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رزومه نویسی علمی به زبان انگلیسی



CVقواعد نگارش رزومه و ➢

CVتفاوت رزومه و ➢
CVکاربردهای ➢
CVانواع رایج ➢
نمونه ها➢

CVآناتومی : بخش دوم

اصلیبخش های➢
اختیاریبخش های➢
CVساختار و چیدمان ➢
CVمختلف بخش های➢
فعل ها➢
نمونه ها➢

کلیات: بخش اول



بخش اول 
کلیات

قواعد نگارش رزومه✓
CVتفاوت های رزومه و ✓

انواع رزومه✓



RULES

➢Write it yourself

➢ Keep it brief

➢ Be truthful and accurate

➢ Get the language right

Quick tip: If you struggle with spelling and grammar,

try a free grammar checking tool, like Grammarly.

https://grammarly.go2cloud.org/aff_c?offer_id=10&aff_id=14555


تفاوت
ResumeوCV

هدف•
محتوی•
طول•



Cv: Research 
Experience

Resume: Work 
Experience



When to use a CV?

➢ You will use a CV to apply for academic, 
scientific or research position.

➢ You will also use CV when you apply for 
a fellowship or grant.



So CV is for the Positions like:

•Ph.D Candidacy

•Post-Doc Research

•Research Position (Research Assistant)

•Teaching Position (Teaching Assistant)

•Research Associate



What on my CV?

• Academic background

• Teaching and Research experience

• work experience

• publications and presentations

• awards, honors, accomplishments and recognition

• internships and project work

• professional qualifications and certifications



انواع رایج رزومه

(Chronological( )معکوس)ترتیبی ✓

(Functional)کارکردی ✓

(Combination)ترکیبی ✓



➢ Functional resume features a 

detailed skills section and 

➢ Groups your experience under skill 

categories instead of job titles.

FUNCTIONAL vs 
CHRONOLOGICAL



skills section
strong work experience section

Suitable for highly qualified candidates with years of 
experience, because it allows them to include a high 
volume of information about their qualifications and 
skills.

COMBINATION



CHRONOLOGICAL (Sample)



FUNCTIONAL (Sample)





COMBINATION (Sample)







بخش دوم 
Sections

بخش های اصلی✓
بخش های اختیاری✓
مدارک ضمیمه✓



Core Sections

• Contact Information

• Education 

• Experience 

• Publications 

• Presentations 

• Awards/Honors/Fellowships/Grants/Scholarships 

• Professional Training 

• Professional Affiliations 



Sections-Resume

• Contact Information

• Educational Background  

• Skills 

• Relevant Coursework 

• Experience  

• Volunteer Experience 



Optional Sections

•Travel 

•Activities 

•Additional Avocations/Hobbies 

•References 



Supplementary 

Documents

•Dissertation Abstract 

•Research Statement

•Cover Letter 

•Transcript 

https://gradschool.cornell.edu/career-and-professional-development/pathways-to-success/prepare-for-your-career/take-action/research-statement/


➢ Name and contact details at the very top.

➢ Head the CV with an introductory profile.

➢ List your work experience in reverse chronological order.

➢ Finish with your education and qualifications.

➢ Hobbies and interests are optional.

CV Layout
Your CV format is crucial to job search success.







Format

Depends on personal preference and career goals. 

• Use font styles such as Times New Roman, Arial, Calibri 

• Text size should be 10-12 point (11pt font 
recommended)

• Bold section headings (e.g. Education, Experience) 

• Consistent use of bold, italics, and underlining 

• Use bullet points to direct the reader’s attention 

• Start each bullet point with an action verb 

• If your resume is more than one page long, insert your 
name and page number in the header or footer



CV Layout
Your CV format is crucial to job search success.

