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The Academic CV Audit: A Checklist for Success

Your Curriculum Vitae is the cornerstone of your academic job application. It is a comprehensive
record of your scholarly achievements, but it must also be a persuasive document that tells a
compelling story to a time-poor search committee. Use this two-page checklist to identify common
weaknesses and implement quick, effective fixes to ensure your CV is professional, polished, and
powerful.
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10 Common Mistakes in Academic CVs

Go through your CV and tick on the corresponding box if you notice One 0f these common mistakes. A quick
fix to each of these issues is given on the next age

1. Overly Decorative or Graphic-Heavy Design
Using photos, colors, charts, or WordArt makes your CV look unprofessional. Academia O
values substance and clarity over flashy design. A busy design distracts from your content
and can look amateurish.

2. Typos, Grammatical Errors, and Lack of Proofreading
A single typo can signal carelessness and lack of attention to detail—cardinal sins in rigorous 0
academic work. It suggests you didn't consider the application important enough to review
thoroughly.

3. Listing Duties Instead of Achievements
Stating you "taught HIST 101" tells the committee nothing. They want to know how you taught 0
it and what you achieved. This mistake makes your experience seem passive and
unremarkable.

4. Poor Structure and Formatting
A wall of text with unclear headings, inconsistent formatting, and missing page numbers is 0
difficult to navigate. A search committee reviews hundreds of CVs; if they can't find
information quickly, they might move on.

5. Not Tailoring the CV to the Role
Sending a generic CV to every university is a missed opportunity. A research-intensive O
university cares more about publications, while a teaching-focused college wants extensive
detail on pedagogy. A one-size-fits-all approach fails to address specific institutional needs.

6. Including Irrelevant Personal Details
Details like your date of birth, marital status, religion, or a headshot are not only irrelevant but 0
can introduce unconscious bias. In many countries, including them is frowned upon or even
illegal for hiring purposes.

7. No Professional Bio or Summary
Launching directly into your education without context forces the reader to piece together 0
your narrative. A brief, powerful summary at the top frames your profile, highlights your key
strengths, and tells the committee who you are as a scholar.

8. Assuming a 2-Page Limit
Unlike industry resumes, academic CVs are comprehensive and as long as they need to be 0
(often 3-10+ pages for experienced scholars). Arbitrarily limiting yourself to two pages forces
you to omit critical achievements and details of your research, teaching, and service.

9. Failing to Mention Teaching Strategy, Admin, or Leadership
Focusing solely on research and listed teaching experience ignores the holistic role of a
professor. Committees want to see your teaching philosophy, course development, O
mentorship, committee work, and administrative contributions to understand your potential
as a colleague.

10. | Missing Online Identifiers or Credible Links
In the digital age, not providing a direct path to your verified work is a major oversight. It n
makes it harder for committees to validate your publications and see your impact and
engagement within your field
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Quick Fixes
# Mistake Quick Fix

Overly Decorative
Design

Use a clean, black-and-white template. Employ bold, italics, and consistent
spacing for hierarchy. Use a standard, professional font (e.g., Times New
Roman, Arial, Garamond).

2. Typos & Errors

Read your CV aloud backwards (line by line) to catch errors. Use a text-to-
speech tool to hear it. Ask a trusted colleague or mentor to proofread it.

Use strong action verbs and quantify results. Convert "Taught class" to

Duties vs. . . . L.
3. . "Designed and delivered a new seminar course, receiving a 4.7/5 on student
Achievements . "
evaluations.
Use clear, standard headings (Education, Appointments, Publications, etc.).
4. Poor Structure Ensure consistent formatting for dates, job titles, and publications. Add page

numbers and your name to every page.

5. Not Tailoring CV

Research the institution and job ad. Reorder sections to emphasize what they
value most (e.g., Teaching experience first for a teaching-focused role).
Include relevant keywords from the ad.

Irrelevant Personal

Remove photo, date of birth, marital status, religion, and parents' names.
Only include personal data relevant to the job (e.g., work visa status if

Summary

Details . . .
applicable, language proficiencies).
. Write a 3-4 line "Profile" or "Summary" at the top. State your field, research
No Professional . L .
7. focus, key accomplishments (e.g., # of publications, grants), and academic

career goals.

8. 2-Page Limit Myth

Let the CV be as long as necessary. Detail every relevant publication,
conference, course taught, and service activity. Don't use a tiny font or
remove margins to artificially shorten it.

Missing
9. Teaching/Admin
Details

Fix: Let the CV be as long as necessary. Detail every relevant publication,
conference, course taught, and service activity. Don't use a tiny font or
remove margins to artificially shorten it.

10. | Missing Online Links

Add hyperlinks (in a different color) for your name, key publications, and
project titles. Include URLs to your ORCID, Google Scholar, LinkedIn, and
professional portfolio/website.

Want to make sure your CV is ready for hiring committees?

Our team at Arab Academic Jobs helps academics present their careers in a way that

gets noticed.

¢ Contact: support@arabacademicjobs.com

WhatsAPP: +201555100718
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