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Writing a professional CV 

A Curriculum Vitae (CV) is a comprehensive, detailed document that outlines an individual’s 

professional and academic background. It typically includes personal information, educational 

qualifications, work experience, research, skills, certifications, awards, and other significant 

accomplishments. The main purpose of a CV is to provide an in-depth account of one's 

professional life, which is usually used for academic positions, research opportunities, 

fellowships, or jobs that require a detailed history of the candidate’s experience and credentials. 

Key Components of a CV: 

1. Personal Information: Includes your full name, contact information (phone number, 

email, LinkedIn), and sometimes your address or a professional website. 

2. Professional Summary/Objective: A brief section that outlines your career objectives 

or professional philosophy. 

3. Education: A detailed listing of your academic qualifications, including degrees, 

certifications, and any relevant coursework or honors. 

4. Work Experience: A detailed list of all relevant jobs and internships, including job 

titles, organizations, and dates of employment, as well as descriptions of your roles and 

responsibilities. 

5. Skills and Competencies: A section highlighting your technical and soft skills, 

including any software programs, languages, or special competencies you have. 

6. Publications and Research: Particularly important for academic CVs, this includes 

articles, books, papers, and any research work you have published or contributed to. 

7. Awards and Honors: Recognition of achievements and honors you’ve received 

throughout your academic or professional career. 

8. Professional Memberships: Membership in relevant professional organizations or 

societies. 

9. Conferences and Workshops: Any participation or presentations at academic or 

industry-related events. 



Structure and Design: 

While there is no universal rule for the exact structure of a CV, it is important to ensure the 

layout is clear and professional. The document should be aesthetically pleasing, easy to read, 

and skimmable—meaning someone should be able to quickly locate key information. To do 

this, you should use clear headings, bullet points, and consistent formatting (e.g., fonts and 

margins). It's also crucial to update your CV regularly, adding new experiences, skills, and 

qualifications as they come. 
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