
{139}

WRITING THE RESUME/CURRICULUM VITAE

UNIT–4
WRITING THE RESUME/CURRICULUM VITAE

4·0 Objective :
In this chapter you will learn :
 Writing the Resume
 Difference between Biodata, Resume and Curriculum Vitae.
 Essentials of a good Resume
 Different types of Resume

4·1 Introduction :
Resumes and letters of application are essential types of writing when an applicant

is seeking a job When you are looking for a job you may have to send applications to
various organisations and companies. Each employee would like to know about your
academic qualifications, your present interest or your work experience etc. Therefore,
you need to prepare a resume or Curriculum Vitae (CV). To write an effective resume and
letter of application, you must understand your goals, your audience and the field in which
you are applying for a job.
4·2 Difference Between Biodata/Resume/Curriculum Vitae :

A bio-data is biographical data which contains information in a set-parameter–Your
name, address and telephone number, age, date and place of birth, father’s name and occupation,
nationality, marital status, followed by details of your educational qualification in a set tabular
form. It is true that most of this information is of importance to a potential employer, but the
layout and ordering are not particularly helpful and does little to “sell” the person concerned.
With the rising competition in the job market it is essential to project a composite image to the
prospective hirers. So the traditional bio-data has become out dated.

The resume or the personal data sheet is an inventory of the applicant’s personal
details, educational qualifications, specialized training, experience, references and any
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other relevant information. The primary difference between a resume are curriculum vctae
are the length, the content and the purpose. While a resume is brief and concise, a CV is a
longer and more detailed synopsis. Whereas resume rarely exceeds two pages in length,
CVs can run from ten to fifteen pages.
4·3 Planning Your Resume :

A well planned CV can make your reputation and enhance your possibility of landing
the desired job. Your CV should highlight your strengths and achievements. It must tempt
the recruiter to invite you for an interview. If you get it wrong you could fall at the first
step and find your application in the wastebin when you may have been the perfect
candidate.

A CV should be tailored according to the country where you are applying for work
to make your CV relevant, you must use bulletted sentences that begin with action words.
(see sample CV).

Knowing your audience and adapting the “you” attitude are just as important in
your CV and application letter as they are in any other type of business communication.
The CV should be laid out well and visually appealing.

Think of yourself as a product, potential employers as your customers, and your
resume as a brochure about you, Market yourself through your resume.

Keep in mind that prospective employers will spend less than thirty seconds
reviewing your resume. Hence. you must keep it clear, concise and focused on the
information that will sell you best. A resume must never be burdensome to the person who
has to review it; stick to the point and your resume will get the attention it deserves.

When you summarize your responsibilities, use action words, such as “directed”,
“designed”, “developed”, implemented etc and avoid repeating the same words spot light
your most important sales point.

When detailing current positions, use the present tense. When describing previous
experience, use past tense. If you’ve had little or no work experience or are returning to
the job market after an absence, be sure to include any volunteer experience, social
responsibilities or charitable activities on your resume. Employers are interested in people
who are “doers” regardless of the monetary compensation.
4·5 Essentials of a Good Resume and its Types :

A good resume consist of several components.
1. Header : The header, which tells employers your name and how they can reach

you, should always be the first thing on the first page of you resume. Set your full name in
bold typeface at the center of the page so that it is preminent. Then include your address,
phone number and e-mail id. If you are at a temporary address, indicate where you can be
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reached after a certain date.

2. Objective : The objective states the type of position you are seeking. A well
written objective may read like this—

 To obtain a position in an architectural firm specializing in industrial interiors.
 Seeking employment as a Special Education teacher.
 A part time position utilizing strong organizational, interpersonal and

communication skill.
 To obtain a position as a special events coordinator that will utilize my skills

and experience.
If you decide to include the objective include it right under the header. Spell out

exactly what you are looking for.
3. Profile : The profile is in effect a mini resume. List key items of professional

experience and skills. You can present this summary in a single paragraph on in a series
of bulletted points for e.g.

