
Do you know that?

The word résumé stems from a
French. It is originally used by
an ambassador to briefly
introduce his background when
being introduced to the king of
France.

Do you know that, too?

The abbreviations CV stands for
curriculum vitae in Latin, which
means the course of life.

For your information: Besides résumés or CVs, many
applicants also prepare visual résumés or video
CV/visumes. 

1). Purpose:
A  résumé is used in most types of job applications while a CV is often

used when applying for academic or reserach-oriented positions. 

2) . Length:
A résumé is more brief than a CV. A  résumé is kept to ONE page while a CV

contains multiplae pages.

3). Region:
"Résumé" is mostly used in American English while "CV" is mostly used in

British English.

*When to Use Which?

A simple tip: Check the job description in the job ad. or info. on 

the application webpage.

I. Résumé V. CVI. Résumé V. CV
HOW ARE THEY DIFFERENT?

Instructor: Chien-wei Yang | 楊健� @ 國⽴政治⼤學
william@nccu.edu.tw

A QUICK GUIDE TOA QUICK GUIDE TO
WRITING A RÉSUMÉWRITING A RÉSUMÉ

Fall, 2023 English Self-Learning | 1

Source: https://www.themuse.com/advice/5-digital-tools-that-will-make-your-resume-infinitely-more-beautiful



4 DONTS

3. Keep it brief
    *Use phrases only; do not use sentences; 
     do not use periods!

4. Highlight your Impacts
     *Specify your impacts and quantify your 
       contribution whenever possible.
Ex."help streamline the recruitment    
       process"
       "increase the reach of my club's fanpage  
       by 26% within 4 months"

 Avoid using a one-fits-all version1.
           Customize your reference to cater to the requirements of    
           different positions.

    2. Avoid irrelevant info.
    3. Avoid inconsistent Tenses
          Use the past tense the completed experience and 
          progressive for the ongoing experience.

    4. Avoid Typos!!
           *Triple-check your résumé. 

 Keep it to ONE page

  4 DOs
1.

        *1 A4 size page is enough.

    2. The sequence matters!
         *As readers start from the top of your résumé, 
           begin with the most advantageous info. about 
           you!

**Check out sample 1  
Note: the sample is  a résumé
ffor postgraduate program 
application.  

II. Some Dos & Don’tsII. Some Dos & Don’ts
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�司�⼦報對於��的員⼯�客戶�⾄�在客戶的關�建
⽴⾄關重��引⼈�勝且專�製作的�司�⼦報可激發忠
誠度並�引回頭客�����司�⼦報���的�先事
項�來���重�⼈⼠�得�絡�

�����司�誌���的品�代表⾊融�其中�並�檔
�中的官⽅��加�來�讓�的�⼦報成為�司的��代
表作�

想在���或���傳��⼦報嗎�想轉變�格��出�
司��的⼀⾯嗎�或者使⽤�司的�⼦報向�的和現�的
�在客戶宣傳�產品或服���擇���盡�

傳��司�⼦報���謹記三件事�⾸先��定期傳��
⼦報��論是每��每⽉�是每����必堅����

Skills & Qualifications
  *Describe your hard & soft skills, certificates,
    licenses

**Check out sample 2 

Note: 
    To protect the referee's 
privacy, personal info. has 
been concealed.
    
    To know more, please 
check out the video on the 
website:

Honors & Achievements
  *Describe a relevant experience in 
    competitions, contests, winning scholarships, 
    nominations, or invitations to join 
    organization.

Fall, 2023 English Self-Learning | 3

    III. Elements of a RésuméIII. Elements of a Résumé
Contact Info.
   *the appliant's full name, official email, mobile number, and current   
     address

 Objective
   *Ex.: To apply for the summer internship at the customer relation          
       department with my fluency in English and experience of leading     
       a school club for 2 years

Education
*Ex.: B.A. in finance, Department of Finance, College of 
    Commerce, NCCU  Anticpated in june 2023

Work Experience/ Internships/Employment
  *Ex. Intern, Summer Intern Program, BCG Taiwan  since June, 2022
            Conducted research on 50+ smartphone component  
            manufacturers and completed a 20-page industry report

Leadership
  *This applies to certain fields, such as management and 
    consultancy

References
  *Ensure your referee is a repected figure in the field and   
     knows you in certain capacity. 

The sequence of elements 
3-7 is flexible. 


