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  Resume Industry CV Academic CV  

Purpose Focused on experiences;  
tailored to a specific role  

Used to apply for research-
intensive roles 

Used to apply for graduate 
school, grants, fellowships, 
awards, faculty roles 

Length* 1 page preferred (2 pages 
may be acceptable for 
someone with extensive 
relevant experience) 

1–3 pages for a recent graduate; several pages for an  
experienced professional 

Content A resume is a concise  
document, tailored to  
reflect the qualifications 
listed in a specific job  
description.  
  
DO… 
Include only experiences, 
accomplishments, and 
skills that are relevant to 
the role and the employer. 
  
DON’T… 
List references or state 
“references available upon 
request.” 

An Industry CV is a more 
comprehensive document 
that lists a variety of experi-
ences and accomplishments. 
  
DO…  
Highlight research, skills,  
and techniques. 
  
Describe research with an 
applied approach. 
  
Include selected publications 
and presentations. 
  
Exclude references  
(unless requested) 
  
DON’T… 
State “references available 
upon request.” 

An Academic CV is a more 
comprehensive document 
that lists a variety of experi-
ences and accomplishments. 
  
DO…  
Focus on research and 
teaching, grants and awards. 
  
Describe research with a 
basic approach. 
  
Provide an exhaustive list  
of your presentations and 
publications. 
  
Exclude references  
(unless requested) 
  
DON’T… 
State “references available 
upon request.” 

Sections Include only sections  
that are relevant to your 
audience. 

Arrange sections in order of relevance to your audience. 

Format Reverse chronological  
order is typical for college 
students/recent graduates. 

Reverse chronological or chronological order are acceptable. 
Select one and be consistent throughout the document. 

Tip: Print only on one side of each page. On continuing pages, make sure to list “Last Name CV (or resume) Page x”   
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the 

Whether you’re drafting a CV or resume, the following guidelines apply...  

Section Location/Order 

Heading (name, contact info) Top of the page 

Summary/Profile Directly below Heading  

Education 

During school and early in your  
career, Education should be the  
first item listed after the Heading  
and Profile/Summary. 

Coursework 

Include and highlight relevant  
sections as appropriate to your  
experience and/or the role that  
you’re applying for. 
 
Need help choosing or organizing 
your experience and sections?  
Chat with a CES career advisor. 
We’re here for you! 

Experience (paid and unpaid) 

Research 

Projects 

Publications 

Presentations 

Clinical Experience 

Laboratory Techniques 

Coding Techniques/Languages 

Licenses/Certifications 

Skills 

Additional Experience 

Summary/Profile 
 

What is it? 2–3 statements  
highlighting your most valua-
ble skills and experiences. 

Why include it? Although 
a Summary is optional, 
many employers use it to 
quickly learn about you.  
It’s a quick way to make a 
good first impression. 

How to write it? 

1. Reflect on your relevant  
skills and experiences. 

2. Closely review the job 
description or graduate 
program. Note how your 
skills, experiences, and 
education align with the 
description. 

3. Compile a brief summary 
to showcase those items: 

 Start with a key adjective 
about yourself. 

 Use the active voice. 

 Include action words that 
fit your experience.  

There’s no single format that will 
work for every resume or CV,  
and there are many ways to  
effectively showcase your skills, 
education, experiences, and  
accomplishments.  

Use a clean, easy-to-read format 
to ensure that the reader can 
quickly locate your qualifications.  

Avoid using templates.  
Templates limit your ability to be 
creative or to tailor your document 
to your unique experiences. 

Keep it simple. Choose a single, easy-to-read font and use it  
for the entire document. 

Font size: 

 Your name in the heading: 16-22 

 Section headers: 10–14 

 Content/bullets: 10–12 

Use bold text and capitalization to emphasize section titles.   

Set page margins to between .5 and .8 inch. 

Avoid overcrowding. State your experience concisely. 

Watch out for grammar and formatting errors/inconsistencies. 

Save your resume or CV as a PDF to preserve your formatting.  
(If you downloaded a font, make sure your PDF is set to  
embed your font to the document.) 

Do this:  

Formatting 



 

 

The content of your resume/CV needs to be intentional, clear, and concise.  
The job description or graduate program requirements are your guide for what to include.  

Craft bullet-point statements that highlight your skills and experience. Provide  
details with emphasis on your contributions and on any positive outcomes. 

Avoid Passive Phrases 

 Responsible for 

 Assisted with 

 Helped with 

 Duties included 

Passive phrases sound like 

job tasks rather than  

accomplishments. 
       •  Demonstrate lab techniques to groups of  
          10–15 of students while communicating  

             concepts and explaining calculations.  

Course Assistant, University of Puget Sound 
 

          •  Responsible for leading labs 

          •  Lead activities for lab students 

 
 

 

 
Action verbs help show ownership of your  
accomplishments and experiences.  
Personalize action verbs to help show your level  
of commitment, interest, and ability to do the work. 
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If you worked in a group setting, focus on aspects  
of the work that you contributed — what you  
personally accomplished on the project, paper,  
or for the team.  

Describe how you accomplished the work using 
tools, resources, theories, procedures, etc. 

Provide numbers/statistics to help demonstrate  
the scope of your work. 

 

Never include any of the following information:  
age, ethnicity, political affiliation, religion, marital 
status, sexual orientation, birthplace, photos,  
height, weight, or health.  
 
Not only can this information increase the chances 
of discrimination, it rarely impacts your ability to  
perform your role, so it isn’t relevant.  

Identify keywords related to skills or characteristics  
requested in the job description, industry, or academic 
discipline. Then talk about your experience that fits 
with what the employer is asking for.  

For example, if you worked in a restaurant... 
Although serving food may not be part of the job  
description for the role you’re seeking, multi-tasking 
and working under pressure may be transferrable 
skills that the employer values.  

 

Write in a concise style that omits personal  
pronouns (I, my) and articles (a, the).   

Use verbs in the past tense for roles that have  
ended; use present tense for current roles. 

You may choose whether or not to use periods at the 
end of each bullet point. Whichever you decide, stay 
consistent throughout the document. 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 


