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Optional Sections for Your CV/Resume

When crafting your CV or resume, it's essential to focus on the core sections like your name
and contact information, work experience, education, and relevant skills. However, there
are several optional sections that can further enhance your CV, depending on the job you're
applying for and your background. These sections help you stand out by highlighting additional
achievements, skills, and interests that make you a well-rounded candidate.

1. Awards

This section highlights the honors, recognitions, and prestigious awards you've received.
Including awards helps demonstrate your achievements and excellence in your field.

o How to Structure It:
o List awards in chronological order, either descending (most recent first) or
ascending (earliest first). Just be consistent with your approach.
o Foreach award, include:
= The name of the award
= The granting institution or organization
= The date awarded
= A one-line description of the award to help others understand its
significance (e.g., "Awarded to one of three top graduates in the
department each year").
« Additional Tips:
o Ifyou’ve received multiple awards, you can categorize them into subcategories
(e.g., Research Awards, Teaching Awards, Academic Achievement).
If you’ve been awarded research grants, you can either list them here or in your
Research Experience section.
Honorary societies or memberships in prestigious organizations can also be
mentioned here.




2. Languages

Being bilingual or multilingual is a valuable asset in many job fields. Listing your language
skills provides insight into your communication abilities and global awareness.

e How to Structure It:
o Include the name of the language and indicate your fluency level (e.g., native,
fluent, intermediate, basic).
o For each language, you can add details on speaking, reading, and writing
proficiency, if applicable.
o Examples:
o English: Native
o Spanish: Fluent (Written & Spoken)
o French: Intermediate (Reading & Speaking)

3. Hobbies

While this section isn’t necessary for every job application, it can offer a personal touch to your
CV and show that you’re a well-rounded individual. Try to include hobbies that align with the
job or reflect positively on your personality.

e How to Structure It:

o Focus on unusual or job-relevant hobbies that set you apart. For example, if
you’re applying for a marketing role, including something like “creating digital
content for non-profits" can showcase both your passion and skills.

Avoid common or cliché hobbies like "reading™ or "walking," unless you have
a unique angle (e.g., "reading and reviewing obscure science fiction" or "hiking
in remote wilderness areas™).

« Examples:

o Competitive gaming (Strategy, teamwork)

o Photography (Artistic skills, creativity)

o Volunteering at animal shelters (Community engagement)

4. References

Providing references shows potential employers that others vouch for your character and
abilities.

e How to Structure It:
o List your references on the last page of your CV, separated from the main body
of the document.
o For each reference, include:
= Name
= Title/Position
= Organization




Mailing address (if required)
Phone number
Email address
A brief description of your relationship with the reference (e.g., "Former
supervisor," "Professor in charge of my thesis").
o Additional Tip:
o Don’t include references unless requested by the employer. You can write
"Available upon request™ if you prefer not to list them directly.

CV Dos and Don’ts

When creating your CV or resume, adhering to a few simple rules can make your application
stand out:

Do:

Pick the right format that highlights your experience and aligns with the job you're
applying for.

Include links to your professional profiles (e.g., LinkedIn, portfolio, GitHub).

Write a strong personal summary that clearly describes your background, strengths,
and goals.

Tailor your CV to the specific role by aligning your experience with the job
responsibilities listed in the job description.

Be honest about your information. Do not exaggerate or provide misleading details.

Don’t use confusing formatting or random changes in font styles or colors.

Avoid long summaries—Kkeep it concise and to the point.

Don’t use emotive language (e.g., "I am passionate about..."). Stick to facts and
tangible accomplishments.

In the education section, don’t list your certificates randomly—organize them
logically.

Don’t list irrelevant job experiences. Focus on positions that relate to the role you’re
applying for.

Don’t overstate your skills—only include skills you can confidently discuss during an
interview.

In the experience section, focus on specific responsibilities and key achievements, and
whenever possible, quantify your impact (e.g., "Increased sales by 30%").