Example 1 :
 More than 15 years of experience as a professional manager.
 Ability to direct complex projects from concept to fully operational status.
 Goal oriented individuals with strong leadership qualities.
 Organized, highly motivated and detail directed problem solver.
 Proven ability to work in unison with staff, volunteers and Board of Directors.
Example 2 :
Electronics Engineer with more than 20 years of experience in research and

development. Background in telecommunications, and consumer electronics. Skilled at
problem identification and resolution.

Note : Stating your objective or summarizing your qualification helps the recruiter
to categorize you.

4. Experience : The experience section includes the position you have held that are
relevant to your field of interest. List your jobs in reverse chronological order–the most
recent first. In some cases you may alter the arrangement to reflect the importance of the
experience. You do not need to include every part time job, mention just significant ones.
Each work experience entry should have four items : job tittle, job description, name of
company and dates of employment.

5. Educational Qualification : The educational section includes pertiment
information about your degree. List your college or university and the years you attended
it. You can list relevant courses, honours and awards and courses of practical work on
projects undertaken to supplement academic studies and internships. The order in which
you present this material depends on the points you wish to emphasize most. Showcase
your qualifications by listing courses that have directly equipped you for the job you are
seeking. It you have had any exceptional educational experience include them in the resume.

6. Skill : Think about the skills you wish to highlight taking into careful
consideration what the prespective employer needs for the position you will be seeking.



{142}

WRITING THE RESUME/CURRICULUM VITAE
The skills you might mention may be technical skills or soft skills.

7. Training : List any special training you’ve had. If you prefer, you can group this
information with your education rather than creating a separate section for it.

8. Seminars and Workshops : If you have attented a number of seminar and work
shops, then create a separate section for it, otherwise you can group this information with
your education.

9. Awards and Honours : Include only those awards that you have received as a
result of your work, your volunteer activities, or your academic performance, and only
those relevant to the job you’re seeking.

10. Personal Information : Leave personal information off your resume unless they
help you get the job. Try to list hobbies/interests that employers will perceive as benefits
to them.

11. References : References are like witnesses. They are a testimony to you and
your abilities. Most employers prefer that you provide the name of referees. Select these
people carefully. Before enlisting referees, ask for permission from the concerned persons.
Be sure they have business, professional or academic status to command your reader’s
attention and respect.

Job references can be included on a separate sheet. Some people write “References
available on request” towards the end of their resume/CV.
4·5 Types of CV/Resume :

In the competetive job market it is essential to produce and effective resume. Which
will communicate convincingly your qualifications for the position you must plan your
resume carefully, selecting the most pertinent information and presenting the information
in an attractive format. The CV/Resume can be produced choosing any one of the following
formats :-

(i) The Chronological Resume/CV
(ii) The Functional Resume/CV
(iii)The Combination Resume/CV
(i) The Chronological Resume :
In a Chronological Resume, the work experience section dominates and is placed in

the most dominant slot, immediately after the name and address and the objective. Jobs
are listed sequentially in reverse order, beginning with the most recent position and working
backwards towards earlier jobs. This is known as reverse chronology and it helps to focus
your reader’s attention on your most recent accomplishment. For each position provide
the following information :

 Employer’s name and location
 Dates of your employment (year of start and end dates)
 Position (s) held at each company.
 Responsibilities and accomplishment in those positions.
The chronological approach is especially appropriate if you have a strong

employment history and are aiming for a job that builds on your current career paths.
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Specimen of Chronological Resume :
Abhishek Kumar
15-A Circular Road
New Area
Patna-800021
Phone : 8963221
Experience : 2008-to present
Education and Publication officer, Patna Art Museum, Responsible for organizing

annual programme of school visits, lectures and holiday courses. In charge of liasion with
the Departments of Art and Culture and Tourism. Preparing and publishing a range of
leaflets and ‘mini-guides’ to the Museum’s collection. Responsible for managing the annual
budgetary allocation of the museum.

1996-2008
Head of Humanities, Bihar Hill School. Responsible for the departments of Language

teachings, Social Sciences and Philosophy. Preparing and administering departmental
policy documents. Member of School’s senior management team.

1992-1996
Teacher of History and Buddhist Studies at Woolworth Girl’s school, Dehradun.

