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• Understand the purpose of a CV & 
Covering Letter

• Know what to include in a CV & 
Covering letter

• Understand how to structure a CV & 
Covering letter in order to market 
yourself effectively

• Understand how to target your CV & 
Covering letter to specific opportunities

• Be aware of the support available

Writing an effective academic CV



• Your marketing document, subjective and personal to you

• An up to date portfolio of your skills and experience which are
relevant to a particular post

• Informative but concise

• Designed to get you an interview, not a job!

Tailor your description of your research to the audience. 

Consider the person reading it - their questions are likely 
to be:

Why was this research done? Was this person successful? 
Why is it useful to me?

Writing an effective academic CV



a good CV should...

...persuade the selector that you are worth interviewing by providing

evidence that you have the knowledge, skills and ability to do the work 
(CAN / Skills)

evidence that you are sufficiently motivated to do the work 
(WANT / Motivation)

evidence that you will fit in the work environment 
(FIT / Values)



1) Relevance:
research the yourself, sector, employer and job description. 

2) Order:
put the most important information first and give it the most space.

3) Format:
make it easy to read, normally use 1 or 2 sides A4 

4) Attention to details:
check spelling and grammar, beware of cut and paste!

5) An effective covering letter

Basic Principles



• No strict rules on length BUT…….

• One strategy is to produce a 2/4 pages CV and with a summary of 
your research, conferences, publications and references as an 
appendix on a further page/s

• Get feedback and advice from your supervisor, who will have 
experience of academic CVs

• Ask for feedback from a Careers Adviser

Additional info



How long does it take to be noticed?





https://cving.com/



• Professional & Education & Research Experience

Aims - clear aims of research 

Achievements - what you have done to achieve them 

Techniques - only if relevant to the application 

Practical experience - research related placement, field work

• Responsibilities 

your role on the research group, demonstrating, teaching

• Publications 

essential for academic positions 

• Dissemination of results

at conferences, other forms of publications

What should an academic CV contain?



• Training 
research training, skills development

• Awards 

any extra sponsorship to attend conferences? any prizes?

• Conferences

noting any posters or presentations as well as attendance 

• Funding

awards to attend meetings, conferences or prizes won 

• Professional qualifications

membership of learned societies

• References

Name two/three referees. These are likely to be academic and academic related 
(i.e. from relevant industrial experience)

and…...
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Few/principal personal details:
very first thing should be your name
professional-looking email address
(avoid not necessary information)

Employment/Education
(Chronological):

Start from the last employment 
And then list the precedent ones up to 

the education 

A brief introductory statement:
You need to give details of your 

research, but don’t take up valuable 
space on page one of your CV.

A brief introductory statement can be a 
useful summary of your skills and 

experience as well as an indicator of 
your career ambitions. List key subjects!
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Relevant Skills (targeted to each 

application)

Professional Memberships should 
all be shown, where relevant.

Conferences, publications .. 
awards: Unlike other CVs, academic CVs 

may be longer, but it still needs to be 
concise and to the point.
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7 An academic CV (unlike other 
types) gives details of your 

(2/3) referees. Include a non-
academic one if you have.

In a non-academic CV it is 
mandatory to add the 

authorization for personal data 
treatment!!
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• Your chance to show interest, motivation and enthusiasm for the job

• Tailor/personalize your letter to fit the job/company

• Usually 1 side of A4 and occasionally:

• Layout: Your address in top right of page, employer’s in top left
• Include the date 
• Include reference to vacancy

• Write to a named person

• Correct valediction: ‘Yours sincerely’ or ‘Yours faithfully’

• Check for spelling, grammar, typos & keep a copy

Cover Letter: The basics



Introduction

▪ Who you are and why you are writing

Why you are interested in this job and employer
▪ Show interest and knowledge of the company and post (targeted, 

well researched application)

Why you are suited to this job

▪ Highlight your strengths, skills and experience relevant to the job

▪ Refer to sections of your CV 

Conclusion
▪ End on a positive note 

Cover Letter: The content



Need to highlight key selling points 
and added values

opening paragraph - outline the purpose of the 
letter: who you are, what specific job you are 

applying for, and where you saw the job 
advertised

what you have to offer - refer to your CV or 
application form and highlight the main evidence 

that your skills and experience match the job 
requirements.

why you want the job - demonstrate your  
interest with enthusiasm 

closing paragraph - a polite and positive ending, 
stating when you would be available for 

interview. 



CV & Cover Letter - final points 

▪ Start with a clear understanding of what the selector is 
looking for

▪ Ensure your application is targeted and relevant 

▪ Use the best examples you’ve got

▪ Review – ask yourself “so what?”

▪ Ask for feedback!!



First impression



Not all publications are the same.. ie:

Peer-reviewed publications: These are 
papers that have been reviewed by a 

community of experts in a given field prior 
to the work being submitted for 

publication.

Non-peer reviewed publications: These are 
papers that have not been reviewed by a 

group of experts
prior to publication

..see next lecture by Dott. Guglietta

Technical advices 



Common Mistakes….

• Spelling errors

• Too much, too little information

• Irrelevant details (including age)

• No personality

• Poor presentation

• Dull vocabulary

• Too general.



Disaster CV!



Outside academic research

▪ emphasis on relevant skills and knowledge including projects and 
resources managed

▪ personal and skills profile may be helpful

▪ include achievements outside research context

▪ describe level of competence and performance

▪ include additional responsibilities and professional development 
activities including 

▪ professional memberships and interests. 



● Research involves 

Analytical skills 
Problem 
Solving

Data handling and 
analysis 

Report writing 

Intellectual rigour 

Performing 
experiments 

Attention to 
details

Project Management

Communication
Technical 
competences  

Information 
retrieval 

Working with 
others

Literature reviews

Experimental 
design 

What can you offer?



Interviews



A few practical tips

● First impressions
55% on body language
38% on tone of voice
7% on what you say

● Talk and listen/watch
50/50 ratio, maximum 2 minutes at a time
Never be afraid of a pause



General advices..     

▪ Think about why the question has been asked 

▪ Ask for clarification if necessary

▪ Answer the question with relevant and specific evidence of 
your achievements

▪ Keep to the point

▪ Focus on positive examples and comments.



The key to success?

RESEARCH!



Where can you look?

▪ Job description
▪ Company web page
▪ Staff web pages
▪ Prospects 
▪ Trade press
▪ Networks
▪ Make use of the informal call!



https://www.informagiovaniroma.it/tag/career-day/



https://www.jobmeeting.it/



https://www.linkedin.com

https://www.linkedin.com/


https://www.researchgate.net

https://www.researchgate.net/


https://cving.com/

https://www.elsevier.com/connect/writing-an-effective-academic-cv

https://www.thebalancecareers.com/academic-curriculum-vitae-example-2060817

email: 

michele.buzzicotti@roma2.infn.it
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