areer Connections

CV (Curriculum Vitae) (€ ¢z
Checklist

cv
. A . . Templates
Motivate employers to invite you to an interview! P
e Use the QR code to access CV templates.
e Next, use the checklist to make sure your CV is ready to go.
Formatting Yes No

Did I use a plain 10-12 point size font and have 1” margins?

Is my formatting (e.g., bold, font, bullet sizes, indentions) consistent throughout the CV?

]

Is my italicized last name and page number in the footer or header?

N

Did Iinclude appropriate headings (e.g. education/dissertation, academic employment, conference
presentations, professional activities & memberships, publications, works in progress, research
experience, and languages, teaching & advising experience)?

After the two most important headings (contact information and education/dissertation), did I reorder
my sections to reflect the most important/relevant/recent experiences first?

Are my experiences listed in reverse chronological order in each category?

If my CV is longer than 2-5 pages (for new or recent Master’s or Doctoral students), am I only including
the most relevant or important information?

Is my CV clean and easy to read?

Content

Does my education section state my official degree and expected graduation date? Did I include my
cumulative or major GPA if a 3.0 or above?

No

Do all experiences include my job title, the organization’s name, city, state, and dates of the involvement?

Do my experience bullet points start with action verbs? Are verb tenses in the present tense for current
items and in the past tense for previous items? Do I have approximately 2-5 bullet points per experience?

Do my bullet points demonstrate major accomplishments using numbers and percentages rather than
routine tasks/duties? Do my bullet points demonstrate the use of key skills?

Did I avoid first-person language?

Have I included a one-line description of classes I have taught?

Did I use the bibliographic conventions in my field when listing books or journal articles? Have I added a
“forthcoming” designation to any articles which have been accepted for publication but not yet appeared?

Are my references listed on a separate, final page?

Professionalism

Is my CV free from spelling, punctuation, and grammatical errors?

Does all information strengthen my resume and have a purpose for inclusion? Have I kept my audience
in mind and included items of importance to the reader?
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