KEEP IT 
SIMPLE



Anatomy of a CV



must-Have Sections

• Contact Information 
• Education
• Experiences 

➢ Research (Writing and Editing,…)

➢ Leadership (Outreach and Marketing, Sales and Customer Service,…)

➢ Administrative Experience

➢ Employment history

➢ Extracurricular activities (chair of a student group, professional association )

• Foreign Languages (remember to indicate levels of proficiency)
• Publications

• Conferences

• Awards



Additional Sections

➢ Certifications

➢ Affiliations

➢ Memberships (Groups, Associations, Institutes)

➢ Additional Training

➢ Interests



Contact Information
Section



Contact Information (Details)

➢ Name 

➢Mailing address

➢ E-mail

➢ Telephone number 



Contact Details Samples



Summary 
statement

➢ A brief list of the highlights of
your candidacy

➢ lecturer or researcher

➢ Academic CVs focus on 
academic achievements, 
research interests and 
specialist skills.



Education
Section



➢Full name of your school and its location 

➢Full name or abbreviation of your degree(s)

➢Major or field of study

➢Expected date or date of completion 

In reverse chronological order

Education (Details)



Education (Details)

➢ Name of university
➢ Degree
➢ Graduation Date
➢Major, Minor
➢ GPA

Academic Accomplishments



Academic CV Example-Career
Academic CV 

Example-Career



Education Section Sample



Education Section (Sample)



Education Section (Sample)



Experiences



Experience Section

Use Action Verbs

• Action verbs organized by skill area

• Use these ideas to describe your past 
experiences and skills in your CV and Cover 
Letter.



Use Action Verbs



Use Action Verbs



Use Action Verbs



Use Action Verbs



Academic CV 
Example-Career



Academic CV Example-
Career
Academic CV 

Example-Career



Academic CV Example-Career
Academic CV 

Example-Career



Research Experience Sample



Research Experience Sample



Research Experience Sample



Experience Section Sample



Experience Section Sample



Experience Section Sample 



Experience Section Sample



Publication and 
Conferences



Publications Section Sample



Conference  section sample



Conference  section sample



Poor Developed Section of Publication



Honor And Awards



Which Awards, Honors, and 
Accomplishments Matter?

• Academic or athletic awards

• Scholarships

• Awards provided for excellence in voluntary activities

• Awards that target specific academic achievements

• Job-related awards, if you have ever been employed

• Placement on the Dean’s list or honor roll

• Exceptional grade point average

• Leadership positions at your school



Honor And Awards Section



Honor And Awards Sample



Languages and Skills



Languages and Skills Sample

➢ Name and level of proficiency (beginner,
intermediate, advanced, native etc.) of any
language you know

➢ Name and score of any official language tests
you have taken (TOEFL, IELTS, etc.,)



Languages and Skills Section Sample



Languages and Skills Section Sample



• Photo 

• References 

➢ If you're asked for Referees, include a past
employer, teacher, etc.,

➢Make sure to ask that person if they will give you a
reference, if You're not asked write 'References
available on request' at the end of your CV.





References including:

➢ Name
➢ Role
➢ contact information (E-mail) 

➢ Primarily your university teachers and 
professors or references who know you in a 
professional working capacity, i.e. from your 
jobs





References Sample



REVIEW













https://www.prepscholar.com/gre/blog/wp-content/uploads/sites/3/2017/02/Resume-Sample.pdf


Good CV

➢ Builds Credibility.

➢ Clearly Shows Your Career Path.

➢ Portrays Relevant Skills.

➢ Shows You Understand The Role.

➢ Is Customized For The Job.

➢ Illustrates That You Would Fit Into The Culture Of 
The Organization.

➢ Make Your CV Great Again

What Are The Characteristics Of A Good CV?







Cover letter

https://www.jobs.ac.uk/media/pdf/careers/resources/how-to-write-a-cover-letter-for-academic-jobs.pdf






Resumes & Cover Letters for PhD 
Students

http://hwpi.harvard.edu/files/ocs/files/phd_resume_cover_letters.pdf


Resume/CV Guide

https://cdn1.sph.harvard.edu/wp-content/uploads/sites/36/2017/08/Resume-Guide-October-20173.pdf


Your CV IS:

THE STORY OF YOUR LIFE

What you've done 
and 

what you can do
Don’t be afraid to 

generate your own


