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WHAT IS A CV?
The curriculum vitae, also known as a CV or vita, is a comprehensive statement of your educational
background and experiences related to the job position you are applying for. It is the standard
representation of credentials within a profession.

THE BASICS
● Modify your CV to the specific positions to which you are applying and place more relevant

sections earlier in the document.
○ For example, if you are applying for a teacher position, the CV will strongly

emphasize your teaching experiences.
● Format of CV can vary by field.
● There are no length restrictions for CVs.

FORMATTING
● Your CV must be well organized and easy to read.
● Choose an effective format and be consistent.
● Use bolds, italics, underines, and CAPITALIZATION to draw attention.
● List all relevant items in reverse chronological order (i.e. most recent to 5 years ago) in each

section.
● Put the most important information near the top and/or left side of the page.

○ For example, place the name of the position, title, award, or school on the left side of
the page and associated dates on the right.

● Use a footer with page numbers and your last name, in case pages get separated.
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WHAT IS THE DIFFERENCE BETWEEN A CV AND A RESUME?
A CV represents a full history of your academic and relevant work experience, including
presentations, awards, certifications, and more. A CV is a comprehensive, detailed representation
of your involvement and has no length requirements. In contrast, a resume is usually limited to 1-2
pages maximum and only includes what is most critical to the position for which you are applying.
Resume is commonly used in the United States, Canada, and Australia

CV RESUME

● Highlights academic accomplishments.
○ Always begins with educational

history.

● Highlights skills and job experience

● Typically provided when applying for grants,
academic positions, fellowships, and
international positions.

● Typically used for the private sector, industry,
business-related, and some non-profit jobs.

● The length of a CV depends on how much
experience you have.

● Usually 2-pages maximum in length. Many
positions limit the resume to one page.

○ If you have one year or more
experience, place job history at the
beginning, followed by education.

● Does include:
○ a detailed list of all presentations,

posters, and publications.
○ contact information such as your

email address
○ internship experience if relevant to

the position

● Does include:
○ contact information such as your

email address
○ Only relevant extracurricular activities

and volunteer work if it’s important for
the position you are applying for or if
you have limited work experience.

● Does not include:
○ awards, presentations, or

publications.
○ references or the phrase “references

available upon request.”

FOR BOTH YOUR CV AND RESUME, DO NOT DO THE FOLLOWING:
● Do not include your home address. City/State/Province/Region is acceptable.
● Do not include work experience that isn’t relevant to the position for which you are applying.

For example, if you are applying for a project manager position, do not include nanny or
babysitting experience.

● Do not include an objective statement. You can list “specializations” at the top of the resume
if they are relevant to the position for which you are applying.
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DESCRIPTIVE CV SAMPLE
Important sections included in your CV

Your Name
City, State, zip postal code, Country

Phone number  |  Email address

EDUCATION

Degree type and major Month and year degree
(or area of specialization) was or will be awarded

Name of institution, city and state
Thesis title, if applicable

Degree type and major Month and year degree
(or area of specialization) was awarded

Name of institution, city and state
Thesis title, if applicable

***Name of countries, dates, purpose of educational travel (e.g. study abroad, in-field, etc.)
can be included in each institution.***

RELEVANT EXPERIENCE

Position Title Dates position was held
Organization name, city and state

● Bullet points that summarize your activities/duties, accomplishments, and
successes. Use action verbs.

Position Title Dates position was held
Organization name, city and state

● Bullet points that summarize your activities/duties, accomplishments, and
successes. Use action verbs.

Position Title Dates position was held
Organization name, city and state

● Bullet points that summarize your activities/duties, accomplishments,
and successes. Use action verbs.

*** You can group experiences into relevant categories (different sections) to enhance your
CV (e.g. Research, Teaching, and Administration).***
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CERTIFICATIONS

Name relevant certification Year received

Name relevant certification Year received

PROFESSIONAL ASSOCIATIONS

Membership in national, regional, state, or local organizations. Year participated
Also, list significant appointments to positions or committees.

Membership in national, regional, state, or local organizations. Year participated
Also, list significant appointments to positions or committees.

