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CV’s, Resumes
and  

Cover Letters



WHAT IS THE CV?

Your Curriculum vitae is used primarily when applying for academic 

and research positions,  as well as fellowships and grants.

The most notable difference between a CV and resume is the length. 

Resumes are usually limited in length to 1-2 pages, whereas a CV 

can run over three pages. 

A subtle yet equally important distinction are the goals: a resume is 

to construct a professional identity, whereas the CV goal is to 

establish a scholarly identity. 

Thus, your CV will need to reflect very specifically your abilities as 

a teacher, researcher, and publishing scholar within your discipline.
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CV FORMAT:

 Use 11 or 12 pt simple font: Serif (Times, Garamond) best

 Most Important Info (title, organization) on Left; Less important 

(date, city) on Right

 Margins approximately 1”

 Spell out words and define acronyms for the first use

 Utilize these 2 strategies throughout CV:

 Gapping: use of incomplete sentences to present info clearly and 

concisely 

 Parallelism: keep structure of phrases and/or sentences consistent

 UPDATE your CV Early & Often!

January 22, 2015 REU Dinner



CV ORGANIZATION

o The most relevant and compelling information is at 

the beginning with less pertinent information at the 

end dependent upon position description.

o Should be tailored to the job/position description. 

• Ex: If the school to which you are applying emphasizes 

teaching over research, list teaching before research 

experience, while the reverse is true for research institutions. 

o Split long lists into subcategories. 

• Divide your list of conference presentations into subcategories 

by location, topic, professional affiliation, etc. 

o List entries within each section in reverse

chronological order. 
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UNNECESSARY ITEMS

o Objective section: Cover letter does this

o Summary of qualifications

 Unless grad student or alum with job experience

o References or “References Available Upon Request”

o Personal information (age, gender, political/religious 

affiliation, photo)

o High School information

o Pronouns “I” or “Me”
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GOOD CV EXAMPLE
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GOOD CV EXAMPLE (PG 2)
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BAD CV EXAMPLE
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BAD CV EXAMPLE (PG 2)

January 22, 2015 REU Dinner



TECHNICAL ASPECT OF COVER LETTERS

 Should not simply restate your CV; Give new information: 

what do you want them to know about you?

 Weave academics, activities, and employment together to 

provide a complete picture of what you bring to position. 

 Concise, varied sentence structure and a clean flow of ideas 

will keep reader’s attention.

 Avoid telling what you don’t have - focus on transferrable skills 

and experiences you do have.
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TECHNICAL ASPECT OF COVER LETTERS
(CONT’D)

 Make sure your energy, enthusiasm and confidence come 

through in your writing!

 Provide quantifiable examples of applicable skills.

 Should be approximately 1 page, single spaced text, double 

spaced paragraphs.

 A cover letter is a sample of writing ability. Proofread it! Ask 

peers and your mentors/PI’s for feedback.
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COVER LETTER FORMAT

I. Salutation

o To a specific person whenever possible. Call the company 

for the correct name, title, address, email, or fax number. If 

no name is available, a generic greeting such as “Dear 

Committee Members” is acceptable.

• Email: “Good Morning/Afternoon/Evening” is a good address

o Write each cover letter specifically for the company and/or 

position you are seeking.

II. Introductory Paragraph

o State the position applying for and how found out about it.

o In a summary sentence state interest in position and how 

you are a unique fit.
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COVER LETTER FORMAT (CONT’D)

III. Middle Paragraph(s)

o Tie qualifications to the position/lab/school. 

o Emphasize strongest attributes that relate to position. 

o Summarize directly related experience and/or education so 

reader can reference it in CV.

o Tell why interested in this field/position/company.

IV. Closing Paragraph

o Restate interest and demonstrate how your unique 

qualifications fit.

o If appropriate, let the reader know you will follow up and 

you look forward to discussing the opportunity further. 

o Thank reader for his/her time and consideration.
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ADDITIONAL CV RESOURCES

UCSD Job Search Handbook:

o http://career.ucsd.edu/_files/JobSearchHandbook.pdf

UCSD Career Services Center:

o http://career.ucsd.edu/undergraduates/prepar-resume-covlet/index.html

University of Illinois at Urbana-Champaign Cover Letters:

o http://cet.usc.edu/resources/academic_resources/docs/AcCoverLetters.pdf

University of California at Berkeley:

o https://career.berkeley.edu/PhDs/PhDAcademic.stm

University of Chicago:

o https://career.berkeley.edu/PhDs/PhDAcademic.stm

University of Pennsylvania:

o http://www.vpul.upenn.edu/careerservices/gradstud/resources/

Curriculum vitae Writing Tips and Templates

o www.businessballs.com/curriculum.htm
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CAREER PLANNING RESOURCES
 UC San Diego Research Intelligence Portal, a new resource for the campus community to 

develop and search faculty profiles, identify new federal funding opportunities, and form 

research teams. http://ric.ucsd.edu

 The Chronicle of Higher Education – Features articles on teaching, research, administration, 

and student life and includes an extensive job bank

 Council of Graduate Schools - A national organization dedicated to promoting graduate 

education and research

 Harvard University's Office of Career Services resource pages for the academic job search 

provide additional information on strategic thinking when applying for academic jobs.

 The Higher Education Recruitment Consortium - Advancing the efforts of their member 

institutions to recruit and retain outstanding and diverse faculty and staff 

 Index of American Universities - A comprehensive list of university homepages. 

 National Coalition of Independent Scholars – A list of resources for anyone interested in 

continuing a research program without institutional affiliation. 

 National Postdoc Association - A resource for graduate students thinking about and looking for 

postdoc opportunities, and for current postdocs seeking information on professional 

development, benefits, additional postdoc opportunities, visa issues, and more.

 Scholarly Societies Project - A comprehensive listing of international scholarly societies. 

 Conference Alert - Listings of academic conferences around the globe (many, but not all 

disciplines are represented)
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PROFILE ON RIP
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