
 

 

Checklist curriculum vitae 
 

It is of the utmost importance that you adapt your CV to the position you are applying for. Seeing 
as different branches of professions use different CV formats, you have to make sure your CV 
matches the branch you are contacting. Make sure that all information on your CV is relevant to 
the reader. The European guideline for a CV is a maximum length of two A4 pages. Below you will 
find the essential elements for your CV.   
 

1. Header 
At the top of the first page you have to clearly include your name, as well as “Curriculum vitae” 
(optional).  
 

2. Picture 
What is the function you are applying for? How visible are the current employees of this firm? 
When you decide to include a picture with your CV, do make sure to use a picture that portrays a 
professional attitude. Research has shown that bare arms and shoulders can come across as 
unprofessional. It is strongly advised that when using a picture on your CV, you use the same 
picture on LinkedIn.  

3. Personal Details 

The heading “Personal Details” contains the following elements:   
 

 First and last name (in case these are not mentioned in the header)  

 Address 

 Telephone number (include a neutral voicemail message) 
 Email (professional) 

 Date and place of birth 

 Nationality 

 Drivers licence (only when it is relevant!) 

 Optional: LinkedIn profile (only when the profile is completed. Make sure to create a personal URL) 

4. Personal profile 
Select a maximum of three positive traits (that apply to you and the position) and think of 
striking examples to illustrate your capacities. The length of this part should be a maximum of 6 
lines.  

5. Education 
Make sure to include the length of your education, the name of your program, and the 
educational facility you attended. List these in an anti-chronological order. This means you 
include your most recent education first. You may also include any courses which illustrate your 
suitability to the position you are applying for. The structure of your CV should be congruent 
throughout.   
 

Example:  
2009- 2012    Communication, Radboud University  

Bachelor Thesis: ’………………………………………’.(Graded: 9) 
 
 



 

 

6. Extracurricular activities / Internships / Work experience  
Critically reflect upon which activities you want to include and how you will list these. For 
instance, if you have worked in a restaurant, but have also been an intern at a company, it 
might be wiser to list your internship experience first. Always make sure to list your previous 
positions in an anti-chronological order. Be sure to clearly structure your CV if you choose to 
list several different positions within the same organization or company. In this case, create 
one clear header and provide sub headers for the different positions you choose to list. 

 

Example: 
2009-present Chair Economic Student Association, Radboud University Nijmegen  

  Managing five board members 

 Organising Nijmegen Career Event (150 participants) 

 Training of new board members 
 

7. Languages 
 

Decide whether your language knowledge is essential for the position you are applying for. If it is 
relevant, consider using a long description (split in segments indicating your level of reading, 
writing, listening, and speaking skills) or a short description. You may also choose to use the CEFR 
level (ranging from A1-C2). 

 
Example short description: 
Dutch (native speaker), English (Cambridge Certificate of Proficiency), German and French 
(basic knowledge) 

 

8. IT  

Example: 
Familiar with Microsoft Office, Vista, SPSS, Blackboard , and Osiris 
 

9. Interests 
 

Critically assess which qualities or traits you would like to illustrate with the interests you have 
selected to include on your CV. Which qualities would you like to highlight? Are you, for 
instance, a team player? Or are you considering a function that requires leadership skills and 
would you like to highlight your autonomy? 

 
Example: 
Music (Cellist in Nijmegen Student Orchestra), Football (captain and referee), and travelling 
(Australia) 

 
 