*** Student memberships in professional associations are appropriate in this section.***

QUALIFICATIONS OR SKILLS

● List relevant strengths or skills which you want to highlight.
● Relevant strengths or skills
● Relevant strengths or skills

*** It may be appropriate to list special computing or language skills in different sections.***

REFERENCES

Person Name, position title
Organization name, city and state
Email, phone number

Person Name, position title
Organization name, city and state
Email, phone number

Person Name, position title
Organization name, city and state
Email, phone number

*** Three to five are appropriate. If you are responding to an application that asks for references,
include those requested on a separate addendum sheet.***
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Optional sections (use as appropriate)

COMMUNITY INVOLVEMENT

● Appropriate and relevant volunteer work, community service organizations, religious activity,
etc.

● Appropriate and relevant volunteer work, community service organizations, religious activity,
etc

PERSONAL INTEREST

A summary of particular or relevant skills or interest areas you are interested to learn at the job.

PRESENTATIONS

“Titles of professional presentations,” name of conference or event, dates and                 location,
and, if appropriate in your discipline, also include a brief description.

“Titles of professional presentations,” name of conference or event, dates and                    location,
and, if appropriate in your discipline, also include a brief description.

HONORS AND AWARDS

Names of scholastic honor or award Year awarded

Names of scholastic honor or award Year awarded

*** Receipt of competitive scholarships, fellowships, and assistantships can be included in
this section***

GRANTS RECEIVED

Name of granting agency, “Title of grant,” amount awarded Date received

Name of granting agency, “Title of grant,” amount awarded Date received

PUBLICATIONS

Bibliographic citations for articles, pamphlets, chapters in books, research reports,                    or
any other publications that you have authored or co-authored.

Other bibliographic citations for articles, pamphlets, chapters in books, research,              reports, or
any other publications that you have authored or co-authored.

RECENT / CURRENT RESEARCH
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“Name of research project recently conducted or in progress.” Time period
● a brief description of the purpose.

“Name of research project recently conducted or in progress.” Time period
● a brief description of the purpose.
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CV Sample #1: A person with a master’s degree  and some international development leadership
experience applying for a project management position.

Jane Doe
Washington, D.C. 98765 USA

+01 123 456 7890 (texts only)  |   jane.doe@company.com

EDUCATION

Master of Arts in Sign Language May 2022
University of Deaf Worlds at Washington, District of Columbia

Bachelor of Arts in Languages and Cultures December 2009
DDW College at Rochester, New York
Study Abroad: community-based development in Thailand

PROFESSIONAL EXPERIENCE

Program Director 2019 - Present
University of Deaf Worlds; Washington, D.C.

● Bullet points that summarize your activities/duties, accomplishments, and
successes. Use action verbs.

Coordinating Group Leader 2013 - 2018
Deaf Organization; Bangkok, Thailand

● Planned and led required training sessions for teaching deaf assistants and new deaf
teachers.

● Helped to mentor new hires to the Deaf Organization staff to ensure their engagement and
professional development.

● Provided job shadowing and training opportunities to assist new hires in adjusting to the
pace of work and the tone and style of the Deaf Organization.

Teaching Assistant 2010 - 2012
Department of Sign Languages, DDW High School; Rochester, New York

● Taught a section on the history of the root of sign languages, including Deaf culture and
history, theory and technical vocabulary.

● Planned lessons and assignments, led discussion sections, graded papers and exams.
● Organized and led group discussions on social and academic issues.
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INTERNSHIPS

Project X Intern
UNICEF; Kenya, Africa

● Managed social media platforms by marketing events, sharing posts and VLOGs, and
creating visually accessible content.

● Presented information to the design team on how to develop accessible materials for people
with disabilities.

● Attended weekly meetings with leadership to develop communication and task delegation
strategies.

● Conducted desk reviews on topics of interest to increase knowledge and research amongst
the project team. Presented this information to the project team.

INTERNATIONAL EXPERIENCE

Conference Attendee
Women in Leadership World Conference; Kenya, Africa March 2021

● Participated in discussions on how to dismantle barriers for women within workplaces and
how to improve gender equality among leadership.

