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CV Basics
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Eye Tracking Study
2018

Source: https://www.theladders.com/static/images/basicSite/pdfs/TheLadders-EyeTracking-StudyC2.pdf



Template: yes – but with caution

Clearly structured & consistent
• Clear consistent font / data format

• Not smaller than 10.5pt

Language matters
• No abbreviations

• No spelling or grammatical errors

Usage of Templates

2 pages max. (3 for PhD)

Document Management
• Convert in PDF

• 1 pdf per document



Application Photo
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Dresscode: Appropriate to 

company/field/role

Avoid distracting backgrounds

Photo should be up-to-date

Professional photo

Say cheese!



Contact Details
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Address : 

• Full residential address

Phone number:

• Just one phone number

• Preferably a Swiss number if available

• Professional voicemail

Email address:

• Just one (professional) email address



Personal Details
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First name, Last name

Nationality & residence permit

Date of birth - Yes; Place of birth - No

Marital status (optional)

LinkedIn & Co



LinkedIn-URL
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Short Profile/Summary
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“My aim is to be like an Excel sheet: structuring and organizing. In a constructive environment, I grow. In 

a motivated team, I thrive. And if my work has an impact, I feel accomplished. Let us look for some 

empty cells and fill them with new ideas together.”

Dos: 

• Length → 3-4 sentences

• Highlight relevant aspects (experience, skills, 

motivation)

Don’ts: 

• Generic statements

• Copy sections from the cover letter



Education & Work Experience



Education

All school and university degrees, incl. Matura or 
a comparable degree (incl. Dr.Sc.)

Period in months and years

For each degree, name the school/university, its 

location and the degree achieved/planned

If relevant for the desired position: Areas of 

specialization, main subjects and titles of theses

(Final) Grades

• Can be mentioned

• Consistently state this for all degrees

• Put grades from abroad in relation to the possible maximum grade (e.g. «final 

grade: 3.8 out of 4.0» or «3.8 / 4.0»).



Work Experience / Practical Experience

Internships, teaching assistant, student jobs as 

well as voluntary work or engagement in student 

associations (if relevant)

Period in months and years

For each position: employer, place of work, 

function/role

Describe your area of responsibility and tasks in at 

least two bullet points:
• Relevant for the position

• Mention special achievements and successes

Also mention PhD thesis here ("Research assistant")



Military / Civil Service
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Military Service: 

• Duration of service

• Military rank

Civil Service: 

• Duration of service

• Function & institution

• Description of activity (if relevant)



Languages
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Listing order - 2 possibilities

Classification of languages:

• Native, fluent, very good, …

• GER: A1, A2, B1, B2, C1, C2

Language courses & language certificates



Computer Skills

14.10.2024 18

Optional: Cluster by main categories (e.g. 

programming languages, operating 

systems, etc.)

Optional: Classification of knowledge



Extracurricular Activities
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Doctorate in CV
Dr. sc. ETH Zürich
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Typically mentioned twice

• Education

"Doctorate, chair or institute, university 

and location with title of doctoral 

thesis"Practical

• Experience

"Research assistant, chair or institute, 

university, location"

Publications/Conferences

• If relevant, list 2-3 publications

• List the other publications on a 3rd page 

(especially for research functions)



(Lab) Methods / Techniques
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Common for R&D positions in the chemical 

or pharmaceutical industry

Specific knowledge:
• Lab methods

• Knowledge of field-specific software



Awards & Scholarships
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Interests & Hobbies
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No “strategic” hobbies

2414.10.2024



References

14.10.2024 25



CV’s in different countries
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Source: https://www.theladders.com/static/images/basicSite/pdfs/TheLadders-EyeTracking-StudyC2.pdf



CV’s in different countries
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Source: https://www.theladders.com/static/images/basicSite/pdfs/TheLadders-EyeTracking-StudyC2.pdf
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Only an interruption of 2+ months is 

considered a “gap". 

Longer gaps can be explained by starting a 

new career, reorientation, caring for 

relatives, etc.

Stay active during the “gap". 

Don’t worry about gaps. Be transparent!

CV Gaps
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