
 

 

 
Hand-out Curriculum Vitae 
 
0. Think before you start 
 
Before you start writing your CV it is important to thoroughly analyze the vacancy text. Always check 
that the information you give is relevant to the reader. It is of utmost importance that you adapt 
your CV to the position you are applying for. Search for words that are relevant to the vacancy and 
include these keywords in your CV. Always adapt your CV to the job. So delete, clarify or move 
relevant skills or experience. It can help to create one CV where you put all your experiences on, and 
then adjust it for each vacancy. Try to limit the size of your CV to a maximum of two A4. For 
academic positions, this may be a bit longer, because in those CV’s it’s common to include your 
publications and presentations at conferences. Below are the basic components of a CV:  
 
1. Headline 
 
At the top of the first page you put “Curriculum Vitae”, possibly in combination with your name or 
you can put just your name on top. 
 
2. Photo 
 
For which position do you apply? How visible are the employees of the organization itself? If you 
decide to put a photo on your CV, make sure it’s a professional photo that is sharp, friendly, 
business-like and has a neutral background. Research shows that bare arms or shoulders make an 
unprofessional impression. A photo is allowed in the Netherlands, but it’s not mandatory. If you 
apply outside of the Netherlands, check what the customs are for the country of your choice.  
 

3. Personal details 
 
Include the following items: 

• First and last name (unless they are in your header already) 
• Address 
• Telephone (ensure neutral voicemail text) 
• Email (as professional as possible) 
• Born (date and place) 
• Nationality (eg Dutch) 
• Driving license (only if relevant) 
• Optional: link to your LinkedIn profile (only if it is well filled, and provided by a personal URL) – 

read more about LinkedIn here.  
 
 
 
 
 

https://www.ru.nl/fsw/careerservice/english/student/career-advice/linkedin/


 

 

 

4. Personal profile  
 
This is an important part of your CV and probably also the most difficult. It is not a compulsory part, 
so think carefully about a strong text. Is it hard for you? Leave it out and write about who you are in 
your letter instead. 
 
If you decide to go for a short description: then indicate clearly in about 5 sentences or bullet points 
what you have to offer an employer and what your added value for the company is. You can think of 
your ambitions, qualities, special skills, mentality, etc. This helps to guide the reader trough your CV 
and experiences. 

5. Education 
 
State the period of the study, the name of your study program and the educational institution. Put 
your courses in antichronological order, so the most recent course is at the top. When you have 
followed (optional) courses / minors / internships / thesis-projects that fit well with the vacancy, 
also add them if relevant for the position you apply for. Make sure the structure is unambiguous so 
that the reader can quickly ‘scan’, so highlight what (educational programme) you did, by making it 
bold or colored. You can also add the months for clarification.  
 

Example: 
2009- 2012    Communication Science, Radboud University Nijmegen 

Bachelor thesis: ’………………………………………’.(grade: 8) 
Relevant electives: X, Y en Z. 

 

6. Extracurricular activities / internship or work experience / additional activities  
 
When writing down your work and extracurricular activities, focus on components that match the 
job you are applying for. By naming results and successes, you can distinguish yourself from other 
candidates. Recruiters are looking for passion and dedication shown by study, work, hobbies and 
written motivation.  
 

Example: 
2009-present Chair Study association, Radboud University Nijmegen 

• Managing five board members 
• Organizing the Nijmegen Career Event (150 visitors) 
• Training new board members 

 
Think carefully about the order of these parts. Don’t make the list too long, and arrange it in a way 
that the most important experiences are the first component underneath each heading (while still 
keeping the order anti-chronological!).  
 
  



 

 
 
 
If necessary, make a distinction between relevant work experiences (i.e. study-related) and your 
other work experiences (i.e. part-time jobs). And ensure a clear presentation of your committee 
activities and non-study related side jobs, if many. For instance; make use of one headline with the 
name of the association and add the various committees as bullets, or for side jobs, state “Several 
side jobs in the field of [fill in a sector, i.e. hospitality, healthcare, etc]”.  

