
Tips for a Good CV – 
 
While there is no one-size-fits-all template for a CV (Curriculum Vitae), I can provide you 
with a general outline that you can adapt and customize to your specific needs. Here's a 
suggested structure for a good CV: 
 
1. Personal Information: 
   - Full Name 
   - Contact Information (Phone number, Email address, Address) 
 
2. Professional Summary or Objective: 
   - A brief statement summarizing your career goals and key qualifications. 
 
3. Education: 
   - List your educational background in reverse chronological order. 
   - Include the degree(s) earned, institution(s) attended, and dates of study. 
   - Highlight any honors, awards, or relevant coursework. 
 
4. Work Experience: 
   - List your work experience in reverse chronological order. 
   - Include the job title, company/organization name, location, and employment dates. 
   - Provide a concise description of your responsibilities and achievements in each role. 
   - Use action verbs and quantify your accomplishments where possible. 
 
5. Skills: 
   - Mention your key skills and areas of expertise that are relevant to the position you are 
applying for. 
   - Include both hard skills (technical abilities) and soft skills (interpersonal skills, leadership, 
communication, etc.). 
   - You can use bullet points or create subsections to organize your skills. 
 
6. Certifications and Training: 
   - List any professional certifications or relevant training courses you have completed. 
   - Include the name of the certification/course, issuing organization, and date of 
completion. 
 
7. Projects or Research (if applicable): 
   - If you have been involved in significant projects or research, briefly describe them, 
including your role and outcomes. 
 
8. Publications or Presentations (if applicable): 
   - If you have any published works or have presented at conferences, provide relevant 
details. 
 
9. Volunteer Work or Community Involvement: 
   - Include any volunteer experience or community engagement activities that demonstrate 
your skills or values. 



 
10. References: 
    - Optionally, you can provide references or indicate that they are available upon request. 
 
Remember to tailor your CV for each specific job application, highlighting the most relevant 
information. Use clear and concise language, and ensure the CV is well-organized and 
visually appealing. It's also a good idea to proofread for errors and ask someone else to 
review it for feedback. 
 
Please note that CV formats can vary based on country or industry conventions, so it's 
helpful to research specific requirements or preferences for the region or field you are 
targeting. 


