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RESUME OR CURRICULUM VITAE (CV)?
What's the difference between a resume and a CV?  The primary differences are the length, the content and the purpose.  A resume is a one or two page summary of your skills, experience and education. A goal of resume writing is to be brief and concise since, at best, the resume reader will spend a minute or so reviewing your qualifications. 

A Curriculum Vitae, commonly referred to as CV, is a longer (two or more pages), more detailed synopsis. It includes a summary of your educational and academic backgrounds as well as teaching and research experience, publications, presentations, awards, honors, affiliations and other details.

When to Use a CV

In the United States a Curriculum Vitae is used primarily when applying for international, academic, education, scientific or research positions or when applying for fellowships or grants.  As with a resume, you may need different versions of a CV for different type of positions.

What to Include In Your CV

Like a resume, your CV should include your name, contact information, education, skills and experience. In addition to the basics, a CV includes research and teaching experience, publications, grants and fellowships, professional associations and licenses, awards and other information relevant to the position you are applying for.  Start by making a list of all your background information, then organize it into categories. Make sure you include dates on all the publications you include. 
How to Write a CV

Colorado College's Career Center lists important points to consider when preparing an effective Curriculum Vitae (CV). It should be:

· Clear - well-organized and logical 

· Concise - relevant and necessary 

· Complete - includes everything you need 

· Consistent - don't mix styles or fonts

· Current - up-to-date 

WANNA B. ANACADEMIC

Address

Phone number 

E-mail address 

OBJECTIVE
Adjunct Professor, International Relations

EDUCATION

Master of Arts in Political Theory, Duke University, Durham, North Carolina  (1978)


Thesis: Marcelius of Padua

Bachelor of Arts in Philosophy, College of Wooster, Wooster, Ohio (1973)


              Minors: Political Science and Education

INTERNATIONAL DIPLOMATIC EXPERIENCE

Officer in Charge of Iraq, Libya, Somalia and Yugoslavia Sanctions Programs, U.S. Department of State, Washington, D.C.  (1991-93) 


· Designed and implemented UN Economic Sanctions program and served  as the Washington secretariat for the U.S. Member on the Sanctions Committee in New York, coordinating the USG response for each request or an exception to the sanctions program. 

· Received a Meritorious and Superior (Group) Honor Award, as well as letters of commendation from Vice President Gore and the Under Secretary for Political Affairs.  

Acting Ambassador, U.S. Department of State, Malabo, Equatorial Guinea (1990-1991) 

· Directed all U.S. programs in Equatorial Guinea, including AID, Peace' Corps and Department of Defense with a budget of $5 million and a local staff of 7 Americans and over 100 local employees.

· Encouraged measures toward multiparty democracy and respect for human rights and protected U.S. commercial interests. 

· Wrote extensively on the tensions between the various ethnic groups and the relations between Equatorial Guinea, its neighbors, European countries and international financial institutions.
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Director of Human Rights and Women’s Affairs, U.S. Department of State, Washington, D.C.  (1988‑1990)


· Directed U.S. efforts to have Cuban human rights violations inscribed on the UN agenda and have the UN take note of human rights violations in Burma, China, and Iran. 

· Ran the only U.S. Department of State programs involving women, directed an outreach program to women's organizations and oversaw U.S. participation in the Commission on the Status of Women and other UN women’s programs. 

· Received a Superior (Group) Honor Award for work on Cuba.

Acting Ambassador and Deputy Ambassador, U.S. Department of State, Conakry, Guinea (1985‑1988)

· Directed U.S. Embassy for 14 months, supervising 25 American and over 200 local employees in programs involving the expenditure of over $10 minion a year. 

· Recovered over $1 million in U.S. funds that had been seized by the host government. 

· Helped renegotiate a U.S. led mining consortium multibillion-dollar agreement. Stopped the local government from breaking its economic stabilization agreements with the IMF and World Bank.

· Secured European Community agreement to undertake search for financing multibillion-dollar joint Guinea‑Liberian development of iron ore development. 

· Devised and implemented a $100,000 Peace Corps small business loan fund from a private American donation. 

· Received Meritorious Step increase for recovery of funds and nominated for the Director General's Award for Reporting.

Political, Economic and Commercial Advisor to the Ambassador, U.S. Department of State, Accra, Ghana (1982‑1985)


· Directed political, economic and commercial policy formulation and reporting during period of high tension in Ghana and in Ghana‑U.S. relations. 

