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1

The chapter will tell you and give you an overview of the resume,
bio-data, curriculum vitae and explain the differences between
them. It will also tell what a resume is, and most importantly, what
it is not. This chapter contains the following topics:

 Section 1.1: What’s the Right Word?

— Section 1.1.1: Resume

— Section 1.1.2: Curriculum Vitae

— Section 1.1.3: Bio-data

 Section 1.2: Purpose of a Resume

 Section 1.3: What It Is Not?

 Section 1.4: Think Without Any Limitation

 Section 1.5: Question Yourself

Chapter
1
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1.1 What’s the Right Word?

Resume, bio-data, and curriculum vitae (or CV as it is more
commonly known as) is often used interchangeably in India. Resume
is an American term where as curriculum vitae is a term that is more
acceptable in areas like New Zealand, some European countries (like
Ireland, Britain, Scotland), and in some parts of Canada.

Is there any difference between the three? There surely is!
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1.1.1 Resume

Resume is a brief summary (of two or three pages) of your
qualifications, skills, work history, experiences, and accomplishment
specific to the job being applied. It is designed to capture the
interest of a prospective employer with the purpose of securing an
interview.

Thus, the three main components of the resume are:

 Purpose (for details, see Section 1.2)

 Content (for details, see Chapter 5)

 Design (for details, see Chapter 4)

You can create several resume specific to different positions or
different organizations, based on their requirements.

Resume

• Concise in its information,
about 2 or 3 pages in length

• Tailored to fit the requirement
of the prospective company
or employer

• Limited with traditions
categories/sections

• Used in corporate, industry,
private, and public sectors.

• May contain a job objective.

• Contains information that is
only relevant to the position
being applied.

Curriculum Vitae

• Not concise and can be more than
pages 4-5 (or more) in length.

• Tailored to fit the requirement of
the prospective company or
employer.

• Not limited with traditions
categories/sections.

• Used mainly in medical, education,
and research institutions.

• Contains no objective statement

• Each category is well-defined and
is complete with well-detailed
information (even if it is not
relevant to the position being
applied).

1.1.2 Curriculum Vitae

A curriculum vitae (CV) is used primarily when applying for
international, academic, education, scientific or research positions.
It is also used when applying for fellowships or grants. The
primary differences between a resume and a curriculum vitae are:

 Length: How big/lengthy it is.

 Content: What is included in them.

 Purpose: What they are used for.

In addition to the basics, a CV should include research experience,
publications, grants, fellowships, professional associations, awards,
and other information which is relevant to the position you are
applying for. As with a resume, you may not need different
versions of a CV for different type of positions because it is not
specific to the position you have applied for and contains all the
details and information.

 List out and explain every detail of education, employment,
achievements, and skills.

2 3
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 Add all work experiences (previous or current) along with
elaborated job descriptions.

 Include all training and seminars attended.

 Voluntary work and social affiliations if any.

This is the reason why curriculum vitae is usually used when
applying for academic, medical, and scientific jobs because employers
in these industries prefer to know all the details of each applicant
thoroughly.

All these factors make a curriculum vitae more elaborate, descriptive,
and longer than a resume. The Americans have now begun to
accept curriculum vitae as longer form of resumes. Similarly, even
the English have begun to accept resume as a shorter version of
curriculum vitae. So, now we can safely say that while a resume
is a brief summary of your education, skills and experiences, a
curriculum vitae is a longer and more detailed document.

1.1.3 Bio-data

In some Asian communities like India, a bio-data is essentially the
details of the person put together to be used for marriage-related
purposes. The bio-data is exchanged with the parents, or the
relatives of the prospective suitors. The purpose is similar to that
of a resume—to eliminate some candidates from the pool of
prospective suitors before meeting the prospective suitors.

The bio-data generally contains the information that is available in
a resume, but apart from work history, salary information, and
educational background, the emphasis is also on the following:

 The physical attributes, such as age, date of birth, height,
weight, hair/skin/eye colour.

 Details about the family—father, mother, and siblings.

 The educational background, career related information,
and other details of the parents and siblings.

1.2 Purpose of a Resume

The sole purpose of the resume is to win an interview. It is a
professional introduction and an advertisement of your skills,
expertise, and knowledge.

For each position that you apply for, you may assume that there is
an average of 500 applicants. So, you have to make it easy for the
hiring manager to make a choice between you and the other
candidates. The only way to achieve that is by writing a noticeable
resume.

A well-written resume will not get you the job, but it will get you
an opportunity of an interview, which may eventually lead to a job
offer. A well-written and well-presented resume improves your
chances of being noticed and interviewed. If it makes the interviewer
notice you, sets you ahead of the competition, and helps you
secure an interview, then it has given you a distinct advantage,
and will go beyond its purpose of just securing you an interview.
So, it is true to say that a resume is a stepping stone to getting a
job.

The first job is usually difficult to get and that makes resume a
very important factor in helping you securing an interview. The
resume should be appropriate to the requirement of the job,
highlighting appropriate skills, qualities, and experience (if any).
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Instead of following a bunch of rules/tips blindly, you have to use
them to your advantage by choosing what is right for you. The
purpose and design of the resume can up to an extent, depend on
your personal choice, but keep it neat, simple, and professional.

With a little extra effort, you can create a resume that can stir the
interest of the prospective employers and make you stand out as a
superior candidate for the job you are seeking. Even if you face
fierce competition with people more qualified, experienced, and/or
skilfull than you, it will give you an opportunity to be invited for the
interview.

