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Resume vs. Curriculum Vitae: what is the difference?
The difference between a resume and a curriculum vitae (CV) is the length of the document and the layout of
the content. In both resumes and CVs, information within sections is usually documented chronologically.
Resumes and CVs should represent you as the best candidate for a position with the goal of securing an
interview. For United States citizens seeking employment abroad, a CV would be the preferred document,
especially in the United Kingdom, Ireland, and New Zealand.
Resumes
The resume is typically a general and concise introduction to your skills and experience as they relate to a
particular field or position. A resume would most likely be altered for each position that you are applying.
Resumes are usually no more than 1-2 pages in length and are often accompanied by a cover letter.
A typical resume will include the following information:




Name and contact information
Education
Work/Volunteer/Extracurricular experience

Curriculum Vitae (CVs)
The CV is a detailed overview of your life’s accomplishments, especially those most relevant to the field of
academia. Most often, a CV is submitted for positions in the fields of academic and research. It is wise to think of
your CV as a living document that will need to be updated frequently. The CV length can vary from 2 pages for a
student who is just beginning his or her graduate school career to ten or more pages for a more seasoned
professional.
A typical CV will include the following information:







Name and contact information
Areas of interest
Education
Teaching and research experience
Honors, awards, fellowships, and grants
Employment experience

Resume
Emphasizes skills
Used when applying for
industry, non-profit, and
public sector positions
Is no longer than 2 pages
Section headers can change
place/focus within
document







Publications and presentations
Professional or scholarly membership
Service
A list of references
Specific headings

Hybrid
Emphasizes skills and accomplishments
Used when applying for higher
education, industry, research, or library
positions
Is between 1.5 to 2 pages
Shows both academic, research, and
publications as well as professional
experience

CV
Emphasized accomplishments
Used when applying for academia,
fellowship, or grant positions
Length depends on experience
Always begins with education
section listed first
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Steps for Converting a CV to a Resume
1. List all of your experiences that have contributed to your skills (research, lab work, teaching, leadership,
activities, volunteer experience, internships, etc.) and create a bulleted list of your transferrable skills.
2. Write each entry in a results-oriented, measurable style, emphasizing accomplishments and
transferrable skills.
3. Find specific examples of jobs you are interested in; determine the 4-5 skills they are looking for in a
candidate.
4. Select the experiences that best align with the skills for the jobs you selected and consider your
headings (be prepared to remove some achievements, including honors, awards, grants, papers,
presentations, etc.)

Tips to Keep in Mind










Be sure that you do not include: age, marital status, race, gender identity, ethnicity, etc. on either
document
Be sure that both your resume and curriculum vitae are error-free and perfectly formatted
When creating category headings, it is important for you to review the job description. When possible,
use category headings that highlight skills required for the job
Do not use the first person on your documents (I, me, my, etc.)
Under each heading, organize your experiences in reverse chronological order (most to least recent)
A CV uses titles and nouns to describe your tasks, responsibilities, and functions performed, whereas a
resume uses action verbs to highlight skills, experiences, and achievements
A CV describes all of your experiences, it does not change from application to application. A resume
should contain the experiences relevant to the particular job for which you are applying, and can change
substantially from application to application
Be sure to have several people, including a staff member in the Breen Center for Graduate Success,
review your documents

Transferable Skills
Skills that can apply to many different tasks and settings. The following are top attributes that employers seek
on candidate resumes:











Leadership
Ability to work on a team
Communication skills (written)
Problem-solving skills
Communication skills (verbal)
Strong work ethic
Initiative
Analytical/quantitative skills
Flexibility/Adaptability
Technical skills











Interpersonal skills
Computer skills
Detail-oriented
Organizational ability
Friendly/outgoing personality
Strategic planning skills
Creativity
Tactfulness
Entrepreneurial skills/Risk-taker
Adapted from NACE, 2017
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Information Gathering
Worksheet for CV Writing
Use this worksheet to gather and organize information about your work experience and education – this is the information that you need to write your CV.