● Developed relationships with organizational leaders all over the world who are leading
gender equity standards.

Team Member and Coordinator May 2019- June 2019
XYZ Organization; Country OR region where you have traveled

● Led a team of individuals from various regions of Nigeria to Viet Nam to conduct a
presentation on human rights for people with disabilities.

● Created a project budget, recruited team members, coordinated a trip itinerary and logistics.
● Delegated tasks and roles to team members before, during and after the trip.
● Conducted a survey for team members after the trip to identify strengths and areas of

improvement for future international trips.

VOLUNTEER EXPERIENCE

Educational Volunteer
Ministry of Education; Nigeria, Africa September 2017-November 2018

● Volunteered two-days a week with the Ministry of Education by answering questions from
community members and key stakeholders, and providing them with referrals for specific
requests.

● Organized documents and paperwork as requested and developed a system to simplify
document searches.
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CV Sample #2: A graduate student who is still in school, and has limited experience in the field for
which they are applying.

Mai Kwau
mai.kwau@gmail.com

Maryland, USA

SPECIALIZATIONS:
● Inclusive Education

● Deaf and Disability Inclusive Development

EDUCATION
Gallaudet University
Washington D.C.
Master of Arts in International Development Expected May 2023

Texas A&M University
College Station, Texas
Bachelor of Science in Sign Language, magna cum laude December 2020
Minor: Psychology

EMPLOYMENT EXPERIENCE
Deaf Worlds Washington D.C.
Nigeria Program Intern September 2022-present

● Performs market research across a range of capacity development resources and
geographic areas to support project needs.

● Assists in reviewing and editing program documents as necessary, including proofreading
Monitoring, Evaluation, and Learning (MEL) report to grantor and other program
documents

● Provides support to develop communication materials (i.e. Facebook posts, vlogs, press
releases, etc.)

● Attends and participate in program team meetings related to implementation, program
strategy, and new activity opportunities

Gallaudet University International Development MA Program Washington D.C.
Graduate Assistant August 2021-May 2022

● Conducts research on funding and support resources for international student candidates.
● Identifies U.S.-based and international practicum/internship opportunities for current

students based on their skill sets and interests.
● Assists program faculty and sta� with coordination of on and o� campus events, providing

input during open-house and informational meetings, and addressing student needs.
● Cultivates relationships between students, faculty members and program sta� by

developing team-building activities, hosting internal program meetings, and sharing
resources that promote student well-being.
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Genisys Credit Union Michigan
Lending O�cer and Member Service Representative February 2015- February 2019

● Processed and explained needs-based consumer personal, vehicle, recreational, and
business loans.

● Counseled members on credit building, financial planning, and loan insurance.
● Troubleshoot member and co-worker issues with online banking, dissatisfaction

complaints, debit and credit card needs, and other sales and service requests.
● Completed teller cash and check transactions, described financial services, and coached

peers on product presentations.

INTERNATIONAL EXPERIENCE
Cultural Learning and Community Engagement Trip Kurdistan, Iraq
Team member and Interpreter March 2022

● Coordinated a two-day conference with over 100 deaf and hearing attendees from four
separate regions in Kurdistan.

● Support the co-development of human rights and deaf empowerment presentations and
facilitated group discussions.

● Cultivated relationships with local deaf and hearing Kurdish communities by attending
community events.

LEADERSHIP
Gallaudet University- Graduate Student Council
Representative September 2021- Present

● Attends bi-weekly meetings to address the concerns of graduate, undergraduate and
certificate program students throughout Gallaudet University and vote on council issues.

INTERNSHIPS
Organization or company name you conducted the internship with
Intern January 2021-November 2022

● Participated in an immersive practical application week in July of 2021 working with deaf
people whose first language is not American Sign Language, have experienced language
deprivation, mental health barriers, or are immigrants to the U.S..

● Conducted 40 hours of supervised training utilizing learned communication tools with
atypical language users; tools included props, sca�olding, drawing, and expanding using
sign language.

PRESENTATIONS
● Gallaudet University, “Deaf Education Advocacy: Addressing Issues within the U.S.