· Ran Fortune 500 company for over a year through local employees while outstanding issues were settled.

· Assisted Pan American and Firestone in repatriating funds and Kaiser in renewing the VALCO aluminum smelter agreement. 

· Helped USAID in cost-effective distribution of surplus U.S. food to drought-stricken areas and worked with local and donor representatives to secure compliance with economic stabilization program. 

· Received a Meritorious Honor award.
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Political Advisor to the Ambassador, U.S. Department of State, Monrovia, Liberia (1979‑1982)

· Served at time of coup, which brought MSGT Doe to power and during the ensuing political instability with curfews, roadblocks, human rights abuses and political murders. 

· Represented the U.S. in negotiations with the Liberian government on human rights abuses and wrote extensively on the events leading up to the coup and the conditions in the aftermath. 
· On three occasions rescued American citizens threatened by soldiers.

· Received a Valor Award nomination, Superior Honor Award and Superior (Group) Honor Award.

Acting Ambassador and Deputy Ambassador, U.S. Department of State, Yaounde, Cameroon (1976‑1978)

· For almost a year, directed a U.S. Embassy with more than 30 American and 280 local employees and a $30 million assistance program in support of economic reform. 

· Directed the implementation of greatly expanded economic assistance program and helped U.S. oil company in its relations with host government when it discovered and developed. oil concession.

Served in additional positions as a Foreign Service Officer (1973‑1976) with the U.S. 

Department of State, dealing principally with embassy management, economic and political analysis, support for U.S. commercial interests and encouraging adherence to economic stabilization programs. 

FELLOWSHIPS/GRANTS/TRAINING

1973‑1993
Various U.S. Department of State training programs in Spanish, French 


and 
Swahili languages; economic analysis; management and computer courses 


at the Foreign Service Institute.

1977‑1978
Duke University Carnegie Fellowship for doctoral dissertation travel and


research.

1974‑1977
Graduate scholarship, assistantship and fellowship in Philosophy and


Political Science at Duke University.
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PUBLICATIONS

More than 2,000 reports were submitted to the U.S. Department of State, most in classified form.  U.S. Congressionally- published country Human Rights reports of Equatorial Guinea (1991), Guinea (1985, 1986, 1987), Ghana (1983, 1984), Liberia (1979, 1980, 1981 1982) and Cameroon (1977, 1978) contain materials based on my reporting or drafting.

Catalogued more than 2,000 piece personal collection of African art and currently 

editing for possible publication.

PRESENTATIONS

Delivered numerous speeches on topics reflecting various diplomatic assignments and on African art to a broad cross section of foreign and American academic and Rotary Club audiences during the past 20 years. Most recent examples were a Conference on Secrecy in African Art sponsored by the Museum for African Art in February, 2003, in New York; the Triannual Meeting of the Arts Council of the ASA in May, 2002 in Iowa City; and the Rotary Club in August, 2000, in East Lansing, Michigan.

PROFESSIONAL ASSOCIATIONS

Life Member of the American Political Science Association (APSA)

Life Member of the American Foreign Service Association (AFSA)

African Studies Association (ASA)

Council for International Business Risk Management (IBRM)

Corcoran Museum (Washington)

Museum for African Art (New York)

Dapper Museum (Paris)

Barbier‑Mueller Museum (Geneva)

LANGUAGE AND COMPUTER SKILLS

Languages: French ‑ fluent speaking, good reading/writing; Spanish ‑ fluent speaking, good reading/writing; Swahili ‑ basic speaking and reading ability

Computer Skills: Windows, Microsoft Office, Internet, Email 
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HONORS AND AWARDS FROM U.S. DEPARTMENT OF STATE

1993
Group Superior Honor Award for work on UN economic sanctions programs.


1993
Letters of commendation from Vice President Al Gore and the Under‑Secretary of 
State 

for Political Affairs for work on economic sanctions.

1992
Meritorious Honor Award for work on Iraqi Sanctions

1989
Group Superior Honor Award for work on inscribing Cuba on the UN Human Rights Commission agenda

1987
Nomination for the Director General's Award for Reporting.

1986
Meritorious Step increase for recovering $1 million.

1985
Meritorious Honor Award for work on Ghana economic stabilization 
program.

1982
Superior Honor Award for work on Liberia after the coup.

1981
Group Superior Honor Award for reporting on the Liberian coup.

1981
Nomination for Award for Valor for three separate rescues of Americans threatened 
by 

Liberian soldiers.

