
G U I D E B O O K

CURRICULUM
VITAE (CV)
What Is It and How To Create One



Tailored to prepare you for the demands of today’s job market, this programme offers
early access to career resources that will help you navigate internships and enter the
workforce with confidence. 

The programme provides personalised guidance, including internship search support,
expert career tips, networking events, and one-on-one mentorship. 
Our goal is to ensure you’re not just academically ready but career-ready as well.

Take control of your future with EduAdvisor's Career Advantage Programme — where
your success story begins!

The EduAdvisor Career Advantage Programme is a
premium initiative exclusively available to
students who have enrolled in university through
EduAdvisor. 

ABOUT 

Internship Search Mentorship Programme

Gain personalised guidance from
professionals and mentors within your
field of study who can help you
navigate your career path and achieve
success.

Career & Networking
Opportunities

Participate in exclusive events designed
to connect you with industry leaders,
alumni, and fellow students, helping you
stay on top of trends.

S E R V I C E S  B Y  E C A P

Career Tips & Content

A specialised search engine designed to
help you discover incredible internship
opportunities that align with your field of
study, ensuring you find the right match
for your future career.

Access tips and valuable career insights
through curated content that covers
everything from job search strategies to
acing interviews, all tailored to help you
thrive in your chosen field.

Career Advantage
Programme (ECAP)



WHAT IS
CURRICULUM VITAE
A Curriculum Vitae (CV) is a detailed document that outlines your
educational background, work experience, achievements and skills. 
A CV is more in-depth than resume and is used to apply for academic,
research or professional positions.

A CV is essential for applying to jobs regardless of the field and job
experience. As a fresh graduate, you’ll want to use a CV to showcase
your educational achievements, skills, internships, and extracurricular
activities that are not in your resume to showcase your potential to
employers.

Format Tips

Consistency: Use the same font and
formatting throughout

Clarity: Use clear headings and bullet
points for easy reading

Length: While CVs can be longer than
resumes, be mindful of relevancy and
conciseness

Tailoring: Customise your CV for specific
positions, emphasising the most relevant
experience and skills

What to put in your CV

Contact information including your
name, phone, and email address

A professional summary of your key
goals, skills and what you can bring to
the role

A detailed summary of your job
experiences and what you’ve
accomplished throughout your tenure

Academic qualifications including
CGPA and awards won 

Key skills you’ve gained that’s relevant
to the job you’re applying to

Achievements or awards that
demonstrates your expertise

A portfolio of projects you’ve
worked on if it relates to the job
you’re applying for

Any community services that
demonstrates leadership, teamwork or
passion for a cause

A list of professional references that
can vouch for you

CV vs Resume: What’s
the difference

Length and Detail: A CV is longer than
a resume, often 2-5 pages. In contrast,
resumes are usually 1-2 pages long
and are more concise.

Content: CVs include detailed sections
like education, work history,
publications, and achievements.
Resumes focus on work experience,
skills, and achievements directly
related to the job you’re applying for.

Format: CV is more flexible compared
to resume that’s more structured and
tailored.



M
ist

akes You Need to Avoid

Building a CV can be a daunting task. If you’re at a loss about what
to include, here’s a guide to put your job search in motion.

Protect your privacy and only include the
city you’re currently residing.

Your full address

Company jargons

If you are applying for non-technical jobs, it
is best to explain your experiences and
accomplishments in easier phrases.

Hobbies

Interviewers don’t need to know too much
regarding your personal life as they may
form a bias/judgement towards it, which
will put you at a disadvantage.

Exaggeration of past
experiences & qualifications

Some do feel the need to stand out to
appeal to interviews, but you’re doing more
harm than good if you’re unable to
elaborate on them.

One-liner descriptions

Anyone can claim they’re ‘something’ (e.g. a
team player, detail-oriented, able to work
under pressure) but your experiences must
also reflect this. Briefly elaborate on how
you obtained those skills.

Unprofessional contact
details

Unfavourable formatting

Full paragraphs and a concoction of colours
can be distracting! Keep it simple and concise
by using bullet points, headings and
subheadings.

Only use a professional-sounding email
address. Create one specifically for work
purpose if necessary. You don’t want your
interviewers to contact you through an email
address you created when you were 12! 

