how to write a curriculum vitae in nigeria

how to write a curriculum vitae in nigeria effectively is a crucial skill for anyone seeking
employment in the competitive Nigerian job market. A well-crafted Curriculum Vitae (CV) serves as
your primary marketing tool, showcasing your skills, experience, and qualifications to potential
employers. This comprehensive guide will delve into the specific requirements and expectations for
CVs in Nigeria, outlining essential sections, detailing best practices, and highlighting common pitfalls
to avoid. From understanding employer expectations to formatting your document for maximum
impact, we will cover every aspect necessary to produce a professional and compelling CV that stands
out. Mastering the art of CV writing in Nigeria can significantly boost your chances of securing an
interview and ultimately, your desired job.

e Understanding the Nigerian CV Landscape
e Essential Components of a Nigerian CV

e Crafting Each Section for Impact

e Common Mistakes to Avoid in Nigerian CVs

e Tips for a Standout Nigerian CV

Understanding the Nigerian CV Landscape

Navigating the job market in Nigeria requires a distinct understanding of local professional standards
and employer preferences, particularly when it comes to presenting your qualifications. While global
best practices for CV writing offer a foundation, Nigerian employers often have specific expectations
that can influence the success of your application. It’s not just about what you include, but how you
present it, ensuring relevance and clarity for the local context.

Key Differences from Resumes

In many Western countries, the terms "CV" and "Resume" are often used interchangeably or refer to
documents with distinct lengths and purposes. However, in Nigeria, "Curriculum Vitae" (CV) is the
widely accepted term for a comprehensive document detailing one's academic and professional
history. Unlike a typical resume, which is often a concise, one-page summary, a Nigerian CV is
expected to be more extensive, providing a thorough overview of your entire career trajectory. It
often includes more personal details and can extend to two or more pages, particularly for
experienced professionals. Understanding this fundamental difference is the first step towards writing
an appropriate application.



Employer Expectations in Nigeria

Nigerian employers typically look for a detailed, well-structured document that provides a clear
narrative of your career. They value comprehensive information, clear progression, and evidence of
specific skills and achievements. While a concise summary is always appreciated, the expectation is
that the CV will offer depth. Employers often scrutinize the educational background, paying close
attention to institutions, grades, and qualifications relevant to the Nigerian educational system.
Additionally, local work experience is highly valued, and the ability to articulate how past roles align
with the demands of the Nigerian workplace is crucial. Professionalism, attention to detail, and a
tailored approach are paramount.

Essential Components of a Nigerian CV

A well-structured Nigerian CV follows a logical flow, presenting information in a manner that is easy
for recruiters to digest. Each section serves a specific purpose, contributing to a holistic picture of
your capabilities. Omitting key sections or presenting them poorly can undermine your application, so
it is vital to understand what goes where and why.

Contact Information

This is the first section and arguably one of the most important, as it provides the means for potential
employers to reach you. It should be clear, concise, and accurate. Include your full name, a
professional email address (avoid informal or overly casual addresses), and your active phone
number(s). You may also include your residential address, though ensuring it is clear and
professionally presented is key. Do not include excessive personal details such as marital status or
religion unless specifically requested, as these are generally unnecessary and can sometimes
introduce bias.

Personal Statement/Professional Summary

This section, typically placed at the beginning of the CV, serves as a powerful hook. It's a brief,
impactful paragraph (3-5 sentences) that summarizes your professional aspirations, key skills, and
most relevant experience. For recent graduates, this might be a "Career Objective" outlining your
goals and enthusiasm. For experienced professionals, a "Professional Summary" highlights your core
competencies and most significant achievements, tailored to the specific role you are applying for.
Use strong action verbs and include keywords from the job description to immediately capture the
recruiter’s attention.

Work Experience

This is often the most scrutinized section. List your work history in reverse chronological order,
starting with your most recent or current role. For each position, include your job title, the company
name, location, and the dates of employment (month and year). Underneath each role, use bullet
points to describe your responsibilities and, more importantly, your achievements. Quantify your
accomplishments whenever possible (e.g., "Increased sales by 15%," "Managed a team of 10,"
"Reduced operational costs by #500,000"). Focus on duties and achievements that are relevant to the



job you are applying for.

Education and Qualifications

Similar to work experience, list your academic qualifications in reverse chronological order. Start with
your highest degree or most recent qualification. Include the name of the institution, the degree or
certificate obtained, your major/specialization, and the dates of attendance/graduation. For university
degrees, mention your class of degree (e.g., First Class Honours, Second Class Upper). You can also
include relevant professional certifications, training courses, and secondary school education
(especially if you are a fresh graduate), but typically focus on post-secondary achievements for
experienced candidates.

Skills

This section is where you highlight your core competencies. Divide your skills into categories such as
Technical Skills (e.g., software proficiency, programming languages), Soft Skills (e.g., communication,
leadership, problem-solving, teamwork), and Language Skills (e.g., English, Igbo, Yoruba, Hausa). Be
specific and honest about your proficiency levels. Tailor this section to the job description, ensuring
that the skills listed directly align with the requirements of the role. For example, if the job requires
proficiency in Microsoft Excel, explicitly state your level of expertise.

