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Curricula Vitae (CVs) versus Resumes

What this handout is about

This handout explains what a curriculum vitae (CV) is, how it differs from a resume, and how
you can decide which one to use. It also includes a list of campus resources, helpful online tips,
and recommended reference books. (Please note that this handout covers American usage of
the terms “CV” and “resume.” The word “resume” may also be spelled “résume” or “résumé.”)

Before you start

To decide whether to submit a CV or a resume, you will need to determine which of them most
appropriately fits the criteria provided by the employer, grant agency, or scholarship or
internship committee who will be reading your application. Often, the application instructions
for a particular position will state whether a CV or resume is requested. If you are unsure, it is
worth your time to contact the agency and ask which would be most appropriate for the
position.

What is the difference between a resume and a CV? What do they typically include?

Let’s start with a quick overview of resumes, since they are more familiar to most American
writers than CVs. A typical resume is a general and concise introduction of your experiences
and skills as they relate to a particular career or position that you are aiming to acquire. As
such, a resume may have to be altered for each position that you are applying for so as to
emphasize those skills and experiences most relevant to the work. Resumes are usually no
more than one page in length. They are often accompanied by cover letters, which provide a
permanent written record of the transmittal of the resume (what is being sent, to whom it is
being sent, and who sent it).

A typical resume will include the following information:

Name and Contact Information: your residential address might be most appropriate,
especially if you do not want your current employer to know that you are looking for
another job!
Education: a listing of your degrees or certifications and educational institutions or
programs.
Work Experience: names of the companies or organizations that you have worked for, the
location of each company, the dates worked, your job title, and duties performed.
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In contrast, a CV is a fairly detailed overview of your life’s accomplishments, especially those
most relevant to the realm of academia. As such, these documents have their greatest utility in
the pursuit of a job in academia or research. Because academic researchers are often working
on and completing many projects and teaching responsibilities simultaneously, it is wise to
think of a CV as a living document that will need to be updated frequently. A typical CV for
someone in the beginning stages of his or her graduate school career might only be two or
three pages in length, while the number of pages of a more seasoned researcher’s CV may run
into the double digits. In both CVs and resumes, information within sections is usually
organized chronologically.

A typical CV will include the following information:

Name and Contact Information: contact information for your current institution or place of
employment may work best, unless you do not want your colleagues to know that you are
job-hunting.
Areas of Interest: a listing of your varied academic interests.
Education: a list of your degrees earned or in progress, institutions, and years of
graduation. You may also include the titles of your dissertation or thesis here.
Grants, Honors and Awards: a list of grants received, honors bestowed upon you for your
work, and awards you may have received for teaching or service.
Publications and Presentations: a list of your published articles and books, as well
presentations given at conferences. If there are many of both, you might consider having
one section for publications and another for presentations.
Employment and Experience: this section may include separate lists of teaching
experiences, laboratory experiences, field experiences, volunteer work, leadership, or other
relevant experiences.
Scholarly or Professional Memberships: a listing of the professional organizations of which
you are a member. If you have held an office or position in a particular organization, you
can either say so here or leave this information for the experience section.
References: a list of persons who write letters of recommendations for you, which includes
their contact information.

Additional considerations

Use common sense when formatting

There are no universal guidelines for how to format or organize a resume or CV. However,
some commonsense guidelines may apply. If you are concerned that your resume or CV might
appear too busy or misaligned, click on Print Preview in your word processing program and
evaluate the consistency of your use of space in the document.

Fonts and font sizes: go with the flow

It is a good idea to stick to commonly used fonts such as Times New Roman or Arial when
creating a resume or CV. Fonts such as Bauhaus or Old English Text might have their place in



other writing projects, but these might distract the reader and pull their attention away from
the content you want them to read. Perhaps with the exception of your name, the use of a
uniform font size throughout the document will also keep the reader focused on your
accomplishments.

Seek and evaluate examples

Many professors and professionals have posted their CVs and resumes to online faculty web
pages, bulletin boards, and employee profile pages on corporate websites. These documents,
often posted as Adobe PDF files, are useful templates for designing your own CV or resume. It
is best to search for a CV or resume of an individual who shares your field, discipline, or
interests, as it will provide you with a model that most closely approximates what your final
document might look like.

Campus resources at UNC

University Career Services (careers.unc.edu)

At University Career Services, located on the second floor of Hanes Hall, you will find a friendly
staff and a thorough assortment of resources for creating and sharpening your CV or resume.
Individual appointments and resume clinics are also available. In addition, the Career Services
website includes an online resume creation tool (Optimal Resume™) that allows you to save a
resume draft to work on over time at your convenience, and a number of handouts on job
search strategies and writing CVs and resumes that are accessible by logging in with your UNC
PID

UNC General Alumni Association (alumni.unc.edu)

Do you expect to graduate in the foreseeable future? In addition to making an appointment
with University Career Services before throwing your cap in the air, a visit to the Career
Services branch of the UNC General Alumni Association in the George Watts Hill Alumni Center
might turn into a wise career move. After graduation, members of the GAA are eligible to
receive resume tips and samples, as well as to take advantage of their resume posting service.

Links to additional online sources

The Chronicle of Higher Education Jobs Site(chronicle.com/jobs)

In addition to a ‘CV Doctor,’ this site provides some helpful tips for converting your CV into a
resume.

The Online Writing Lab at Purdue (The Owl)(owl.english.purdue.edu/owl)

“The Owl,” as it is known in Writing Center circles, has many useful tips for writing both CVs
and resumes in the handouts section of their site.

http://careers.unc.edu/
http://alumni.unc.edu/
http://chronicle.com/jobs/
http://owl.english.purdue.edu/owl/


The Writing Center · Campus Box #5137 · SASB North Suite 0127 · UNC-CH · Chapel Hill, NC 27599 · CSSAC Home · http://cssac.unc.edu/ 

phone: (919) 962-7710 · email: writing_center@unc.edu

© 2010-2012 by The Writing Center at UNC Chapel Hill. 

Works consulted

We consulted these works while writing the original version of this handout. This is not a
comprehensive list of resources on the handout’s topic, and we encourage you to do your own
research to find the latest publications on this topic. Please do not use this list as a model for
the format of your own reference list, as it may not match the citation style you are using. For
guidance on formatting citations, please see the UNC Libraries citation tutorial.

Jackson, Acy and Kathleen Geckeis. to Prepare Your Curriculum Vitae. 3rd edition. Columbus,
OH: McGraw-Hill, 2003.

Rosenburg, Arthur D. Resume Handbook: How to Write Outstanding Resumes and Cover Letters
for Every Situation. 5th edition. Cincinnati, OH: Adams Media, 2007.

Thompson, Mary Anne. The Global Resume and CV Guide. Ridgewood, NJ: Wiley Press, 2008.

Vick, Julia Miller and Jennifer S. Furlong. . The Academic Job Search Handbook. 4th ed.
Philadelphia: University of Pennsylvania Press, 2008.

 This work is licensed under a Creative Commons Attribution-NonCommercial-NoDerivs
2.5 License.
You may reproduce it for non-commercial use if you use the entire handout (just click print)
and attribute the source: The Writing Center, University of North Carolina at Chapel Hill

If you enjoy using our handouts, we appreciate contributions of acknowledgement.

http://www.lib.unc.edu/instruct/citations/
http://creativecommons.org/licenses/by-nc-nd/2.5/
http://creativecommons.org/licenses/by-nc-nd/2.5/
http://giving.unc.edu/gift/writ