7. Language skills 
 
Determine the importance of the languages within the function. Then choose for a long description 
(divided into: reading, listening, speaking, writing), a shorter description or no description at all. 
You could also specify the CEFR level (from A1 – C2) 
 

Example short description: 
Dutch (mother tongue), Engels (Cambridge Certificate of Proficiency), German en French (basic 
knowledge) 
 
Example long description: 
 

Level  
CEFR     

Listening Reading Speaking Writing 

Dutch C2 C2 C2 C2 
English C1 C1 B2 B2 
German B2 C1 B2 B1 
French B2 B2 B1 B1 

 

8. Computer knowledge 
 

Example: 
Familiar with Microsoft Office, SPSS and Photoshop.  

9. Interests 
 
In this section, make sure you think carefully about what you want to say with your interests. What 
qualities do you want to emphasize? Are you for example a team player? Or are you applying for a 
management position and do you want to highlight your independence? By briefly explaining your 
interests, you get a little more insight into who you are as a person and how you live your life.  
 

Example: 
Music (cellist in Nijmeegs Studentenorkest), soccer (captain and referee) and travel (Australia) 

 
  



 

 
 
 
10. Lay-out: first impression of your CV 
 
Even before your CV is read, the recruiter sees the formatting of your resume. Most recruiters scan 
the relevance in about 10 seconds – 2 minutes. If a CV is chaotic, it takes the recruiter much time to 
find the relevant information (s)he needs, and (s)he will get irritated, annoyed or bored. It is 
therefore important to not only pay attention to the content, but also the layout. 
 
Use white spaces between the different parts, columns, bullet points (about 3 in a row is the max), 
bold headings, a suitable font. Avoid long sentences and keep the content short and concise 
(telegram style). By writing in the first person singular and using active sentences you prevent your 
text from becoming boring and too businesslike. This way your resume will be scannable, and it is 
possible to display a lot of information clearly. 
 
You can use a template for your CV, or a handy tool such as Canva. On websites like Pinterest or via 
google you can also look for examples of resumes. You could also think of a video CV or an online CV 
(in the form of a website). Choose at least something that suits you!  
 
Original resumes such as these are extra notable, but keep in mind that such a creative CV is not 
appreciated by everyone. This depends on the industry, the type of company and the preferences of 
the recruiter. You can inquire about the preferences by calling the company and ask them what kind 
of CV they prefer (e.g. more traditional or more creative).  
 
Check: can someone else summarize the relevance and essence of your resume in 15 seconds? 
 
Don’ts 
 

• Mention lies, they always come to light eventually. 
• Errors in your contact details. This would make a company unable to reach you. For example, 

do not use your student address if you are about to graduate. Also check your voicemail text. 
• “Funny” or unprofessional email address, such as xx_roosje@hotmail.com. 
• Send your CV in an empty mail. Provide a salutation, mention that you have enclosed your 

CV and letter and close neatly. 
• A “bad” photo. 
• Irrelevant (private) information: length, weight, social service number, bank account number, 

names (and phone numbers, address) of former executives, salary information, religious and 
political preferences, race, etc. 

• Indication of the reason for departure at a certain job (can be discussed in a conversation). 
• Salary requirements. 
• Friends as a reference. 
• Cram as much as possible on your CV. Make sure your CV is 1 up to 2 pages long. Do you only 

have 1 page? Do not force yourself to come up with multiple pages. Stage facts, 
performances, responsibilities and explain them, but be concise. Use active words like: was 
responsible for, led, analyzed, prepared, put together, assisted, etc.  

 
  

https://cv-voorbeeld.nl/
https://www.canva.com/
https://www.lifebrander.nl/blog/origineel-cv/twintig-originele-cvs/
mailto:xx_roosje@hotmail.com


 

 
 
CV-Check 
 
Do you have trouble with the preparation of your CV? Or do you have a CV and would you like 
somebody to give you feedback? Then send a mail to the Career Officer, so we can do a CV-check, or 
make an appointment online via www.ru.nl/fsw/careerservice/english/. Note: we’ll focus on 
checking your CV’s content. For a language/spelling-check, ask friends or family to help you, or 
contact Radboud In’to Languages. 
 

http://www.ru.nl/fsw/careerservice/english/
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