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What is a CV

Curriculum Vitae or CV is a document that contains details about the educational

qualifications and work experience of a candidate.

Remember that a CV is not the same as a resume or bio data. A resume tends to

be a one-page summary of your academic qualifications and work experience,

whereas a CV is a more comprehensive document that captures your academic

qualifications, work experience and skills. Bio data is usually just an account of

your personal information (and therefore, not the most relevant document in an

academic setting).

Across applications, there will be many different requirements for a CV,

depending on the university, the course and the scholarship in question.
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Personal Details

• Write the name in big and bold font as the CV heading.

• Under that, include contact details like an email address you regularly use, a phone

number you can be reached on, and any relevant website/ portfolio link.



Education

• The name and personal details should be followed by educational qualifications in a

reverse chronological order (most recent to earlier ones).

• Include educational qualifications with a short description of the course and study

outcomes and the final grade (percentage/GPA depending on application

requirement).

• Include the years through which you did the course.

• Highlight course aspects and dissertations that are relevant to your current application.

• You can include your class rank or percentile, if you think it will reflect favourably on your

application.



Education

OR



Work and Research Experience

• This includes professional work and any positions of responsibility you have held including

volunteer positions and internships.

• Mention your position, organisation name, time spent at the organisation, location and

describe your responsibilities.

• You can include your responsibilities either in bullet points or in a paragraph, depending

on the length of the content.

• If you are applying for a research degree, and have done any research internships or

led any research projects, do include such experiences under this head.



Work and Research Experience

OR



Publications

• Include relevant published works like articles, papers, blogs, journals and books.

• If there are group projects or publications, mention other authors and highlight your

name and contribution.

• Include online links to your publications wherever possible!



Conferences/ Courses/ Projects

• Mention conferences you have attended and presented at. If you have just attended a

conference, only include it if you think the theme of the topic is very relevant to your

application. Otherwise, only include conferences that you have either organised or

where you have participated as a presenter.

• Similarly, include trainings/ courses you have undertaken.

• It is equally important to include any relevant professional certifications here (provide the

title of the certification, the name of the certifying organisation and the date on which

you earned the certification).

• Please be careful about how many you include in the CV you submit for your

application – list only those that are relevant for that particular application.



Awards and Scholarships

• This includes academic awards, ranks, achievements, grants/ scholarships/ fellowships

you received for studies or research work.



Skills

• This may include IT, language and technical skills as well as relevant transferable skills

(creativity, leadership, team management), which may not be wholly relevant to the

application you are making.

• If you are multilingual, write about the languages you know and indicate how well you

know them using “native/ advanced/ intermediate/ beginner levels of written/spoken

fluency” as appropriate.

• This is an optional section.



Extracurricular Activities

• This may include extracurricular interests, activities and achievements, including sports,

debates, moot court competitions, etc.

• This is an optional section depending on its relevance to the application.



Positions of Responsibility

• For scholarship applications, leadership is an important criterion.

• It hence becomes important to separately and specifically highlight the positions of

responsibility you have held any student organisation, group, society, etc.

• Even if you have been a member, you can mention it.

For Eg:

President, The Debating Society, Government Degree College, Budgam (2020-21).



Language to be Used

• The language of a CV should be straightforward and clear. Refrain from using long

paragraphs, passive voice and short forms.

• Use technical terminology, wherever applicable.

• The CV is an archive of all your achievements, skills, and interests and therefore, it should

read confidently so that it can convey how you are the suitable candidate.

• Use bullet points with action words (a list is available in the online guide on CV writing) to

describe work/ academic experiences in short sentences.



Formatting

• The CV design should be readable, clear and consistent.

• The main things to remember when formatting a CV are who it is being sent to and for what
purpose, depending on which the information should be organised and highlighted.

• After preparing your CV, get it printed to check if it looks neat and readable in case you have to
submit the hard copy at any point.

• Font and Highlighting: Choose a readable, attractive font and it is best advised to not use more
than two fonts in one CV. The font size should be a minimum of 11 pt. Do not overuse bold, italics
and highlighting because it is distracting for the reader. To highlight headers and sections of the CV,
use bold since too much italics and underlining can make it look clumsy.

• Headings: Maintain a consistent style (font style, size, colour, capitalisation) for similar headings and
sub-headings. Do not put full stops after headings/ sub-headings. Create headings that are of
relevance to your application. Avoid using ‘Other’ as a section since it suggests that the reader
could possibly skip it.



General Tips

• An easy step is to make a Master CV document in which you should specify all the

experience, activities, and grades secured. This can be a relative longer document

which covers all experiences. At the time of application, you can pick up relevant

information from the Master CV and tailor your CV for the specific application. most

universities expect you to submit CVs that do not exceed 2 pages.

• Scholarship applications usually provide guidance on how to tailor a CV. Even

otherwise, depending on the aims, intentions and scope of the scholarship, the CV can

be tailored. For e.g., it may be important to show teamwork, initiative, and leadership

for some scholarships. In this case, the CV should include ‘Positions of Responsibility’ with

a brief description and outcomes, if any.



General Tips

• It is especially important to highlight your involvement in academia and research

projects, if you are looking to apply for research degrees like PhDs/ DPhils. Highlighting

any previous research experience (in the form of writing dissertations in your

undergraduate/ postgraduate degrees, or in the form of publications, or in the form of

research internships) is necessary to demonstrate that you have the necessary skills to

pursue a research degree.

• In a CV you submit for graduate applications and graduate scholarships, you do not

need to include a “References” head, simply because you will be expected to input

the details of your referees separately in the application form and they will also be

asked to submit reference letters in support of your application.
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