership
— Respond to public announcements — Dissertation Title — Memberships / Affiliations
— Re-enter the labor market — Professional Competencies — Professional Organizations
— Develop a biography — Professional Highlights — Professional Certifications
You may use a CV in the following ways: — Course Highlights — Licensure

— Areas of Knowledge — Special Training
— Grant proposal support documentation — Areas of Expertise — Teaching Interests
— Work annual review — Areas of Experience — Academic Interests

— Part of application process
— Presentation introduction background

Research Interests
Educational Interests
Professional Interests
Scholarships

Awards / Honors
Fellowships

Publications
Exhibits/Exhibitions
Academic Accomplishments

— Professional Experience

— Teaching Experience

— Research Experience

TO GET STARTED... — Administrative Experience
— Consulting Experience

— Related Experiences

— Distinctions

— To accompany a portfolio

Brainstorm everything you can imagine to include, both
educational and professional history. Then, decide what to include
and exclude. Write a draft and experiment with format and
relevant information. Adapt your CV to fit various needs, and
update your information at least once a year.

— Academic Service

— Professional Service

— Faculty Leadership — Activities

— Committee Leadership — Foreign Studies

— Departmental Leadership — Travel Abroad

— Professional Activities — Foreign Languages
— Scholarly Presentations — References
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J3ysl|gnd pue 1ui044amod ‘PJOA YOSOIDIA |eldudn
[92X3 pue sisAjeuy e1eq SSdS NG| :Ydaeasay
STIIS TVIOINHO3L

XX0Z — XX0¢ ‘piemy diysiejoyas adia4as Joddns juapnis
XX0T — XX0¢ ‘piemy diysiejoyas uawiiedag ASojoyaAsd
XX0T ‘92UdJaju0) ‘191504 YdJeasay ade|d 1ST

SAYvVMVY

XX0T — XXQ¢ “4auup|d :qnp) ASojo1d0s

XX0T — XX “4aquiapy :qn|) Aydosojiyd

XX0T —XX0T ‘Wuapisaid :qn|) ASojoydAsd
JON3IYIdX3 dIHSHIAVI1

XX0Z dunf :(s3uapnis sii-3e ujwodul 4oy uoyelualo) 3Daldd INLN
XX0Z — XXQ¢ ‘4aUlIbd UoLpsIanuo) :uonednpi jeuoreusalu] Jo adWo INLN
XX0Z — XXQ¢ ‘91020ApY :493ud) S,UsWOoM INLN
XX0T — XX0¢ :(A1yued pooy) auipaaN
JON3IIYIdX3I HIILNNTOA

‘N1 ‘Siydwalp ‘@3ssauua]

J0 92UaJ9u0) 3s180j0douyiuy 3yl 1e paluasald 431504 ‘dwNsaJ ay3 pue
salep uonenpeus :wstddy (|Udy ‘XX0Z) "H ‘Aynoed R “H ‘Aynoeq 3 ‘meyAys

‘N1 ‘0Jogsaalnip

‘AJISIBAIUN 91B1S D3SSDUUI | B|PPIIA ‘@IUDI3jU0) 1B pajudsald 191504 “Apnis
uonendod |e1dads :sawnsaJ 919|Y3e wapnis *(Atenugad ‘XX0z) D imeyhys

‘N1 ‘unde ‘e

1B 995S9UU] JO ANSIDAIUN "SPIBY SSOJDE SUOlUIdO D111 MIIAIDIUL :pJepuels
PIo3 3y se suNs “(Jaqui=1dss XX0¢) “D AMmeyAys “H ‘“Aynoeq “H “Ayjnoeq

V1 ‘SueslaQ MaN ‘uoneldossy

[e2180|0Y2ASd uJIISET YINOoS 1B pajuasald 493504 ‘so1ed asuodsal aseasdu|
SMBIASJ BWNSAJ |BUOISSDJ0Ud (4aquiadaq ‘XX0Z) “H ‘Alnoeq g D) “ymeyAys

71 ‘o8ea1y) ‘uolie1d0SsY |B2130|0120S |BeJIU3) YHON 1e pajuasaud
191504 "Apmis 3unsauaqul Ajead Jo 9111 (Yd4elN 'XX0T) “H “Aanaed 3 “D Ymeyhys

FON3IHIdX3 HOYVISIH

¢'d AMVHANS D

¢¢-190

Jaded ‘(XX6T) elpu| ‘@Joedueg ‘@aualajuo) Aey d1wsSo) |euoeuIalu| YIgT Y3
40 S8uIpaa20.d ‘U9AQ 'g'V pPUE ‘Y2Jeasay "g'y ‘Ss92aNns "g'y ‘Mews g’y ,‘€-OV3IH
UO PaJNSE3IA Se SJUSWI|] pea-wnunke|d ay3 Jo saduepunqy Aey J1wso) ayl,

(poniwgns aqg 01) suana7 |euanor |eaisAydouisy JanQ "g'y pue ‘Ydueasay ‘g'y
‘sS920NG gy ‘Mews 'g'y ,, ‘uorelpey o1wso) Alewilld ayl ui peaq pue wnuneld,,

SNOILVLN3S3I¥d/SNOILYIITaNd

(seaue)) ausgam 4oy suoeluasald 1zaid SnoJawnu 33eal) e

uonisinboe aAniugod pue AlSISAIP ul $21d03 SnOLIeA UO $3uN103| dOjaA3(Q] e
1UasaId—xX0z 1Sn8ny :134n3237 159NH

N1 ‘undeln ‘ASojoydAsd jo Juawiiedaq LN

Anjigisuodsau
JIAID pue ALSIBAIP ‘Alulndsew uo syuapnis Jo sdnoud a84e| JOJUIIN e
SJ9SIeJpUN) PUB SUOISSS SululeJ] ‘SIUBASD ‘SBulI9DW 91BUIPIOD)
1uasaId—xX0g 1sn8ny i010a41g
N1 ‘unueln ‘dnoag Suliojuan

FON31H3IdX3 ONIHOVIL

EV'E VD o

siole|n |leng ASojoydAsd g AS0|0100S e

XX0¢ AeIN :20u3125 Jo Jojayong

N1 ‘utdey {(INLN) unde 1e 99ssauua] jo AMsianiun

NOILVYONas3

1U10449MOd pue 1zaid ul Juaipyoud
‘9ousiiadxs 3upjeads oijgnd pue 3uiyoeal ym Jojediunwwod 3uideduy e
uonisinboe aAnIu80d pue ‘uonesijdde |BI1BI03Y] ‘SUOLDIUNS YN} YLIM Jejjiuue
suofenS YJoMweal 9SIDAIP Ul SUIAIY} ‘4031BI00R||0D SALDEOId
|99X3 pue sisAjeuy eleq SSdS INGI Ul Jua1dyo.d
92U3IDAX3 Y24edsaJd UM July] |eanhjeue pue [eanlu) e

SNOILYDIAITYND 40 AYVININNS

npa wiNIN@YMeyAys | yeeT €2T'TEL | LEZ8E NL ‘Unleln | 1a YMeyAys €71

ymeyAys uierde)



