
Writing a Curriculum Vitae (CV) 

Florida State University 

Career Center 



Purpose of a CV 

• Summary of professional qualifications 

• Reflects yours abilities as a instructor, researcher, 

and scholar  

• Usually used for academic, research, and some 

government positions 

• Faculty CVs tend to focus on  

– Teaching, Research, Service 

• No page limit  



Consider the following: 

• Who is my audience? target employers? 

• What are my strongest selling points? 

• How can I best summarize my qualifications 

(this may be included before the detailed 

content) 

• When responding to a specific position 

announcement, tailor your CV to fit 



Targeting the job announcement 



Targeting the job announcement 
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Basic Format 

• Identification 

• Objective (optional) 

• Education 

• Experience 

• Additional Categories 

– Specific to your experiences 



Identification 

• Full name 

• Address 

• Phone number, 

including area code 

• Email address  

Shane M. Benjamin 

150 Sterling Dr., Apt # 32  

Tallahassee FL 32310 

904-879-5523 

sbenjamin21@gmail.com 

mailto:sbenjamin21@gmail.com


Objective (optional) 

• Focus on 

– Skills 

– Education 

– Population of interest 

– Career area 

– Type of organization 

– Position title 

– Functional area 



Education 
• Start with your highest & most recent degree 

• Include 

– Name of degree 

– Name and location of institution 

– Date of graduation 

• Can also include 

– Dissertation and/or thesis topic 

– Major Professor/Committee Chair 



Experience 

• Can be broken into different categories 

– Teaching, research, graduate assistantships, 

internships, fellowships, service, etc. 

 
TEACHING EXPERIENCE 

  

Assistant Professor of Arts Management, American University 

August 2009-present 

Teach Survey of Arts Management, Marketing & PR in the Arts, Cultural Policy, and 

Thesis (Graduate). Advise 27 + students and direct or serve as a member of more than 10 

capstone committees. 

  

Professor of Arts Administration, Savannah College of Arts and Design 

September 2008-June 2009 

Taught Legal Issues in Arts & Entertainment and Introduction to Business for 

undergraduates; Legal Issues in Arts Administration, Raising Funds for Arts 

Organizations, and Education in Cultural Institutions for graduate students. Served on 

thesis committees, wrote course proposals, developed a marketing plan for the minor, and 

advised students. 

  

Graduate Teaching Assistant, Florida State University 

January 2007-April 2007 

Orchestra Management (Graduate) 



Experience 

• For each listing, include –  

– Position title 

– Name of organization/institution 

– Location  

– Dates 

– Responsibilities AND accomplishments 

• Use action words 

 



Action Verb Examples 

• Design 

• Develop 

• Analyze  

• Supervise 

• Research 

• Investigate 

• Present 

• Draft  

• Organize 

• Assess 

• Deliver 

• Consult 

• Earn 

• Elect 

• Discover 

• Propose 

• Repair 

• Teach 

• Synthesize 

• Calculate 



Experience 



Additional Categories 
• Presentations 

– Refereed/non-refereed 

– International/Domestic 

– Invited 

• Lectures/Seminars 

• Programs & Workshops 

• Research Grants 

• Consultations 

 

• Areas of Expertise 

• Academic Interests 

• Research Interests 

• Courses Taught 

• Publications 

– break out by type—e.g., 

books, monographs, chapters, 

journal articles, invited 

papers, technical reports, etc. 



Additional Categories (continued) 

• Research Fellowships 

• Service 

o University 

o Profession 

o Leadership Positions 

o Editorial boards 

o Community 

• Professional Activities 

• Major Committees/          

Committee Leadership 

• Graduate Field Work 



Additional Categories (continued) 

• Certifications/Licenses 

• Honors/Awards 

• Special Training 

• Technical Knowledge/Skills 

• Language Skills 



References 

AVAILABLE UPON REQUEST 

or 

List on Separate Sheet 

 

Other options: 

Credentials, Dossier, Portfolio, Link to Website 



Do not include… 

• Personal information 

– Marital status, birth date, etc. 

• Reasons for leaving past positions 

• Salary requirements 

• Negative or irrelevant information 



Organization 

• Length of your CV depends on your experiences 

• Layout 

– The most relevant information should be first 

– Use bold, italics or underlining to emphasize 

certain categories, headings, position titles, 

organizations, etc. 



Common Mistakes 

• Disorganized 

• Poorly Reproduced 

• Overwritten 

• Too Sparse 

• Not Results Oriented 

• Irrelevancies 

• Misspellings, Typos 

• Content Doesn’t Match Objective 



Hints 

• Be clear and consistent 

• Proofread the CV  

• Have the CV critiqued by multiple people 

• Use quality paper to print your CV 

• Update it regularly 

• Tailor your CV to each employer 

• Keep one master document 



For further assistance 

• Visit the Career Center/ 

Dunlap Success Center 

• www.career.fsu.edu 

 

http://www.career.fsu.edu/

