
Building a Resume
While both resumes and CVs are 

used in job applications, there are a few 
distinct differences beteween them.

Curriculum vitae, from Latin, 
means “course of life”. It is a 
detailed document sharing not only 
your career history, but also your 
education, awards, special honours, 
volunteering, projects, publications. 
A CV also may include professional 
references.

Generally, a CV is organized in the 
reverse chronological order and starts 
with your educational experience.

What to include in a CV
Make sure to include relevant information:
-   Degrees, courses and certificates
- Career history: start from the most 

recent experience to the oldest role.
- Focus on achievements and 

responsibilities
- Bullet points: whenever listing 

anything, use bullet points to keep 
it organized

- References: may or may not 

be included

Resume is a word in French that 
means “abstract” or “summary”. It is a 
document that summarizes your career 
history, skills and education. It can also 
include volunteering, professional 
associations and references.

Generally, a resume is organized in 
the reverse chronological order, starting 
with your most current work experience.

What to include in a Resume
Make sure to include only relevant 

information:
- Degrees, courses and certificates: 

include only the ones that are relevant 
to the role

- Career history: start from the 
most recent experience, although 
you don’t need to follow any 
chronological order

- Don’t include everything you did 
in past jobs. Focus on achievements 
over responsibilities.

- References: often not included in 
resumes

Be concise
Recruiters come across 
hundreds of resumes/
CVs every day. Be ob-
jective and clear to 
stand out.

Quantify achievements
Whenever possible, 
quantify achievements. 
It certainly helps capture 
a recruiter’s attention.

Keep it real
Don’t lie or exaggerate 
on your resume.

Use keywords
Using keywords from 
the job postings or 
job descriptions will 
help you get noticed 
by the recruiters.

Proofread
There are mistakes that 
will go undetected by a 
spell check. Give it a good 
read before submitting.

Where to use each
Resume is widely used 
in Canada and the USA, 
whereas CV is mostly 
used in Australia, New 
Zealand and the UK.

Tips
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Good

Luck!


