
Curriculum Vitae (CV) Review Checklist 
 
A CV is a longer, more detailed version of a resume. CVs are mostly used in academic, 
scientific, or research environments and are commonly 3-10 pages in length. Other 
industries may not care or will not spend time reading a full CV. 
 
Commonly used sections of a CV may include: 

• Contact Information 
• Education 
• Dissertation or Thesis 
• Research Interest 
• Awards, honors, fellowships, scholarships, 

grants 
• Professional Experience 
• Research Experience 
• Publications 

• Invited papers 
• Exhibits 
• Conference Presentations, etc. 
• Volunteer Activities 
• Community Activities 
• Leadership Activities 
• Certifications 
• Licensure 

 
The following information is designed as a quick test for you to check your CV. 

 
CV Checklist – Please check Yes or No 

Contact Information  YES NO 
1. Have you included your address and telephone number so that you can be 

contacted easily? 
  

2. Is your e-mail address included?   
3. Is your address with City, State, Zip Code included?   

    
Academic Background and Licensure Section  YES NO 

1. Are all yours degrees that you have earned included?    
2. Are the degrees listed with full title? (No abbreviations)   
3. Does it begin with your highest degree and work backward?   
4. Does it include the full name of the institution for each degree followed by city and 

state? 
  

5. Do you include only GPA higher than 3.0?   
   
Experience  YES NO 

1. Does it starts with your most recent position held and then the other positions in 
chronological order bellow? 

  

2. Start and end dates are always given?   
3. Do you list the position title, company name and location?   
4. Do you describe your experiences, accomplishments, and accolades?   

5. Start each sentence with a verb.   
6. Quantify/Qualify results whenever possible;     

   

https://en.wikipedia.org/wiki/University_of_Memphis
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/


Research  YES NO 
1. You might have several sections such as “publications” or “presentations,” or you 

might simply list the research that you have been involved in.   
  

2. Include your publications in the citation that your discipline uses.    
   

Other Sections (optional)  YES  NO 
1. Do you include other things that make you unique: volunteer experience, 

laboratory skills, grants awarded, affiliations, language skills, etc? 
  

2. If you have grants and awards, have you indicated dates?   
3. If you have volunteer and leadership activities, have you indicated dates?   
4. Do they all start with a verb?   

   
References  YES  NO 

1. Does it list 3 to 6 professional references?   
2. Does it include the name of the person, their contact information (including 

address) and their current title? 
  

3. Are they people who know your work well?   
4. Did you choose individuals that will sell you effectively?   

5. Did you ask before listing them?   

   

Format YES NO 
1. Is the format consistent? (Punctuation, bold, italics, etc.)   
2. Are there any misspellings?   

 

Now count how many ‘yes’ boxes you have checked. 

If your score is It suggests… 

20 - 27 Your CV seems to be in pretty good shape. 

10 – 19 Your CV could benefit from some further work and development. 

0 - 9 A score in this range suggests that your CV may not be up to the standard expected. 

 

 

Feel free to look at the sample below. That is an excellent base to start or to update your CV.  
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