Preparing students for CBSE and SAT examiantion
Qualification and Training :
 Ph.D. in Ancient Indian History from Delhi University
 M.A. in Indian History from Delhi University.
 Certification Program in Modern Art from University of Hull.
 Diploma in Classical and Modern Arts from York University.
 Attended severed seminars and conferences in Modern art and Museum

management.
Interests :
Moutain walking and rock climbing.
Foreign Travel
Voluntary social work with local old age homes-
Referees :
Mr. P.A. Singh Dr. S. P. Roy
Director, Patna Museum 34, High Street
Link Road Green Cant
Patna-800013 Motihari-400014.
(ii) The Functional Resume :
A functional resume emphasises a list of skills and accomplishment, identifying

employers and academic experience in subordinate sections. This pattern stresses individual
areas of competence.

Functional format stresses what skills you have, rather than when and where you
used them. This format is best for students who have just graduated from college and have
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little work experience and those who have been out of the workforce for long periods. The
functional resume can help you to play up your experience in speciality areas.

Head hunters and corporte employment managers regard the functional resumes as
“problem resumes” because they believe the candidate has chosen the format to hide
some flaws or deficiencies.

A functional resume is particularly effective for candidates whose important work
skillswere acquired outside the user full-time employment environment. Although many
expexrs advise against using a functional resume format, it is a useful tool for people
making career changes or for those who need to highlight skills and achievements they
have developed away from work.

Specimen of Functional Resume :
Kiran Singh
22, Linker Road
Meadow Court
Indore-21
Tel : 9134261300
Profile :
Enthusiastic, responsible graduate with a Postgraduate, Printing and Publishing

Diploma and good Organizational Skill. Able to work independently using initiative and
as part of team to tight deadlines. With editing, desk top publishing and key board skills.

Training :
Has recently completed the Postgraduate Diploma in Printing and Publishing at the

Lodon Institute.
Skills Gained :

 Design  Printing Processes
 Desktop Publishing  Data Processing & Information Systems
 Costing and Estimating  Publishing Administration
 Letter Assembly  Print finishing and Book Binding
 Graphic Reproduction  Technology of Printing Materials
 Screen Printing  Technology of Colour Reproduction.
Experience :
 Three months work experience with Quantum Publishing, a company involved

in writing, editing and publishing business and information technology texts.
 Work processing, research and general office administration.
 Work with an Apple Mac using MS-WORD and Quark Xpress
 Work experience with Elvira Professional Publishing and Eduform Online

Publications.
 Currently working with Quantum Publishing as Team manager with increased

responsibility.
Education :
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 B. A. (Hons.) with major in English Nothingham Univeristy
 Diploma in Art and Design from Trent University.
 P. G. Diploma in Printing and Publishing from London Institute.
Interests :
Music : Playing the violin
Trekking
Painting
Referecs :
Dr. S. P. Singh Mrs. J. Barka
The Publishing Institute 29, Lowex Redhill Lane
Castle Sheet Downham
London-SEI 65B MN 21 7 ST
(iii) The Combination Resume :
A combination resume includes the best features of chronological and functional

approaches. But it has two disadvantages. It tends to be longer and it can be repetitious if
your must list accomplishments and skills in the functional section as well as in the
individual job description.

All resumes are sales documents. They are brochures designed to demonstrate value
to the potential buyer (employer). How you present yourself through your resume/CV is
of utmost importance in getting the desired job.
4·6 Let us Sum Up :

In this chapter you have learnt the skill to prepare an effective resume/CV. In order
to decide the effectiveness of the prepared resume it is essential to put yourself in the
shoes of your prespective employer. Consider

– If you were the employer, what would you want most from the person you are
hiring ? What would be the first think you would look for in the resume ? The
right degree ? the right experience ? A long history in the industry ?

– What will the employer see as your best qualification for the job ? Will it be
education ? special training you have received ? Proof of management
expertise ?

The answer to these questions will help formulate a resume that will produce results.
4·7 Exercise :

1. What is the difference between a Biodata and a Resume
2. What are the different types of Resume ? Discuss.




