
How to prepare a 
Curriculum Vitae



Objectives

● Define what is a Curriculum Vitae (CV)

● Explore the basic formats of a CV and general 
elements

● Present an example



What is a Curriculum Vitae?

● Your CV works like a business card addressed to the 
place you are applying for.

● It contains important data such as your professional 
experience, educational background, 
recognitions and achievements, as well as your 
strengths and abilities.



Format

● It's a myth that recruiters prefer CVs with only one 
page.

● As long as your CV is clear and easy to 
understand, you can include extra pages.

● If your work experience is limited, it is 
recommended to keep it brief.



CV basic formats 

● Chronological CV

● Functional CV

● Mixed CV



Chronological CV

● It is recommended for people with broad professional 
experience to demonstrate the evolution of their 
trajectory.

● It should present the journey of your professional 
experience.

● A chronological format lists your experiences based on 
the dates they occurred: so start from the most to the 
least recent experience.





Functional CV

● This CV format focuses on your achievements without 
chronological order. 

● The functional CV is for young candidates with little 
experience but outstanding skills.

● It's visually appealing, easy to read, and more likely to 
highlight your abilities.





Mixed CV

● It has the format of the chronological and functional 
CV.

● You can demonstrate your experience and professional 
development and highlight your major skills.

● You get a complete document that reflects your 
trajectory and is visually appealing.





General elements of the CV

● Contact information
● Education
● Academic/Research experience
● Relevant work experience
● Presentations 
● Community service
● Honors and memberships
● Skills



Competencies and professionals skills

● What interests recruiters most is knowing how much 
you can contribute to their institution.

● That is why learning to emphasize your skills on your 
CV is crucial. 



Technical knowledge

● Technical knowledge comprises skills you have 
acquired throughout your academic and professional 
life.

● They allow you to perform specific functions like 
managing computer programs and machinery.



Common mistakes 

● Putting too much text.

● Including irrelevant information.

● Using bright colors and elements.



My first CV

● If you are still studying or have just graduated, you could 
have limited professional experience.

● Regardless, you can have a professional CV since you can 
draw attention to your skills. 



My first CV

● Use the functional CV format to highlight: 
➔ certifications
➔ research experiences
➔ community service activities
➔ programing skills 
➔ other achievements you have obtained during college



Examples



Education



Research Experience



Work Experience



Presentations



Community Service



Academic Honors & Memberships



Skills
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Doubts or questions?
 

          Thank you for using the resources from! 

Learn more about our virtual services: 
http://generales.uprrp.edu/competencias-linguisticas/

http://generales.uprrp.edu/competencias-linguisticas/

