What is a Curriculum Vita?

In the academic job market, high quality job search materials play a critical role in helping you stand out as a strong candidate. As part of your job search, a curriculum vita (CV) is often your first introduction to a search committee. Your vita must reflect educational and professional experiences that will be of value to the position for which you are applying. As with any self-marketing document, an effective vita will combine elements of content and format in ways that reflect your own unique background and job search goals.

A vita should be used for academic positions involving substantial amounts of research and/or teaching. A resume should be used for all other types of positions. 

Purpose of a Vita

The fundamental purpose of your vita is to help you get job interviews. During a typical search process your vita may be read by several people of varying positions within an institution. As you create your document, keep your audience in mind and consider how they will view your material. The purposes of a CV include:

For the applicant:
· Serves as an introduction to the search committee. 

· May lead to an initial interview. 

· Focuses attention on aspects of your background that are most relevant for each particular institution.

For the search committee:
· Serves as a tool to screen applicants, to develop a manageable candidate pool to interview.

· Provides an initial assessment of whether a candidate will "fit" the institution's and/or the department's profile.

· Suggests interview questions by what is included — and what is not.

Content of a Curriculum Vita

As a general rule, every CV starts with a core of contact information, education, and professional experience. The rest of your CV should be built on information that will showcase your background and talents most effectively.

Contact Information
Include information that is clear and allows the search committee to access you easily. If your address changes, make sure you update the contact information on your document. It is recommended that you include:

· Your full name as a heading at the top of the page. 

· Full address, including phone number. If you are currently employed and are comfortable with a potential employer contacting you at work, you may also list a work address and phone number.

· E-mail address.

· URL, if applicable.
Education
For most students, education is the first section listed on the CV. In this section, list each degree received in reverse chronological order, starting with your Ph.D. Information on each degree includes:

· Institution name and location.

· Degree you have, or will receive, and the date of expected completion.

· Major and/or area(s) of specialization.

· Dissertation or thesis title and advisors' names are generally included in this section.

Experience
This section is designed to include experiences that support your professional objectives. This may work well as one section, or you may decide to subdivide experience to draw greater attention to multiple areas of strength. For example, you may separate your teaching and your research experience into two sections. Each experience listed should include:

· Name and location of organization.

· Your title or role.

· Dates of involvement, typically designated by month and year.

· Description of the experience.

In describing your experiences, focus on skills developed and tangible accomplishments in addition to your job responsibilities. Short, concise phrases beginning with action verbs, rather than whole sentences, will guide the reader through your descriptions effectively.

Optional Content

Any other information you include should reflect specific areas of strength and interest. 

Honors and Awards
A listing of academic and professional awards may be included. Awards not widely known in your field, such as those that are institutionally based, may be explained briefly. You may also benefit by describing honors that are especially prestigious or exclusive.

Teaching and Research Interests
A section outlining teaching or research interests allows you to demonstrate a wide range of areas in which you could contribute. This is important if your areas of interest are not evident from your vita. For example, a Ph.D. in history may benefit from listing teaching interests in specific areas such as labor history, the Cold War, or women's history. Be prepared to offer support for your areas of interest during the interviewing process; search committees will often develop questions based on your areas of interest.

Publications and Presentations
This could be one combined section or separate categories, depending on the number of entries you have. Use the standard bibliographic form for your field. For articles, those that are published or in press are most advantageous; too many publications listed as "submitted" or "in preparation" could erode your credibility. Depending on the length of this section, you may need to be selective by listing publications or presentations that are most relevant to the position you are seeking.

Professional Activities
List national or local activities that contribute to your professional credentials. This may include university committee work if that is an important part of your background. Highlight projects that display leadership or initiative.

Skills
You may decide to include a separate section highlighting specific skills (e.g., language). It may be helpful to quantify your skill level, for example, Italian: fluent speaking, proficient reading and writing.

References
How you handle references on your CV will be determined in part by whether you are using reference letters or a reference list. If using reference letters, give the name and address where the letters may be retrieved (e.g., Career Center). If you use a reference list, include name and contact information as the final information on your CV or on a separate reference list.

Formatting Your Vita

As you shape the content of your vita, you should also be giving some thought to how you will create a professional looking document. Keep these general tips in mind:

· Prioritize the information on your vita. Place your most important information on the first page. A general guideline for vita writing is to order the sections in descending order of importance.

· Devote more space to the most important aspects of your background. Not everything on your CV demands equal space.

· Consider developing more than one vita if you are applying for different types of positions. Even subtle changes in emphasis can enhance your candidacy in the eyes of a search committee.

A Teaching or a Research Emphasis
One question you may consider is whether your goal is to obtain a position devoted primarily to research or to teaching. You can help shape the reader's attention toward one or the other through your vita's content & format.

A curriculum vita emphasizing teaching may include:

· teaching experience



pedagogical training
· teaching interests



experience at teaching institutions

A curriculum vita emphasizing research may include:

· research experience



technical expertise

· research interests



grant writing experience
A Word about Length
There are no established rules about length, but keep in mind that the vita of a new graduate will probably be short. Ultimately your CV will be evaluated by its content rather than the length.

Visual Aspects of Your CV

In addition to strong content and smart organization, a CV must be visually appealing if it is to be effective. A vita with strong visual elements will be easy to read, and key information will be easy to find and understand. Keep the following points in mind as you put the finishing touches on your CV:

· Adequate white space is essential in a CV. Use margin space and space within and between sections to help your printed information stand out.

· Be consistent with where you place your information. For example, place the key elements of title, organization, dates and location of your experiences in the same order for each experience.

· Use formatting techniques such as bolding or italics to highlight important pieces of information. This will help the reader quickly identify key elements of your background. These techniques can also be used to identify each section of your vita.

· Use paper that will enhance the visual impression. Bond paper weighing between 20# and 50# is a sound choice; white, beige or another neutral color will communicate a level of professionalism for your document.
