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Tips on Creating an Academic Vita  

 
 

 

 

An academic vita is a summary of your professional training and 
background; it serves much the same purpose as a résumé in the business 
world. In other words, a vita is an autobiographical account that provides 
the information on which a preliminary decision is made whether to admit 
you to a program or hire you for a job. Largely on the basis of your vita -- 
and the cover letter accompanying its submission -- your application will be 
rejected outright, put into a doubtful category, or considered worth 
exploring. If the latter occurs, your vita has succeeded.  

The main thing to keep in mind when preparing a vita is that it will stand in 
for you during the initial phase of screening hundreds of applicants. It 
conveys who you are and what the graduate program or employer will get if 
you are chosen. You should not depict yourself as a good student or an 
outstanding research assistant, but as a promising professional.  

Although your vita should follow a fairly standard format, it should also 
distinguish you from the other applicants whose materials float with yours 
in the Sea of Anonymity. Include all information that you honestly believe 
will help someone judge whether you are qualified, but keep your vita 
focused. It is better to develop several versions of your vita than to send an 
unfocused vita with every application.  

 

 

 

~ Several Do's and Don'ts in Vita Preparation ~  

 

1. DO make your vita a clear and concise summary of your professional qualifications. 
Like any good writing, every word should count. 
   

2. DO try to obtain copies of several vitae from individuals who are at your stage of 
professional development or slightly ahead. One of the best ways to construct a vita 
is by seeing how others have done it. 
   

3. DO take the time to create an elegant and inviting format, and be sure to laser print 
the final product on high quality paper. Style matters, and your vita should appear 
professional, uncluttered, and friendly to the eye. 
   

4. DO be sure to check the vita carefully for mistakes and typographical errors. 



Without exception, it must be absolutely error-free. 
   

5. DO have your faculty adviser, colleagues, family, and friends look over your vita 
before you send it out. They will undoubtedly spot weaknesses you have overlooked 
and may be able to suggest ways of overcoming them. 
   

6. DON'T give the appearance of padding your vita by including such things as extra-
wide margins, high school accomplishments, or excessive detail about your research 
and teaching experience (e.g., details associated with running an experiment, such as 
"I contacted participants, scheduled them for sessions..."). 
   

7. DON'T list irrelevant personal information such as height, weight, health, or military 
status. Listing your age, marital status, or the number of children you have is 
optional (unfortunately, such information can invite discrimination, particularly 
against female applicants), and excessive details should be avoided (e.g., names and 
ages of children). Listing hobbies and outside interests is also optional and should 
only be done if you feel it will enhance your image as a well-rounded professional. 
   

8. DON'T list categories that have only item (with one exception: a section entitled 
"Publication" is acceptable for listing a single publication). 
   

9. DON'T use category subheadings that are more ambitious than their content (e.g., 
"Articles, Publications, and Grant Proposals" followed by only one grant proposal). 
Later in your career, you can add some of these sections (for example, "Professional 
Activities" might include editorships, memberships in academic or grant-reviewing 
committees, consulting work, and so on).  

 



Some guidelines for preparation of the CV 
 
These are Mary Haskett’s random thoughts – ask others to review your CV and give you 
feedback. There are no firm “rules”. 
 
General information: 
 

 Understand the differences between a Curriculum Vita (CV) and a Resume, and decide 
which is best for the position to which you are applying. 
 
According to the dictionary, a resume is "a summary, as of one's employment, education, 
etc., used in applying for a new position." Conversely, a curriculum vitae (C.V.) is noted 
as "a regular or particular course of study of or pertaining to education and life."  

In other words, a RESUME is a career and educational summary meant to highlight your skills and experience and a 
C.V. is a list meant to document every job and degree you've ever received in your life.  

 Use 12-point font – anything smaller is hard to read. 
 

 Put your name on top of the page, not the words “curriculum vitae”. 
 

 Provide your home and university address, not “permanent address”. 
 

 Your GPA is not needed – do list academic honors. Undergrads should list GPA. 
 

 Anticipated date of next degree is important (how far from the degree are you?). 
 

 It is not necessary to list courses taken; extensive workshops could be listed under 
“education”. 

 

 “Interests” are not usually included in CV. 
 

 References are either listed with name and contact information, or that section is not 
included at all (not “references available upon request”). 

 

 Combine sections that are brief (e.g., presentations and publications can be combined). 
 

 List professional affiliations (e.g. APA) – join now! 
 

 If you are going to list computer skills, include only those that are uncommon (e.g., web 
design, but not word processing). This will change over time as the general public gains 
skills.  

 



Experiences: 
 

 Potential headings for work experience: 
Professional experience 
Volunteer experiences 
Community service 

 

 Consider order of sections – what kind of job is this? Put the most relevant sections first. 
 

 Don’t list the same experience in more than one place. It is fine to list the same site for 
more than one job (often job titles change as you remain with one agency or 
organization). 

 

 Be consistent in format and degree of detail in content of each entry within a section. 
 

 For each position listed, focus on the use of verbs and outcomes. What did you actually 
do and/or accomplish? 

 

 Avoid using terms that would not be widely understood. 
 

 If assessment is part of the job, you might want to include a section on instruments and 
methods for which you are competent (at least while in training; not relevant later). 

 
Research section: 
 

 Honors thesis topics can be listed in the education section or the research section. 
 

 Make sure publications and presentations are listed in APA style – this changes over time 
so you’ll need to continue to revise your CV. 

 

 Order for publications and presentations is usually by date, not by author. 
 

 “in preparation” usually means that the data are analyzed and you are writing the results 
and discussion sections. 

 

 “in progress” usually means the data are being collected. 
 

 “under review” means the manuscript has been submitted to a journal for review 
 

 “in press” means the manuscript has been accepted for publication 
 
 
 
 
 



Sample CV: 

 
YOUR NAME  

 
Personal: 
Address: 
Phone:   
Email: 

 
Education: 
 High School - General High School, Any City, NC   
 20XX; Valedictorian 
 
 College - North Carolina State University  
 B.A. Expected, 20XX;  Magna Cum Laude 
  
  Major: Psychology 
  Minor:  Education 
  GPA:  Last two years:    
   Major: 
   Cumulative: 
 
Honors and Elected Positions: 
 
Professional Affiliations: 
 
Professional Experience (related to psychology): 
 
Volunteer Experience: 
 
Related Experience: 
 
Research 
 Presentations: 
 
 Papers/Publications: 
 
 Projects: 
 
References: 
 Mary E. Haskett, Ph.D.  Professor, Department of Psychology, Campus Box 7650, North 
Carolina State University, Raleigh, NC   27695 
 Reference #2...... 
 Reference #3......  

 