Contact Information
Name:
Postal address & postcode:
Mobile telephone:
Landline telephone:
E-mail address:
Education
Name of Institution and town:
Type of degree received and/or related coursework:
Year degree received or years attended:
Achievements/Awards/Extra-curricular activities:
Profile
Consider using a job title or similar as the title of this section. Use this information to write a paragraph.

List the position(s) that you are you targeting:
List your current and past job titles that are similar to your target job:
How many years of experience do you have that are relevant to the target job and the target job
sector?
What do you offer an employer (e.g., the scope of your skills and experience)?
What are your best qualifications?
If you are targeting a higher position, list the higher-level functions that you have performed (e.g.,
deputised for a manager; covered for absent supervisor):
Key Skills
Present your key skills in a two- or three-column format with or without a section heading.

List your skills that are required for your target job (in less than three words each):
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Experience / Employment History
If you have more than one job entry, copy and paste the following for the number of job you need to describe.

Job title:
Company:
Overview of the company (what it does/size)
Town/Country:
Start Date (month and year)
Finish Date (Present or month and year)
Responsibilities:


Start each bullet with a verb (preferably a descriptive action verb). If you can quantify or qualify each point, do it. Describe your action(s) and
illustrate the results and/or benefits of your actions.

-

Led … Spearheaded … Created … Mentored …

Achievements:


Write down as many achievements and enhanced responsibilities that you can think of to be sure your first draft is thorough. Elaborate on the
achievements that relate to the target job’s key criteria.

-

Increased … Built … Reduced … Improved … Saved …

Continuous Professional Development Courses and/or Training
List all training courses you have taken that are relevant to the position you are targeting:
Certifications/Licences
List all professional certifications or licenses and their numbers:
List details about your driver’s licence and/or other licences:
Computer Skills
List your computing / IT skills:
Interests / Hobbies
List your interests:
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Volunteer Work
Detail your volunteer experience (places, years, and skills used/learnt):
Professional Affiliations/Memberships/Awards
List your current memberships in professional associations, including your role (if applicable) and the
start date of your membership:
List your awards:
Additional Information
List other relevant information, such as foreign language skills:
References
List references with contact information, if appropriate.
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Sample Curriculum Vitae 1

Sample cited from resumewizard.com

Curriculum Vitae

DANIEL A. WOODS, ED.D.
123 Main Road • Baltimore, MD 21201
Home: 123-123-1234 • Cell: 555-555-1234
Email: student@lvc.edu

PROFESSIONAL PROFILE





Accomplished career demonstrating consistent success as an Administrator and Educator at the secondary
and higher education levels. Outstanding track record in assuring student success.
Seasoned in conceiving and building programs from the ground up through proven competencies in grant
writing and administration, project and program management, and staff development and empowerment.
Extensive background of developing and implementing special programs for at-risk and special needs
students, racially and ethnically diverse populations, and second-language learners.
Effective communicator with excellent planning, organizational, and negotiation strengths as well as the
ability to lead, reach consensus, establish goals, and attain results.

EDUCATION




Ed.D., Educational Finance and Policy, The Catholic University of America, Washington, DC, 20XX
DISSERTATION: An Analysis of the Program Cost and Intensity of Service of Public and Nonpublic
Special Education in Maryland
M.Ed., Educational Management and Supervision, Loyola College, School of Management and
Administration, Baltimore, MD, 20XX
B.S., Elementary and Special Education, Towson State University, Towson, MD, 20XX

ACADEMIC HONORS AND AWARDS



Recipient, Graduate Assistantship Award, Loyola College, 20XX to 20XX
Graduated Magna Cum Laude, Towson State University, 20XX

