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The Curriculum Vitae - CV 

The Curriculum Vitae, mostly and in the following abbreviated as CV, is the core of your application. 

It is in most cases the first document HR Officers will get to see from you. Only afterwards, HR Officers 

will go through your cover letter - in case your CV already made some good impression. The CV is 

furthermore an important basis of the job interview. 

 

Relevant content which belongs into the CV 

The CV starts with your personal information (name, date of birth, place of birth, nationality). Also, 

a professional application photo is a plus (be aware of different rules for different countries/cultures. 

You can find them on the internet). The CV moreover lists the most important stages of your life in 

terms of your professional and educational-academic career. Your CV should be anti-

chronological and as complete as possible. Gaps in your CV are not an absolute disqualifier, yet 

you should be aware that they will for sure evoke critical questions in the job interview. Apart from 

that, your CV should contain language skills and further competencies (like IT-Skills) and 

qualifications. The depiction of your language skills, IT-Skills and so on should be as precise as 

possible and not only be rough. To give your personality more of a contour, you can eventually 

provide details about social engagement as well as hobbies.  

 

Extent and layout of the CV 

An eye-tracking-study from Stepstone has shown that the average time HR Officers (are able) to take 

for your CV is only 43 seconds.1 That is why relevance is key! Two pages should be the maximum 

extent of your CV.  

The layout of your CV is always according to the aspired position and the focus which you want to 

establish with the help of your personal information. Does the position require for example 

competencies in the area of creative media design? If yes, then that should be reflected in your CV. 

In any case, your CV should correspond optically to the latest trends. You can find various samples 

on the internet. The most important points in terms of layout though are clarity and transparency. 

Always keep in mind the very limited time of the HR Officers!  

 

 

1 https://www.stepstone.de/Karriere-Bewerbungstipps/eyetracking/ 



www.uni-saarland.de/career-center 

2 

 

General tips and hints 

Pay attention, that the layouts of your CV and cover letter are ‘made of one piece’. 

 

▪ You don’t have to name every single work experience. Those which are not relevant to the 

aspired position should rather be left out.  

 

▪ First comes your cover letter, then the CV. The order of your application should be the 

following: cover letter > CV > certificates 

 

▪ Pay attention to indicating a professional e-mail address. 

 

▪ Don’t make false statements in your CV. HR Officers are used to finding out about 

inconsitencies and contradictions and they will for sure notice verbal insecurities during the 

job interview.  

 

▪ Keep an eye on correct grammar and spelling and recent criteria in terms of the pre-filtering 

through automated pre-registration systems of CVs (called CV-Parsing). These programmes 

can quite often not associate minor mistakes – your application can therefore be combed out 

because of a wrong spelling or such.  

 

▪ Generally speaking, you are most often on the right side when you use a classic design for your 

CV and cover letter for companies like banks. Some Start-Ups though and young companies 

enjoy receiving more creative applications. In the end, it’s up to you and your intuition. For one 

thing that is clear, you should definitely always hand in a clean and neat application. Your 

application should never appear careless. Again, get some inspiration from the job 

advertisement! It often reveals how the tone and the design of the application preferably 

should be.  


