How to Write a Curriculum Vitae

When to Use a Curriculum Vitae

When should job seekers use a curriculum vitae, commonly referred to as CV, rather than a resume? In the United States, a curriculum vitae is used primarily when applying for academic, education, scientific or research positions. It is also applicable when applying for fellowships or grants.

When asking for a job in Europe, the Middle East, Africa, or Asia, expect to submit a CV rather than a resume. Keep in mind that overseas employers often expect to read the type of personal information on a curriculum vitae that would never be included on an American resume, such as date of birth, nationality and place of birth. United States law on what information job applicants can be asked to provide does not apply outside the country.

The Differences between a Resume and a CV

There are several differences between a curriculum vitae and a resume.  A curriculum vitae is a longer (up to two or more pages), more detailed synopsis of your background and skills. A CV includes a summary of your educational and academic backgrounds as well as teaching and research experience, publications, presentations, awards, honors, affiliations and other details. As with a resume, you may need different versions of a CV for different types of positions.

Like a resume, a curriculum vitae should include your name, contact information, education, skills and experience. In addition to the basics, a CV includes research and teaching experience, publications, grants and fellowships, professional associations and licenses, awards and other information relevant to the position you are applying for. Start by making a list of all your background information, then organize it into categories. Make sure you include dates on all the publications you include.

Curriculum Vitae Format

Your Contact Information

Name

Address

Telephone

Cell Phone

Email

Personal Information

Date of Birth

Place of Birth

Citizenship

Visa Status

Gender

Optional Personal Information

Marital Status

Spouse's Name

Children

Employment History

List in chronological order, include position details and dates

Work History

Academic Positions

Research and Training

Education

Include dates, majors, and details of degrees, training and certification

High School

University

Graduate School

Post-Doctoral Training

Professional Qualifications

Certifications and Accreditations

Computer Skills

Awards

Publications

Books

Professional Memberships

Interests

Sample Curriculum Vitae Template

CONTACT INFORMATION

Name

Address

Telephone

Cell Phone

Email

PERSONAL INFORMATION

Date of Birth

Place of Birth

Citizenship

Visa Status

Sex

Optional Personal Information:

Marital Status

Spouse's Name

Children

EMPLOYMENT HISTORY

List in chronological order, include position details and dates

Work History

Academic Positions

Research and Training

EDUCATION

Include dates, majors, and details of degrees, training and certification

High School

University

Graduate School

Post-Doctoral Training

PROFESSIONAL QUALIFICATIONS

Certifications and Accreditations

Computer Skills

AWARDS

PUBLICATIONS

BOOKS

PROFESSIONAL MEMBERSHIPS

INTERESTS

=============

Sample Academic Curriculum Vitae

CONTACT INFORMATION

Name

Address

City, State, Zip

Telephone

Cell Phone

Email

SUMMARY STATEMENT (Optional)

Include a brief list of the highlights of your candidacy.

EDUCATION

List your academic background, including undergraduate and graduate institutions attended.

Graduate Institution, City, State

Degree, Major

Date of Graduation

Dissertation

Graduate Institution, City, State

Degree, Major

Date of Graduation

Thesis

Undergraduate Institution, City, State

Degree, Major

Date of Graduation

EMPLOYMENT HISTORY

List in chronological order, include position details and dates.

POSTDOCTORAL TRAINING

List your postdoctoral experiences, if applicable.

FELLOWSHIPS

List internships and fellowships, including organization, title and dates.

Sponsored Links

Resume Template SamplesFree Sample, Templates, & Tips. Create Custom Resumes Quickly.www.PongoResume.com

Free Sample ResumesUse Cover Letter & Resume Tips From Monster & Get the Job You Want!www.Monster.com/Sample-Resumes

Cover Letter ExamplesFind A Huge Selection Of Resume Cover Letter Examples. Free Info!Blurtit.com

LICENSES / CERTIFICATION

List type of license, certification or accreditation and date received.

PUBLICATIONS / BOOKS

PROFESSIONAL AFFILIATIONS

SKILLS / INTERESTS

=============

Allen Yan

(86)1338-1111-420  

yhnasa@123.com  

EDUCATION

Sep 2002---Present,  Shanghai University, BE          

    * Candidate for Bachelor in Mechanical Engineering degree (ME).

    * Major academic courses highlights: Company Property Management; Marketing; Economics; English

    * Technology Communication; Information Management System; Modern Fabrication System.

May 2006,  Certified Public Accounting Training (CPA)

OCCUPATION

Dec 2005----present,  ITT Flygt investment. China

Application Engineer, Sales & Marketing

    *  Application support and industry projects tracing to sales office to achieve the sales budget and new industry market application research.

    *  Pay suitable visits to end users and DI for seminars and technical presentations with salesperson or distributors while collect marketing information and competitor information analysis.

July 2005----Sep 2005,  Intel Products Co., Shanghai, China                    

CPU Assembly Engineer (Internship)        

    * Analyzed the yield ratio trend, documented and solved the current problems.

    * Participated in the training of marketing, business process modeling and analysis at Intel University.

    * Visualized a project review with impressive presentation and multi-media animation, which was highly appreciated by department manager.

June 2005----July 2005, GF Fund Management Co., LTD.

Campus Intern                         

    * Analyzed investment principles and mischoose of related financial derived products

    * Formulated the scheme of market popularization and network marketing.

AWARDS

    * 2003-2004, Second-Class Scholarship for Excellent Students of Shanghai University.

    * 2004-2005, the Imagine Ambassador of Shanghai Tennis Popularization.

COMPETENCIES & INTERESTS

English Ability: Band 6 and the intermediate test of interpretation.

Germany Ability: 600 hours of Germany lessons in TongJi University.

Computer Skills:

    * National Computer Lever 3rd Certificate. ( Network Communication )

    *  Professional Certificate of Assistant Information Officer (AIO).

    *   C++, VBA, Provision, JMP, AutoCAD, 3Dsmax, Photoshop, Solidworks, Aftereffect

Personal Interests:

Basketball (Skills); skating (Speed); English (elegant); Snooker (Stable)

John Smith

Street, City, State, Zip

Phone: 555-555-5555

Cell: 555-666-6666

email@email.com

Objective:

Assistant Professor, Psychology

Education:

Ph.D., Psychology, University of Minnesota, 2006

Concentrations: Psychology, Community Psychology

Dissertation: A Study of Learning Disabled Children in a Low Income Community

M.A., Psychology, University at Albany, 2003

Concentrations: Psychology, Special Education

Thesis: Communication Skills of Learning Disabled Children

B.A, Psychology, California State University, Long Beach, CA, 2000

Experience:

Instructor, 2004 - 2006

University of Minnesota

Course: Psychology in the Classroom

Teaching Assistant, 2002 - 2003

University at Albany

Courses: Special Education, Learning Disabilities

Research Skills:

Extensive knowledge of SPSSX and SAS statistical programs.

Presentations:

Smith John (2006). The behavior of learning disabled adolescents in the classrooms. Paper presented at the Psychology Conference at the University of Minnesota.

Publications:

Smith, John (2005). The behavior of learning disabled adolescents in the classroom. Journal of Educational Psychology, 120 - 125.

Grants and Fellowships:

    * RDB Grant (University of Minnesota Research Grant, 2005), $2000

    * Workshop Grant (for ASPA meeting in New York, 2004), $1500

Awards and Honors:

    * Treldar Scholar, 2005

    * Academic Excellent Award, 2003

Skills and Qualifications:

    * Microsoft Office, Internet

    * Programming ability in C++ and PHP

    * Fluent in German, French and Spanish

References:

Excellent references available upon request.

=====

