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CURRICULUM VITAE / C.V. / RESUME

A CV is the tool to get you an interview, and the interview is the tool to get you a job or a grant! A badly laid-out CV could jeopardize your chances of reaching the interview stage, let alone of getting the job. What is required is a punchy precise well-presented summary of your strengths and achievements. 

Appearance, organization and format, writing style

A handwritten CV is unacceptable, one composed on a word processor is best. It must be inviting, easy to read: use wide margins on the four sides (3 cm), bold type for headings, or a larger font if it looks too heavy, bullet points for noteworthy achievements. Font sizes go from 10-14 points. Try to avoid abbreviations, they may make your CV look sloppy. Use the reverse chronological order—from most recent to less recent—for organizing your information. Begin sentences or phrases with powerful action verbs. Use short paragraphs, mostly under five lines. Use short sentences. Be brief, don’t use unnecessary words. Most importantly, make it short! Employers want facts: qualifications, skills and experience – and should be able to see at a glance exactly what you have to offer them. A good CV should run to no more than three pages of A4 and it is important that those with little experience should limit it to a single page. Another measure for appropriate length is 1 page for every 6-10 years of work experience. Use a good printer and good quality paper (90-100 gr. or 16-25 lb.), Avoid using “I”—it’s your CV, we all know. 

Contents

Marketing focus: Think of how to sell yourself as a worker. Demonstrate your ability or potential to do the job, support your objective. Speak to the employer’s needs and requirements (do not write as if self-centered). Be clear about your knowledge of the field, state the typical issues or problems, and their solutions. Omit racial, religious, or political affiliations. Include only the personal data relevant to your objective: omit age, sex, marital status, national origin, health, names of references.

· Contact Information

· [Objective: briefly indicate the sort of position, title, and possible area of specialization sought, or management or supervisory positions, languages.

· [Summary of Skills, Accomplishments, or Expertise: identify 3-6 achievements that support your objective, summarize relevant work experience and accomplishments that support your objective.

· Education and Training

· Employment Experience

· Skills

· [Extracurricular Activities, Community Service, Professional Associations: list significant positions of responsibility (title, name of organization or team, dates), leadership roles, achievements and skills that are relevant. Only hobbies and personal interests that are relevant for the job.

In bold, essential information.

Start your CV with your contact information: address, current and permanent if necessary, telephone number(s) where you can be reached from 9.00-17.00h, e-mail. Do not include other personal information! Tailor your CV to the needs of the job. Do not put down everything you have done if it is not relevant for the post you are after. Exclude information about your career objectives, salary requirements, and references. All of these are topics to be discussed at the interview.

Education and Training: First, your highest level of attainment (from current degree backward). Include type of degree, name of university, location, date of graduation or anticipated date. List of other degrees, or courses, papers, projects and study abroad. Omit high school if you have completed more than two years of college unless referencing impressive honors or relevant extracurricular activities. You can mention here honors, awards, scholarships.

Employment Experience: include paid, volunteer, intern or cooperative education experiences that are relevant to your objective. Describe it thus: title, organization name, city, state or country (if abroad); dates when you held such position. Under each position list briefly the most prominent responsibilities or skills involved. List problems and solutions you encountered, if appropriate. List your specific contributions, and the results they had in your position. Describe the learning that took place.

Skills: computer skills (software applications, languages, hardware, operating systems) and language skills (specific level of fluency and ability to read and write as “basic,” “intermediate” or “advanced”. Give prominence to skills such as fluency in a foreign language or proficiency with computer packages—and you can always take a course! Other skills.

It is important to make the most of what you have done. If you haven’t had a great deal of relevant work experience, try and indicate what you learnt from the experience—employers want people who have the ability to acquire skills and knowledge quickly. If the job you’re after involves working as part of a team, put down any hobbies that show you are versatile and can get on with people. 

Your CV is not a tablet of stone, but something organic, that evolves and changes. You can always improve it. Avoid including information that may put you in a vulnerable position if asked about them. Do not sound desperate—“I’ll accept anything”, and so forth. Highlight the positive.

Check the accuracy of your CV and ask someone to check it again. Keep a copy and file it, attaching the addresses you sent it to (jot down when), or the information on the posts you designed your CV for.

More

Attached is a one-page example of a resume by Jobtrak (or Click here) and two pages comparing a CV before and after corrections, taken from Margaret Pegg’s paper (or click in BEFORE and AFTER). Compare these CVs with the models Spanish publishing houses suggest in their bilingual dictionaries, or with the models you’ll find in your word processor. Talk to people about how they design their CVs.