After that, it is up to you to perform and convince the interviewers
that you are the person for the job.

1.3 What It Is Not?

Many people think resume to be a detailed career history which is
a colossal mistake. A resume should not be:

 An autobiography: Unfortunately, most of the times the
resumes received by the employers are personal job
history essays running into four or five pages, containing
unnecessary and irrelevant information. The information
may be true and of value to you, but not to the interviewers.

It is true that most of the content of a resume is focused
on the job history, experience, and the skills, but it should
be written with the intention of creating interest and
arousing curiosity in the minds of people reading the
resume. It must persuade the employer to call you for an
interview.

 Written for the heck of it: Some people write a resume
with the idea of getting the task done, without any passion
and/or interest. This lack of interest reflects on the
resume. If you are not interested in creating a resume,
don’t do it! Wait till you are able to concentrate on the
job.

 Written for self-satisfaction: Some people write a
resume because they have to write one to apply for the

job. They create a resume that seems right and perfect to
them. They really don’t care about the content and
format.

 Written with the focus of getting the job: Do not
create a resume containing all the details with the objective
of getting you a job. Create it to obtain an interview.
When reading your resume, the prospective employer or
the hiring manager should generate enough interest in you
to contact and invite you for an interview.

If you are called for an interview, you can perform well,
answer to their satisfaction, and attempt to get the job.
Use the interview to provide a more detailed explanation
of your accomplishments mentioned in the resume.

Strive to be clear and concise which also ensures that the resume
does not run into pages. You need to realize that a resume can be
your ticket for getting your dream job. So don’t create a format
driven, senseless, boring history about your work!

1.4 Think Without Any Limitation

To write an effective resume, you have to learn the art of
powerful writing. To create a good resume, you will have to
answer four questions:

1. What is the purpose of your resume? [purpose]

2. What kind of information you need to add to the resume?
[content]

3. What are the requirements and the expectations of the
employer? [specific content]

4. What is the best way to write the resume so that the
prospective employer can easily locate the information
they are looking for? [design and layout]

If you can answer these questions, you will get a good idea of the
information you have to add and what not to add in your resume.
Once you have a draft in place, you can think with a new
perspective:
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1. See some new connections between your work experiences.

 What you want to do.
 The skills you have.
 What the employer is looking for.

2. List your qualities, abilities, and skills you think would be
most important to the recruiter doing the hiring.

3. Try to cover all possible aspects by thinking globally.

1.5 Question Yourself

If you do not address the requirements of the employer, they will
not respond to your resume. Ask yourself a few question (and
answer them as well):

 What does the employer want? [need analysis]

— Do you have the skill set that is required for the job?
[skill set]

— Do you have valid experience they are looking for?
[experience]

— Do you have the required knowledge? [knowledge]

 What abilities and skills do you need for that position?
[skill analysis]

 What would make you the perfect candidate for the job?
[self-analysis]

— Does the company and their product line interest
you? [product interest]

— Do you want to be a part of the team? [profile]

— Do you have any skills/talents you have not used, but
can use in the job? [skills]

 What sets you apart from an exceptionally good candidate?
[mutual analysis]

I am sure most of your wish you could read the minds of the
employers and understand what they are actually looking to
understand the unique combination of skills and values they seek.

Many of you would also like to unlock the secret formula to
winning the hearts of the employers. Don’t worry. The good news
is that once you understand the skills and characteristics that most
employer seek, you can tailor your resume, cover letter, and
interview to showcase how well your background aligns with the
requirements of the employer.

1.5.1 Fresher

Apart from the common skills and personal values, the recruiters
look for some specific traits in the freshers. They would look for a
good blend of personal traits, job-related skills, and/or certification.
They also look for the following aspects:

 Is the resume tailor-made for the position applied?

 Is the resume sent specifically for the advertised position
or to a number of job sites or other organizations?

 Is the education relevant to the position?

 Does the skills qualify for the position?

 Does the resume cover all the job requirements mentioned
in the advertisement?

 Is the resume neat and to the point?

 Is the resume short and concise, yet complete?

 Does the applicant appear to be over qualified? Is there
any brief, but valid explanation why the person has
applied for the job?

 Is the education related information listed in reverse
chronological order (masters degree, graduation, twelfth
(HSC), tenth (SSC), etc.)?

 Does the information include only what would interest
you.

 Has the person used strategic choices to organize, order,
and convey the skills sets and other information.

 Does the resume highlight irrelevant skills?

8 9



Resume—What Is It?The Art of Writing a Resume

Example: When the position requires engineering
skills, does it also stress on management
skills.

1.5.2 Experienced Candidate

The recruiters may look for some more additional aspects in an
experienced candidate than what they would look for in candidates
without experience:

 Is the applicant a job hopper?

 Does the resume highlight irrelevant skills and responsibilities?

 Is the work experience listed in reverse chronological
order?

 Does the resume include advanced training that shows
that the applicant has emphasized on enriching and updating
his/her experience with additional classes, seminars,
workshops or conferences?

 Are there any gaps in the job history that are unexplained?

 Does the resume demonstrate that the applicant is a self-
starter or shows initiative?

 Are the experience, skill sets, and education of the
applicant required for this job?

 Is the format of the resume consistent?

 Are there omitted dates, descriptions, references, etc., for
some positions but not for others?

 Is the information genuine or does it appear to be padded
or fudged?
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