ACADEMIC /TEACHING EXPERIENCE
Adjunct Associate Professor, Goucher College, Baltimore, MD, 20XX to Present
 Teach Educational Psychology, Foundations of American Education, and Classroom Management to classes
averaging 20 students. Supervise Student Teachers at Gettysburg Area High School.
Adjunct Instructor, University of Maryland, College Park, MD, 20XX to Present
 Teach Current Trends in Education, Students with Special Needs and Diverse Learning Styles, and Learning
Theory and Human Development to graduate students in class sizes averaging 20 students.
Senior Lecturer, Coppin State University, Baltimore, MD, 20XX to 20XX
 Taught course on the Nature and Needs of Exceptional Children to classes of 25 to 30 undergraduate
students.
Lecturer, The Johns Hopkins University, Baltimore, MD, 20XX to 20XX
 Taught course on Adapting the Secondary Curriculum for Special Education Students to graduate students in
class sizes averaging 15 students.

COURSES TAUGHT
Undergraduate and Graduate
 Nature and Needs of Exceptional Children
 Educational Psychology




Curriculum for Special Education Students
Foundations of American Education
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D.A. Woods ⎯ page two
HIGHLIGHTS OF PROFESSIONAL EXPERIENCE
Principal, Chevy Chase High School, Montgomery County Public Schools, Bethesda, MD, 20XX to Present
 Principal for 1,200-student high school serving grades 9-12. Direct all aspects of school operations, including
 instructional leadership, grant writing and management, program planning and implementation, staff selection
and evaluation, student placement and discipline, school finance, and plant supervision.
 Administer a $500,000 annual operating budget and supervise 130 professional and classified staff members.
 Chair Gettysburg Area High School Diversity Committee; built strong ties with the minority community to
create a climate of acceptance for minorities where all students feel accepted.
 Procured and administered $300,000 grant for Classrooms for the Future, and $400,000 grant for Project 720
 (high school reform initiative) over a 4-year period through the Pennsylvania Department of Education.
 Achieved measurable success with at-risk students through the development of an alternative education
program and ninth grade teams for at-risk freshman as well as implementation of Project 720.
 Developed, proposed, and implemented block scheduling, JROTC, and student advisory programs.
 Consistently meet/exceed Annual Yearly Progress goals set forth by the No Child Left Behind Act.
 Involved in all aspects of $40 million high school construction project as well as relocation of students and
staff members into the new facility.
Principal, Montgomery High School; Montgomery County Public Schools, Silver Spring, MD, 20XX to 20XX
 Principal for 1,000-student high school serving grades 9-12. Managed program development and evaluation,
curriculum and instruction, teacher training, and district responsibilities. Served as Special Education
Coordinator.
 Administered a $100,000 annual operating budget and supervised 100 professional and classified staff
members.
 Implemented an alternative education program; created a climate conducive to academic achievement by
reducing class sizes. Program resulted in a 70% success rate among at-risk youth.
 Served on a task force that was instrumental in defining the relationship between Washington County Public
Schools and local law enforcement agencies.
 Organized and directed annual Teacher Expectations and Student Achievement (TESA) workshop for
faculty.
 Achieved numerous citations from Washington County for improved school attendance.
Assistant Principal, Walt Disney High School; Baltimore County Public Schools, Baltimore, MD, 20XX to 20XX
 Assistant Principal for 2,000-student high school serving grades 9-12. Primary responsibilities included
student discipline, attendance, instructional supervision, and staff evaluation.
 Administered a $300,000 annual operating budget and supervised 150 professional and classified staff.
 Instrumental in the development and implementation of the Saturday School for Disruptive Students
program.
 Received accolades from teachers for enhancing the success of ninth grade students through the creation of
alternative education program and coordination of ninth grade teams.
Principal/Assistant Principal, Calvert School, Baltimore, MD, 20XX to 20XX
 Assisted in successfully transformed private education institution on the brink of closing its doors into a
major provider of special education services for emotionally disturbed and learning disabled students.
 Hired staff, developed and administered budget, coordinated educational and clinical services, supervised
students, selected and assigned staff in-service programs, and astutely observed staff performance.
 Garnered support from Maryland Association of Nonpublic Special Education Facilities on dissertation that
confirmed it was less expensive to pursue quality special education services in the private sector.

