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Standard format for curriculum vitae

A curriculum vitae (CV) should contain the following elements:

1. Personal details

Full name [including maiden name]; title [Mr., Ms., Dr.]

Full address; private and business telephone and fax numbers, e-mail address

Date and place of birth

Nationality/citizenship/permanent residence

Male/female

2. Education/qualifications

Names and dates of secondary school, college and university

Details of exams passed

Professional qualifications [e.g., MSc in Community Health, 1984, London School of Hygiene and Tropical Medicine]

3. Experience [in chronological order starting with most recent]

List job title, dates, name of organisation and main responsibilities over the past ten years. Include any specialist areas (e.g., telecom, logistics, health, etc.) and any international experience (for example, with relief/development agencies, military, business/commercial organisations). Explain one's own, exact duties and quantify where possible (i.e., size and type of programmes, number of beneficiaries, operational budget, process, training activities, etc.).

(a) Current occupation (job title/dates), name of organisation and exact job responsibilities.

(b) Previous professional work experience [National Society, Federation, ICRC and external].

(c) Previous Red Cross/Red Crescent experience (voluntary)
[job title, name of Red Cross/Red Crescent organisation, dates and main responsibilities over the last ten years].

(d) Other volunteer experience [for how long and type of experience].

4. Training courses

Names and dates of courses attended/facilitated and certificates obtained

[e.g., West Africa Regional BTC, Abidjan, April 1995 (participant); HELP course, ICRC Geneva, September 1997 (facilitator)].

5. Skills

Languages [level of proficiency: written/verbal/comprehension and, if possible, Berlitz rating]

e.g. Russian (mother tongue) English (fluent spoken/written), Berlitz 10 French (read only)

Report writing [include any experience of reporting in English/French/Spanish and any other languages]

Computing skills

e.g., 
Word processing (e.g., Amipro, Wordpro)

Spreadsheet (e.g., Lotus 1,2,3)

Accounting (SCALA/CODA, New Field Return FRT)

Freelance Graphics

6. Other relevant details

_ Marital status

_ Names, dates of birth of spouse and dependants

_ Passport number, date of issue, date of expiry; place of issue for self and dependants

_ Driving licence [type, manual gears/automatic]

7. Availability for mission [when available, length of time available for]

8. Proof of identity [copy of passport or driving licence]

[The CV should conclude with a statement verifying that the information provided is correct, for example:]I confirm that all details are correct and complete.

Signed _________________________________________________ 

Date________________________________
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