Education System & International Collaborations”, Presenter, May 2022.
● Gallaudet University, “República Dominicana: Establishing a Department for Deaf &

Disabled Groups A�ected by Emergency Response Readiness and DRR”, Presenter, May
2022.
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CV Sample #3: A deaf person with limited education but vast teaching experience applying for a
teaching position.

Beyonce Osaka
Thailand

+01 123 456 7890  | bosaka@mycompany.com

Teaching Statement

With over fifteen years of teaching experience, I have a vast knowledge of the strategies and
methodologies most successful for teaching deaf children ages 0-18. I am seeking a position in
which I can apply my resources and knowledge and train others in evidence-based teaching
practices I have found to be effective.

Education
It is okay if you do not have a specific degree. List education you do have, and skip this section
if you do not have formal education.

General Education Development Certificate December 2001

Teaching Certificate May 2006

Teaching Experience

Educator and Trainer August 2013- Present
Abuja School for the Deaf; Abuja, Nigera

● Teaching Nigerian Sign Language (NSL) to a range of students from ages 5-16. Started
with a classroom of ten students, and now our program has grown to twenty-six students
whom attend regularly.

● Develops lesson plans and teaching content that can be utilized by other educators,
parents, and families.

● Engages with students 1:1 to enhance literacy through a variety of reading and writing
strategies specific to deaf and visual learners.

Teacher of the Deaf August 2006- June 2013
Deaf Education Program; Aba, Nigeria

● Specialized in teaching literacy and math skills to children with language deprivation and
disabilities in addition to being Deaf.

● Developed visually accessible learning content and increased student engagement
through storytelling and evidence-based strategies.
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● Created a language-focused learning environment by priotizing communication, access
to language, and reiteration between sign language and written English.

Student Teacher
If you have created any opportunities for yourself, highlight them. They do not have to be under
a specific school, program or institution to go in your CV. See examples below:

Self-designed Learning Program January 2005- June 2005
● Designed a learning program for myself by collaborating with local teachers and

educators focused on deaf education within the region.
● Regularly met with deaf students and their families to teach Nigerian Sign Language and

provide resources.
● Observed and mentored with both deaf and hearing teachers throughout the region.

Advocacy

Explain any advocacy groups or efforts you have been a part of. See examples below:
● “Engaged with parents and families of deaf children throughout the community to identify

challenges and barriers within deaf education.”
● “Participated in an NSL campaign by spreading awareness about the importance of sign

language for deaf children by posting on social media, developing brochures, and
educating community members.”

Languages

Highlight your languages and label them according to: 1.) native fluency 2.) professional fluency
3.) conversational fluency 4.) limited working fluency 5.) elementary proficiency. See examples
below:
- Nigerian Sign Language (NSL); Native fluency
- Written English; Professional fluency
- American Sign Language; Conversational fluency

Skills

Expand on your specific skills to show what you have gained from your experience. See
examples below:

● Developing visually accessible teaching materials
● Training peers, including teachers, parents, and families of deaf children NSL and how

to implement it into their engagement with deaf children.
● Creating teaching materials with limited resources through creativity and research.
● Language development through research-based strategies.
● Developing and distributing resources for community members.
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Volunteer Work

Share any examples of how you have volunteered. It is best not to explain how you have
helped a neighbor or friend, but rather programs or organizations you have volunteered with.
See example below:

● Conducted home visits to families with deaf children throughout the region and taught
them Nigerian Sign Language and shared resources for their family

Presentations

Share any presentations you have given. See example below:
● Nigeria Association of the Deaf, “Teaching Written Language to Deaf Students in

Nigeria”, Presenter, May 2021.
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ADDITIONAL CV RESOURCES

1.) Downloadable CV Examples and Tips (Linkedin Page)
https://www.linkedin.com/company/cvexamples/?originalSubdomain=uk

2.) How to Write a CV: Tips, Template and Example (Indeed.com)
https://www.indeed.com/career-advice/resumes-cover-letters/how-to-write-a-cv

3.) Resume vs. CV (Curriculum Vitae): Key Document Differences (Indeed.com)
https://www.indeed.com/career-advice/resumes-cover-letters/difference-between-resum
e-and-cv
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