
CV vs Cover Letter: What are the Differences? 
 

1 
 

Discuss: 
What is their purpose? 

What should they include? 
 
 
 
 

Useful links: 
CV templates: https://resumegenius.com/resume-templates 

Cover letter templates: https://resumegenius.com/cover-letter-templates 
Resources and tips for interviews: https://resumegenius.com/blog/interview 
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What’s the difference between a CV and a cover letter? 
The di'erences between a CV and cover letter are their purpose, length, content, and format. 
Although there are several di'erences, a CV and cover letter are also similar because they’re both essential 
documents that recruiters use to decide whether you’re the right person for the job. 
 
Purpose of a CV 
A CV’s purpose is to provide the recruiter with an overview of your skills, experience, and educational 
background. A CV should summarize your entire career. In a standard one, the first page lists your publications, 
research, and education before moving onto other common CV sections. 
 
Purpose of a cover letter 
By contrast, the purpose of a cover letter is to highlight your communication skills and introduce you as a suitable 
candidate for the role. The beginning of the cover letter should also cover your professional background — but in 
a more communicative tone. Then, the rest of the letter gives you space to talk about yourself, your ambitions, 
and why you’re the perfect person for the job. 
 
Length of a CV 
The length of a CV depends on the job you’re applying for. For example, job seeking CVs for tech and engineering 
roles are usually one page long. However, If you’re looking for a job in academia, your CV could be as long as five 
pages. Your CV length should successfully showcase the relevant hard and soft skills and experience for the job 
you’re applying for. 
 
Length of a cover letter 
On the other hand, the length of a cover letter is always one page. 

 
 

Content that can be included in a CV 
• CV header (with your contact details) 
• CV objective or CV summary 
• Research experience section 
• Work experience section 
• Education section 
• Relevant accomplishments 
• Hard and soft skills 
• Publications 
• Awards and honors 
• Grants and fellowships 
• Conferences you attended or contributed to 
• Teaching experience 
• Volunteer experience section 
• Language skills 
• CV references 
• Additional skills section 

 

Content to include in a cover letter 
• Cover letter header (with your contact 

details) 
• Cover letter salutation 
• Opening paragraphs 
• Body paragraph(s) 
• Cover letter sign o' 
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Read the letters some people sent to apply for this job and decide if they’re suitable or 
not. If you think they’re not, what improvements should be made? 
 

               
 



                  
 

 
  



 
 

     
 

        
  



 
 
 
 
 
 
 
 
 
 
 



 
 

 



 