1978
Meritorious Honor Award for projecting the end of the Nigerian Civil War.

COMMUNITY ACTIVITIES

1991
Vice President of the Park View Homeowner's Association, Fairfax, 


Virginia

1985‑1988
Charter Member of the Conakry Rotary Club, President (1988), Vice


President (1987) and Secretary (1986)

LICENSES AND CERTIFICATIONS

1978-1993 US Government Top Secret Security Clearance

1973
Teaching Certificate in Social Sciences, High School, State of Ohio, USA

SAMPLE CURRICULUM VITAE STRUCTURE
NAME

Address
Telephone

City, State, Zip
Fax or message

E-mail
Cell telephone
OBJECTIVE   Level of position sought and academic field, for example:
Adjunct Professor in Political Science 

EDUCATION

PhD degree field

University name

City, State ‑ Year

Concentration: state area of degree concentration

Dissertation: list title

MA/MS degree field

University/College name

City, State ‑ Year

Concentration: state area of degree concentration

Thesis: list title

BS/BA degree field

University/College name

City, State ‑ Year

Minor: state area

TEACHING/TRAINING EXPERIENCE

dates
Title, Institution, Location

Describe courses/topics taught. Include activities, if relevant, such as counseling students, academic advising, extracurricular activity responsibilities.

dates
Title, Institution, Location

Describe courses/topics taught. Include activities, if relevant, such as counseling students, academic advising, extracurricular activity responsibilities.

(Repeat above for all applicable experience)

Name
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CONSULTING EXPERIENCE
dates 
Area, Organization, Location

Describe project or area of consulting. Note important aspects of your work.

dates
Area, Organization, Location

Describe project or area of consulting. Note important aspects of your work.

(Repeat above for all applicable experience)

OTHER EXPERIENCE

dates
Title, Employer, Location

Describe skills and accomplishments in relation to the position applying for ‑ use action words.

dates
Title, Employer, Location

Describe skills and accomplishments in relation to the position applying for ‑ use action words.

dates
Title, Employer, Location

Describe skills and accomplishments in relation to the position applying for ‑ use action words.

dates
Title, Employer, Location

Describe skills and accomplishments in relation to the position applying for ‑ use action words.

[NOTE:  Continue for all positions held that are relevant; lump together early positions; go as far back as necessary.  Academic institutions want as much information as you can offer that is relevant to the position for which you are applying].  

FELLOWSHIPS/GRANTS/TRAINING

Give details: dates, name of fellowship , from what organization, what you did with action words.  
Name


            Page Number

PUBLICATIONS

The nature of employment with the Federal Government deems that the majority of writings and publications are for in‑house use or classified. The following is a listing of recent major writings:

Winter, Peter J. and Spring, Mary G., Trade Deficits in the Former Soviet Union: A Case Study, 1993, 82pgs., submitted to Congress to support legislation. (Use standard bibliography style)

RESEARCH/PUBLICATIONS IN PROGRESS

Give details of research project: title, dates, who work is conducted under auspices of, expected results, etc.

Using standard bibliography format (make sure you use the formal one for the academic subject area you wish to enter), list publication(s) in progress. Note anticipated publication date in parentheses at end.

PRESENTATIONS

Titles, audiences, dates

HONORS AND AWARDS

Give date, title or type of Award, for what work you received the award, and sponsoring organization

PROFESSIONAL LICENSES & CERTIFICATIONS

License Name

State where license issued & number of license

(include U.S. Government Top Secret Security Clearance)

Name


            Page Number

PROFESSIONAL AFFILIATIONS

(Give full name followed by initials as in

Member, Association for Advancement of Behavior Therapy (AABT)

Member, American Psychological Association (APA) and level of involvement in group, if more than membership
LANGUAGE AND COMPUTER SKILLS

Languages:

List each language and description of competency in each, for example:


Swahili ‑ fluent speaking, good reading/writing


Spanish ‑ basic conversational skill


Greek ‑ basic conversational skill

Computer Skills:
Microsoft Office, Windows, Internet, Email 

COMMUNITY ACTIVITIES

Give dates, organization, position or involvement

PERSONAL

Use only if relevant to position, do not include DOB, Hgt/Wgt, health status 
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