Rating your own skills using
an ordinal scale (e.g. 0-5 scale)

This will make interviewers question “How
did you rate yourself?” “Is this done by you,
or by someone else?”, “How is this score
calculated?” It’s best to put it in terms that
are better understood by interviewers. For
example:

Language Proficiency: Native
Proficiency, Elementary Proficiency,
Limited Working Proficiency, Professional
Working Proficiency

Expertise level: Beginner, Intermediate,
Advanced

When Building a CV



Consistent
Alignment

WHAT FORMAT
SHOULD YOUR CV BE IN?
A good CV needs to be concise and simplified with only the key
information highlighted to enable the employers to skim through your
CV with ease, yet obtain all the necessary information they need.
Here’s how you CV should be formatted.

Section
Headings

Make section headers bold
or slightly larger than the
main text to visually
separate each part of the CV

File Type

Save and submit your CV as a
PDF to preserve formatting.
PDFs are widely accepted and
ensure that your layout
remains intact when viewed
on different devices.

Font Style and
Size

Use a clean, professional font
(e.g., Arial, Calibri, Times New
Roman) in sizes 10–12 for
body text and 
14–16 for headings. This
enhances readability.

Margins and
Spacing

Stick to 1-inch margins on all
sides and use sufficient
spacing between sections
(1.0–1.5 line spacing) to keep
the document uncluttered

Left-align text for a clean look,
and use bullet points for easy
readability, particularly in
sections like Work Experience
and Skills.

Color Scheme

Stick to black text on a white
background to keep it
professional. A single accent
color can be used sparingly
for section headings or
borders if appropriate.

Length

Ideally, limit the CV to one
page if you have less
experience.

Experienced professionals
with extensive backgrounds
can go up to two pages, but it
should be concise and
directly relevant to the role.



Good
CV

Bad
CV

VS

WHAT’S THE DIFFERENCE?

GOOD CV BAD CV

Here's a quick look at the key differences between a good CV and a bad CV, so you
can make sure yours stands out for the right reasons.

A good CV is clear, organised,
and effectively showcases your
qualifications, experience, and
skills in a way that’s relevant to
the job you're applying for. 

A bad CV is often cluttered,
vague, or overly long or too
short, with irrelevant
information and poor
formatting that distracts from
your core qualifications.



Consistent use of professional font
with appropriate heading size

Sections are divided with
subheadings, and the use of bullet
points for easy readability

Using only two-colour scheme to
create a clean and polished look

Good
Example of a

CV



Bad CV
Inconsistent font, poor document
alignment, wrong formatting
arrangement

Although this CV uses a two-color
scheme, the CV is still hard to read as
there’s no clear separation with headings

Although this CV uses a two-color
scheme, the CV is still hard to read as
there’s no clear separation with headings

Example of a



Your CV needs to be more than just a list of qualifications; it should highlight
what makes you unique and valuable to potential employers. 

Here are some tips to help you leave a lasting impression.

Club and Societies Position

Demonstrates Involvement: It shows
you're engaged and active outside of
academics or work, highlighting your
interests.
Highlights Skills: Participation often
involves teamwork, leadership, and
communication skills, making you a more
attractive candidate.
Personal Touch: It adds a personal
element, allowing employers to see your
personality and passions.

Volunteering Experiences

Shows Commitment: It demonstrates
that you care about giving back and are
willing to dedicate your time to causes.
Indicates Initiative: It reflects your
ability to take initiative and seek out
opportunities beyond paid work.
Personal Values: It gives insight into
your personal values and interests,
making you a more relatable candidate.
Relevant Experience: If the
volunteering is related to the job, it can
directly illustrate your passion and
suitability for the role.

Projects with an Impact

Demonstrates Practical Experience: It
shows that you’ve applied your
knowledge in real-world scenarios, not
just in the classroom.
Highlights Skills: Projects often involve
teamwork, problem-solving, and project
management, showcasing important
skills to employers.
Shows Initiative: Participation in
projects indicates that you’re proactive
and eager to learn beyond standard
coursework.
Relevant Knowledge: If the projects
relate to the job you're applying for, they
can directly demonstrate your expertise
and interest in that field.
Creativity and Innovation: Unique or
complex projects can showcase your
creativity and ability to think critically.

What Helps a CV STAND OUT?



info@eduadvisor.my | +603 7931 2212

Follow our social media
Stay up to date with our content.