EARLY CAREER
Learning Problems Resource Teacher, Chesapeake High School, Baltimore, MD, 20XX
Fourth Grade Teacher, General Wolfe Elementary School, Baltimore, MD, 20XX
Special Education Teacher, John Eager Howard, Baltimore, MD, 20XX
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D.A. Woods ⎯ page three
PRESENTATIONS
 Woods, Daniel, A. (20XX), “Staff Development for Mid-Career Faculty.” Presented at the Maryland
Association of Secondary School Principals and Assistant Principals annual conference, Columbia, MD.
 Woods, Daniel, A. (20XX), “Youth Suicide Prevention.” Presented to Carroll County Public School Special
 Education Teachers in In-service Day, New Windsor, MD.
 Woods, Daniel, A. (20XX), “Creating Effective Schools,” seminar at the Maryland Association of Nonpublic
Special Education Facilities In-service Conference, Columbia, MD.

PROFESSIONAL AFFILIATIONS













Advisory Board Member, No Child Left Behind (NCLB) Task Force, The Maryland Association of
Elementary and Secondary School Principals (MAESSP), 20XX
Member, Nominations Committee, The Maryland Association of Elementary and Secondary School
Principals (MAESSP), 20XX to 20XX
Chairman, Diversity Committee, Baltimore Area School District, 20XX to 20XX
Executive Board Member, Maryland Association of Secondary School Principals (MASSP), 20XX to 20XX
Executive Board Member, Maryland Secondary Schools Athletic Association (MPSSAA), 20XX to 20XX
Chairman, Legislative Committee, Maryland Association of School Principals, (MASP), 20XX to 20XX
President, Association of Public School Administrators of Carroll County (APSACCO), 20XX
Chairman, Conference Committee, Maryland Association of Secondary School Principals, (MASSP), 20XX
Member, Visiting Committee, Middle States Evaluation of Northeastern High School, 20XX
Chairperson, Conference Committee, Maryland Association of Nonpublic Special Education Facilities
(MANSEF), 20XX
Chairperson, Department of Special Services, Carroll County Public Schools, 20XX

PROFESSIONAL DEVELOPMENT
Certifications
 Maryland Letter of Eligibility for Superintendent, Assistant Superintendent, Director, Assistant Director,
Principal, Assistant Principal, 20XX
 Trained Assessor, Assessment Center Program, National Association of Secondary School Principals, 20XX
Conferences
 National Association of Secondary School Principals (NASSP) Annual Conference, Atlanta GA; Orlando, FL;
San Diego, CA; San Francisco, CA; Reno NV; Las Vegas, NV; 20XX to 20XX
 Maryland Department of Education Seminars: Project 720, Baltimore, MD 20XX; Classrooms for the Future,
Baltimore, MD, 20XX
Workshops
 Institute for Instructional Leadership and Human Relations, Maryland Professional Development Academy,
20XX and 20XX
 Student Assistance Program Training, Maryland State Department of Education, 20XX
 Institute for Teacher Effectiveness, Maryland Professional Development Academy, 20XX and 20XX
COMMUNITY SERVICE
 Board Member, Communities that Care, Baltimore, MD, 20XX to 20XX
 Member, Baltimore County Task Force, Baltimore, MD, 20XX to 20XX
 Board Member, Baltimore Community Athletic League, Baltimore, MD, 20XX to 20XX
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Sample Curriculum Vitae 2

Sample cited from resumewizard.com

MARIE PIERRE
123 Main Road • Baltimore, MD 21201
Home: 123-123-1234 • Cell: 555-555-1234
Email: student@lvc.edu

