
Guide:
how to write

a correct and effective CV



Who are we? Our contacts

Stage&Placement office: 
Dott. Memo Enrico Dott.ssa Morè Marianna Dott.ssa Pegoraro Alice

049 827 1270 049 827 1280
049 827 1462

Mail: stage.economia@unipd.it

Via Bassi 1, 5° Floor

Book your appointment here

Opening time: every morning from 8.00 am to 14.00 pm

Our Delegate: Prof. Diego Campagnolo, Prof. Thomas Bassetti

https://apex.cca.unipd.it/pls/apex/f?p=705:10
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Writing Tips

Your resume/CV 
needs to be:

• Professional
• Polished 
• Effective
• Consistent,
• Concise
• Correct
• Clear 
• Easy to read



Checklist

Elements to be included
❑NAME AND CONTACTS
❑PROFESSIONAL 

PICTURE OF YOU
❑PROFESSIONAL GOAL(S)
❑EDUCATION
❑WORK EXPERIENCES
❑DIGITAL SKILLS
❑LANGUAGE SKILLS
❑SOFT SKILLS
❑LEGAL AUTHORIZATION
❑YOUR SIGNATURE



DO’s and DON’Ts

✓ Double check your contact information

✓ Be creative 

✓ Keep it short 

✓ Be honest

✓ Have a motivational letter ready to go

✓ Check the spelling

✓ Remember the rule «When in doubt, 

leave it out»!

✓ Tailor-made information

✓ Personalized layout

NO unnecessary information

NO personal information such as: height, , 

weight, marital status, children, religion, 

political affiliation

Don’t be boring

Avoid typos, grammar and spelling errors as

well as any style inconsistencies

Don’t use too many graphics

Avoid resume longer than 2 pages

Do not lie about your skills

Don’t use Europass model if it is not

requested



Example of a clear, correct, effective CV

Goal(s)

Education

Work Experience

Photo

Personal Data

Hobbies

Your skills

GDPR Authorization Accomplishments



How to format your CV ?

Link to some free formats to use

Free Resume format in Balance Career

Project your CV with Canva

Free CV Templates in Microsoft Word

https://www.thebalancecareers.com/free-resume-templates-and-resume-builders-2058739
https://www.canva.com/it_it/tools/creazione-curriculum-v1/?utm_source=google_sem&utm_medium=cpc&utm_campaign=it_it_all_pro_rev_conversion_branded-tier2_em&utm_term=REV_IT_IT_CanvaPro_Branded_Tier2_Resume_Builder_EM&gclid=EAIaIQobChMI34aL48-39wIVLBkGAB3JZgIYEAAYASAAEgI7XPD_BwE&gclsrc=aw.ds


How to highlight your GOALS?

Professional goals 

In the upper part of your CV you are supposed to explain to the 

recruiters which courses, themes, topics interest you the most 

among those studied at university. 

After exposing your technical passions and strengths, explain briefly 

if you are available for internship or job opportunities and in 

which professional field(s), depending on your academic 

preparation.

Third, you’re not supposed to describe generical aspects of your 

personality: you’d better focus on those soft skills or technical 

skills useful in a working environment.



How to highlight your EDUCATION?

Under Education Section, make sure to list the experiences starting from the 

most recent one:

✓ Correct Title of Degree

✓ Correct University name, 

✓ city

✓ GPA

For each point out:

✓ the main courses of interest 

✓ projects and Case Studies

✓ Erasmus experiences 

✓ honors and Awards

✓ certifications

The education section can be moved to the bottom of your resume only once you get 

your first job after graduation.



How to highlight your WORK 
EXPERIENCES ?

List the Details about 
work/internship experiences.

Make sure to include 

• the name of the company

• location

• dates of employment

• your role and 
responsibilities



How to highlight your
LANGUAGE AND DIGITAL SKILLS  ?

Digital Skills

Include any computer systems, software, program 

language or apps, particularly if they are related to 

the position for which you are applying

Language Skills
to explain your language level use the six CEFR levels: A1, 
A2, B1, B2, C1 and C2 (highest). 

They are widely accepted as European standard for 

grading an individual’s proficiency

Insert  language certifications if owned



How to highlight your
SOFT AND HARD  SKILLS?



Legal requirements

Authorization of Personal Data treatment
Please note that in all European Countries it is mandatory to give consent to third parties to 
treat your personal data. This is necessary naturally in case you apply for a position.
Without your explicit consent, none of your applications will be taken into consideration.

You’re supposed to write, at the bottom of your resume, that

in compliance with the General Data Protection Regulation UE679/2016 and with 
Italian Legislative Decree no. 196/2003 I hereby authorize you to use and process 

my personal details contained in this document

Insert it along with Place, date and signature at the bottom of your CV

NB: if Authorization
is missing, we can’t
share CV with 
companies 



Do you want to show us your cv?

Would you like to receive some 
suggestions for improving it?

Do you have a job interview and 
you don't know if your cv is okay?

Write to stage.economia@unipd.it

How to do it: write an email with your CV attached and your 
requests. You can receive a specific advice on your CV !!!

Do you need to send applications?

mailto:stage.economia@unipd.it

