


Preparing your Academic CV



What is an Academic CV?
 First document that the employer wants and the 

first they review
 Your request to have them invite you for an 

interview!
 Your opportunity to put your “best” strengths 

forward
 Overview of your academic prowess
 Collection of all the professional elements that 

demonstrate your appropriateness for the posting, 
and for the future of the hiring department



Where do I start
 DRAFT is the operating word
 Do a complete review of your history
 Endless lists  - don’t edit yet
 Sort into categories



Categories
 Categories are designed to help you convey the 

information that the reader values
 May vary by posting/field/strength
 First things first – the reader matters!
 Keep in mind that you are seeking first glance 

outcomes



Basic CV Categories 
 Name and contact information 
 Education 
 Honors and Fellowships
 Teaching/Research Experience
 Grants
 Publications 
 Presentations
 Professional Memberships
 References 
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CV Categories Cont.
 Professional Experience
 Languages
 Technical Skills 
 University Service
 Research/Teaching Interests
 Certifications/Professional Licensure
 Additional Information 
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Tips while you go…
 There is no one RIGHT way to do this – just a few guidelines
 Yes,  it can be more than one page – use the number you need to 

include what needs to be included!
 Formatting counts –

 let the reader breath with the addition of white space – but don’t let them 
have too much – it slows the reader down. 

 Set up consistent patterns of information for the reader to use
 Check the variety or tricks used (bold, Italics, indent etc)
 Don’t divide heading from content with pages

 In order to keep your documents whole for the application packet, your 
name should be on each page. Starting with page 2, number next to 
your name. 

 The first page is prime real estate – be wise in it’s use. Make sure your 
most significant accomplishments appear on the first and last pages of 
your CV. Avoid sloppiness. Check repeatedly for spelling mistakes, and 
use a consistent format and spacing. 

 Recheck your document (100,000,000 times)  
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Examples
 Look to your professional associations for examples or 

specific guidelines
 Ask recent hires or recent graduates for advice
 Check the web sites of the schools to which you are 

applying – see what the cv’s of others in that 
department look like.

 Some on the CGS web site
 CV Doctor – Chronicle of Higher Ed.  
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QUESTIONS?

Check our website www.yale.edu/graduateschool/careers

For more information, resources, hours etc. 

http://www.yale.edu/graduateschool/careers�
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