EDUCATION AND CREDENTIALS
DEA, Art History (first year doctorate), 20XX – Université de Paris I Panthéon-Sorbonne, Paris, France
MA, Art History, 20XX – Université de Paris I Panthéon-Sorbonne, Paris France
Diplôme Niveau Supérieur A Cours de Civilisation, 20XX – La Sorbonne
BA, Political Science, Major: Foreign Languages, 19XX – Southern Methodist University, Dallas, TX

PROFESSIONAL DEVELOPMENT
Contemporary Art Conference, Le Musée d’Art Contemporain
Turner, Whistler, Monet Seminar, Musee d’Orsay
French Heritage Society Presentation on French America, Historic French Homes in America
French Anti-Americanism, Symposium of American and French University and Government Officials
Matisse Conference, Dallas Museum of Art

RESEARCH ACCOMPLISHMENTS
DEA Thesis Project; Written Dissertation; Gustave Courbet and His Influence on American Art from 1900-1950
(September 20XX to November 20XX)
 Studied the first exhibition of Courbet in the US, his reception, and American artists who were influenced by
Courbet or whose work closely resembles Courbet’s art.
 Conducted research in major museums and libraries across the US and France.
 Approached to contribute articles on the subject for the Gustave Courbet Museum.
Masters Thesis Project; The Reception of Courbet in the Press (June 20XX)
 Studied the French Press’ reaction to Courbet and his work, and how the media influenced the public’s
response to the artist.

PRESENTATIONS
“Rodin, Image of the Man and His Work,” Université de Paris I Panthéon-Sorbonne, 20XX
“Courbet and His Influence on American Art,” Université de Paris I Panthéon-Sorbonne, 20XX
“Conflictual Interpretations and Analysis of Courbet,” Université de Paris I Panthéon-Sorbonne, 20XX

INTERNSHIP AND TRAINING
MUSEE D’ ORSAY, Paris, France June 20XX to August 20XX
Museum Documentation Intern
 Chosen from a large pool of candidates for internship program at one of the world’s leading museums based
on personal research experiences related to the artist Gustave Courbet.
 Attended numerous lectures on museum practices and methods. Gained hands-on experience in
accessioning, cataloging and indexing museum collections.
 Participated in developing, planning, and implementing museum’s Courbet exhibit.
 Performed research on Gustave Courbet for exhibit-related educational programs.
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MARIE PIERRE
Page 2 of 2
 Discovered an unknown written document on Courbet’s Work in America at the Musee d’Orsay library.
 Assisted in the de-installation of the Neoimpressionism exhibit and interfaced with museum curators from
around the world.

TEACHING EXPERIENCE
ALLIA, DASSAULT SYSTEMES, TOTAL, Paris, France September 20XX to May 20XX
English Instructor
 Provided language instruction to Parisian business professionals for prominent international companies.
 Assisted students with English translation for business correspondence, presentations and conferences.
THE CLASSROOM CLINIC, Redondo Beach, California September 20XX to December 20XX
English and French Instructor
 Developed and implemented one-on-one lesson plans in English and French for elementary to adult learners.
 Used multiple teaching techniques focused on vocabulary, writing and grammar to accommodate students of
different skills levels.
MARYMOUNT COLLEGE, Rancho Palos Verdes, California August 20XX to December 20XX
English Instructor
 Administered English as a Second Language courses to students of varying abilities for private catholic
college.
 Taught three levels of French during permanent instructor’s absence. Received excellent teaching reviews
and letters of recommendation.

PROFESSIONAL ASSOCIATIONS
Member, ASSOCIATION FRANCE-AMÉRIQUES (20XX)

COMMUNITY SERVICE
Volunteer, MISSIONARIES OF CHARITY (20XX/XX)
Volunteer, CHRISTMAS FOR UNDERPRIVILEGED YOUTH PROGRAM (20XX/XX)

SCHOLASTIC MEMBERSHIPS
Member, NATIONAL GOLDEN KEY HONOR SOCIETY (20XX to 20XX)
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