Awards, Publications, and Professional Memberships

This optional section adds significant value by showcasing your expertise, recognition, and
commitment to your profession. If you have received any academic or professional awards, been
published in journals or industry publications, or hold memberships in reputable professional bodies
(e.g., ICAN, NSE, NMA), list them here. This demonstrates your dedication, expertise, and contribution
to your field, which can be highly attractive to Nigerian employers. Include the name of the
award/publication/membership, the awarding body, and the date.

References

In Nigeria, it is common practice to include references or state that they are available upon request. If
you choose to include them directly, ensure you have obtained prior permission from your referees.
Typically, two to three professional references (e.g., former supervisors, academic mentors) are
sufficient. Include their full name, job title, organization, and contact details (email and phone
number). If you state "References available upon request," be prepared to provide them promptly
when asked.

Crafting Each Section for Impact

Beyond simply listing information, the true power of a successful Nigerian CV lies in how effectively
each section is crafted to resonate with the specific job and employer. Strategic word choice, precise
detailing, and careful formatting can transform a mere document into a compelling argument for your



candidacy.

Tailoring Your CV to Job Descriptions

One of the most critical steps in creating an impactful CV is customization. Avoid using a generic CV
for every application. Instead, thoroughly read and analyze each job description. Identify keywords,
required skills, and key responsibilities. Then, strategically incorporate these into your CV, particularly
in your professional summary, work experience bullet points, and skills section. This demonstrates to
the employer that you have taken the time to understand their needs and that your qualifications are
a direct match for the role. This level of personalization significantly increases your chances of getting
noticed in the Nigerian job market.

Quantifying Achievements

To truly make your work experience stand out, move beyond merely listing duties. Focus on your
accomplishments and quantify them whenever possible. Instead of saying "Responsible for managing
projects,” say "Successfully managed 5 key projects, completing them 10% under budget and 2
weeks ahead of schedule." Numbers and percentages provide concrete evidence of your impact and
value. Nigerian employers appreciate candidates who can demonstrate tangible results and
contributions to previous organizations. This approach applies to all sectors, from sales to project
management, education, and healthcare.

Choosing the Right CV Format

While there isn't one universally "right" format, the reverse chronological format is most common and
preferred in Nigeria, especially for professionals with a consistent work history. This format highlights
your most recent and relevant experience first. For fresh graduates or those with gaps in their
employment, a functional or combination CV might be considered, emphasizing skills over
chronological work history. However, always revert to reverse chronological if possible. Ensure your
chosen format is clean, easy to read, and professional. Use consistent fonts, appropriate spacing, and
clear headings to guide the recruiter's eye through the document.

e Reverse Chronological: Best for stable career paths, highlights career progression.

e Functional: Emphasizes skills and abilities, useful for career changers or those with employment
gaps.

e Combination: Blends functional and chronological, providing both skill highlights and work
history.

Common Mistakes to Avoid in Nigerian CVs

Even the most qualified candidates can falter if their CV contains preventable errors. Awareness of
these common mistakes, particularly within the Nigerian context, can save your application from



being overlooked.

Typos and Grammatical Errors

Nothing undermines professionalism faster than a CV riddled with typos, grammatical errors, or poor
sentence structure. Such errors suggest a lack of attention to detail and can create a negative first
impression, regardless of your qualifications. Always proofread your CV multiple times, and ideally,
ask a trusted friend or colleague to review it for errors. Tools like Grammarly can also be helpful, but a
human eye is invaluable for catching nuanced mistakes that might slip past automated checkers.
Accuracy in language reflects your dedication and precision.

Over-generalization

Sending a generic CV that doesn't speak directly to the job description is a common mistake.
Employers can easily spot a "one-size-fits-all" CV. This demonstrates a lack of effort and genuine
interest in the specific role. As discussed, tailoring your CV to each application is crucial. Avoid vague
statements that could apply to any candidate and instead, use specific examples and keywords that
align with the requirements of the role in question. This shows you understand the job and how your
skills fit.

Excessive Length

While Nigerian CVs are typically longer than a one-page resume, excessive length can still be
detrimental. For entry-level positions, two pages are generally sufficient. For mid-career professionals,
three pages are acceptable, and highly experienced executives might have CVs that extend to four or
five pages. The key is relevance and conciseness. Avoid including information that doesn't add value
or isn't pertinent to the job. Every point should earn its place on the page, contributing to a strong,
targeted narrative about your professional capabilities. Recruiters have limited time, so make every
word count.

Including Irrelevant Information

In an effort to fill space, some candidates include information that is simply not relevant to the job.
This could be hobbies unrelated to the profession, outdated experiences, or personal details that have
no bearing on your professional capabilities (e.g., religious affiliations, excessive personal family
details). While some cultural norms in Nigeria might prompt the inclusion of certain personal details,
it's best to stick to strictly professional information unless explicitly requested. Focus on what directly
qualifies you for the role and demonstrates your potential contribution to the organization.

Tips for a Standout Nigerian CV

Beyond avoiding errors, actively implementing certain strategies can elevate your CV from good to
exceptional, ensuring it captures the attention of Nigerian recruiters and hiring managers.



