Resume vs. CV: What to Use When

When it comes to job searching and applying for positions, there are several documents that
are commonly used. These include the resume, expanded resume, curriculum vitae (CV), and
cover letter. In this article, we’ll explore the differences between these documents and how

they are used in job searches and interviews.

Resume

A resume is a one- to two-page document that summarizes your education, work experience,
skills, and accomplishments. The goal of a resume is to highlight your most relevant
gualifications and convince a potential employer to invite you for an interview. A good resume
should be tailored to the specific job you are applying for, using keywords and highlighting
relevant experience and skills.

An effective resume typically includes the following sections:
e Contact information
e Objective or summary statement
e Education
e Work experience
e Skills
e Awards and achievements (optional)
e References (optional)
Expanded Resume

An expanded resume is a more comprehensive version of your traditional resume. It includes
additional information that may not fit on a standard one- or two-page resume, such as a
detailed description of your job duties or a list of relevant projects you’ve worked on. An
expanded resume may be useful for individuals who have extensive work experience or who
are applying for positions that require a more detailed overview of their qualifications.

Curriculum Vitae (CV)

A curriculum vitae, or CV, is a longer and more detailed document than a traditional resume. It
is typically used in academic or research settings and is often required when applying for
academic or scientific positions. A CV includes a detailed overview of your education, research,
and teaching experience, publications, grants and awards, and other relevant information.
Unlike a resume, a CV may be several pages long and does not typically include a summary or
objective statement.
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Cover Letter

A cover letter is a one-page document that accompanies your resume and is typically addressed
to the hiring manager or recruiter. The purpose of a cover letter is to introduce yourself, explain
why you are interested in the position, and highlight your most relevant qualifications. A good
cover letter should be tailored to the specific job you are applying for, using keywords, and
highlighting relevant experience and skills.

An effective cover letter typically includes the following sections:
e Introduction
e Explanation of your interest in the position

e Highlight of your qualifications that are most relevant to the position for which you are
applying

e Closing statement and call to action
Which One Should You Use?

The type of document you use in your job search will depend on your industry, career goals,
and the position you are applying for. In most cases, a traditional resume is appropriate for
general job searches, while a CV may be required for academic or research positions. A cover
letter should be included with every application, regardless of the type of document you are
submitting.

In conclusion, understanding the differences between a resume, expanded resume, curriculum
vitae, and cover letter is important for job seekers. Knowing when to use each document can
help you effectively communicate your qualifications and increase your chances of success in
the job search process. Remember to tailor each document to the specific job you are applying
for, using keywords, and highlighting relevant experience and skills. Good luck with your job
search!
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