Proofreading and Editing

This tip cannot be overstressed. After drafting your CV, set it aside for a few hours or even a day, then
revisit it with fresh eyes. Print a hard copy to review, as errors are often easier to spot on paper than
on a screen. Read it aloud to catch awkward phrasing or grammatical mistakes. Have at least one
other person, preferably someone with experience in recruitment or writing, proofread it for you. This
meticulous attention to detail not only ensures an error-free document but also demonstrates your
commitment to quality.

Using Action Verbs

Enhance the impact of your CV by using strong action verbs to describe your responsibilities and
achievements. Instead of passive phrases like "was responsible for," opt for verbs that convey
initiative and accomplishment. Examples include: "Developed," "Managed," "Led," "Achieved,"
“Implemented," "Analyzed," "Coordinated," "Initiated," "Resolved," "Optimized." These verbs make
your contributions sound more dynamic and professional, painting a picture of an active and capable
individual. This is particularly effective in the work experience and personal statement sections.

Professional Presentation

The visual appeal of your CV is just as important as its content. Ensure your CV has a clean,
professional layout. Use a legible font (e.g., Arial, Calibri, Times New Roman) in a size between 10-12
points for the main text and 14-16 points for headings. Maintain consistent formatting for dates, job
titles, and company names. Use bullet points effectively to break up large blocks of text and improve
readability. White space is your friend; don't overcrowd the page. A well-organized and visually
appealing CV reflects your professionalism and makes it easier for recruiters to find key information.

Digital CVs and Online Portfolios

In today's digital age, many applications are submitted online. Ensure your CV is compatible with
Applicant Tracking Systems (ATS) by using standard headings and avoiding overly complex
formatting. Consider having a digital version of your CV, perhaps on platforms like LinkedIn, and if
applicable to your profession (e.g., graphic design, writing, web development), an online portfolio. A
LinkedIn profile that mirrors your CV and expands on achievements can provide a more
comprehensive view of your professional brand, and it is increasingly referenced by Nigerian
employers.

Conclusion

Writing a compelling Curriculum Vitae for the Nigerian job market is an art that blends adherence to
local expectations with global best practices in professional documentation. By meticulously crafting
each section, tailoring your content to specific job descriptions, and ensuring a flawless presentation,
you significantly enhance your prospects. A well-written CV is more than just a summary of your
career; it is a strategic tool that opens doors to new opportunities. Invest time and effort into
perfecting this vital document, and you will position yourself for success in Nigeria's dynamic
employment landscape.



Q: How long should a CV be in Nigeria?

A: For entry-level positions or recent graduates, a two-page CV is generally sufficient. For mid-career
professionals with significant experience, two to three pages are acceptable. Highly experienced
professionals or academics might have CVs extending to four or five pages, but brevity and relevance
are always encouraged. The key is to include all relevant information without unnecessary padding.

Q: Should | include a photo on my Nigerian CV?

A: While including a passport-sized photograph on a CV was a common practice in Nigeria, it is
increasingly becoming less common and generally advised against. Unless the job description
explicitly requests a photo, it's best to omit it to avoid potential biases and to align with international
best practices. Focus on your qualifications and experience.

Q: Is a cover letter necessary when applying for jobs in
Nigeria?

A: Yes, a cover letter is highly recommended and often expected in Nigeria. It serves as an
introduction to your CV, allowing you to personalize your application, express your interest in the

specific role and company, and highlight how your key skills and experiences align with the job
requirements. Always tailor your cover letter to each specific application.

Q: What's the difference between a CV and a resume in
Nigeria?

A: In Nigeria, "Curriculum Vitae" (CV) is the standard term used, and it typically refers to a more
comprehensive document (2+ pages) detailing one's entire academic and professional history. The
term "resume," while understood, is less commonly used and generally refers to a shorter, more

concise summary (1 page) of skills and experience, which is more prevalent in Western job markets.
Always prepare a CV for Nigerian applications unless a resume is specifically requested.

Q: How far back should | go with my work experience on a
Nigerian CV?

A: List all relevant work experience, starting with your most recent role. For professionals with
extensive careers, focus on the most impactful and relevant positions from the last 10-15 years in
detail. Older experience can be summarized concisely or grouped, especially if it's less relevant to the
target role. For recent graduates, include all internships, part-time jobs, and volunteer work.

Q: Should | list my secondary school education on my Nigerian
cv?

A: If you are a recent graduate or have limited post-secondary education, including your secondary



school education (e.g., WAEC/NECO results) is acceptable. However, for experienced professionals
with university degrees and several years of work experience, it is generally unnecessary to include
secondary school details. Your focus should be on your higher education and professional
qualifications.

Q: What if | don't have much work experience?

A: If you are a fresh graduate or have limited work experience, focus on highlighting your academic
achievements, relevant coursework, internships, volunteer work, extracurricular activities, and
transferable skills (e.g., leadership, teamwork, communication, problem-solving). Use a "Career
Objective" or "Personal Statement" to convey your enthusiasm and career aspirations, emphasizing
your potential and willingness to learn.
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