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Résumés & CVs present an overall summary of your education, professional 
experience, and accomplishments. The purpose of these documents is to 
highlight aspects of your background that are relevant to the position you are 
seeking. An impactful résumé or CV will market you to potential employers and 
should increase their desire to meet you through the next step, an interview. 
 
RÉSUMÉS vs. CVs 
The biggest differences between a résumé and a CV boils down to two things: 
detail and length. While résumés live in the realm of 1-2 concise pages, CV’s are 
a minimum of 3 pages, providing much more detail and highlighting specific skill 
sets required for a position. In addition, a CV focuses on your abilities rather 
than where you obtained them. 
 

In the music field, there are many types of jobs, positions, and activities for 
which you could apply. This handbook focuses on three types of opportunities – 
music performance, music teaching, and arts administration & leadership. Before 
you begin writing, decide which category is the most applicable in order to 
develop the appropriate document.  
 
Performance: 
If you are taking auditions or seeking performance work, a concise 1-page 
performance résumé is usually needed, especially for orchestral, band, and 
summer festival auditions. These allow judges in preliminary rounds to quickly 
scan for your training and performance accolades. Winning an audition will be 
primarily based upon your performing abilities, but a résumé that is clear and 
thoughtfully formatted might help the judges place greater confidence in your 
abilities. 
 
Teaching: 
For K-12, community, and studio music teachers, a descriptive 1- or 2-page 
résumé works best. The first page should primarily showcase your previous 
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teaching positions or student teaching placements, while an optional second 
page might outline your performance history and/or include your references. 
 

If you are applying for a higher education faculty position, however, it is more 
common to use CV’s approximately 3-8 pages in length. Content usually 
includes degrees and certifications earned, examples of research and 
publications, professional teaching experience, and scholarly presentations. 
 
Arts Administration:  
For entry-level to mid-tier administrative positions, a descriptive 1- or 2-page 
résumé works best. The first page should clearly show previous administrative 
positions with descriptions of your responsibilities and successful results.  
 

Similar to higher education, executive level administrative positions can request 
a multi-page CV. If this is the case, focus on graduate and professional 
experiences (do not include high school details and use bachelor degree details 
sparingly).  
 
UPDATING YOUR MATERIALS 
Keep a running, updated list of all of your jobs, experiences, masterclasses, 
major performances, publications, important people you’ve worked with, and 
other praise-worthy materials. Constantly update this list, taking note of when 
things occurred. Don’t sell yourself short! Many people eliminate or turn away 
pertinent experience or skills thinking that they are irrelevant. This is the place to 
include everything. 
 

This list will act as your professional catalogue, allowing you to select 
appropriate experiences when writing or adjusting your résumé rather than 
relying purely on your memory or old résumés. As you move through your 
career and gain more professional experience, certain accomplishments will 
move down the list. Although these may no longer show up on your résumé, 
keep older experiences in this list for reference.  
 
ORGANIZATION 
While developing your résumé, consider how your formatting choices will help 
the reader scan the page for helpful content. To do this, use targeted headlines  
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to organize your past experience and demonstrate your fit. Headlines are helpful 
because they create specific categories that allow you to deliberately order your 
experiences. 
 

Below is a list of the common categories incorporating in résumés. You do not 
need to include all of these, especially if they don’t apply to the specific job list. 
Similarly, this is not all-inclusive, so there may be other areas you might want to 
incorporate. Highlight or circle the categories that best suit your needs. 
 

Common Categories 
 

Performer 
(Instrumentalist, Composer, 

Conductor, etc.) 

Teacher 
(Public, Community, Studio, 

University, etc.) 

Arts Administrator 
(Director, Dept. Chair, Manager, 

etc.) 

• Education/Teachers 
• Masterclasses 
• Orchestra Experience 
• Solo Concerts 
• Chamber Ensembles 
• Festival Experience 
• Church Experience 
• Theatre/Opera 
• Competitions  
• Ensembles 

Conducted 
• Accompanying 
• Recordings 
• Compositions & 

Arrangements 
• Awards/Scholarships 
• Professional 

Affiliations 
• Related Experience 
• References 

• Education/Training 
• Certifications 
• Instrumental/Vocal 

Background 
• Teaching Experience 

o Private/Studio 
o Classroom 
o Camps/Festival 
o Workshops 

• Ensembles Conducted 
• Selected Performing 

Experience 
• Published Works 
• Conference 

Presentations 
• Awards/Scholarships 
• Professional 

Affiliations 
• Related Experience 
• References 

• Education/Training 
• Instrumental/Vocal 

Background 
• Professional Experience 

o Internships 
o Assistantships 
o Managements 
o Founder 
o Coordinator 

• Professional Leadership 
• Selected Performing 

Experience 
• Published Works 
• Conference 

Presentations 
• Awards/Scholarships 
• Skills/Qualifications 
• Professional Affiliations 
• Related Experience 
• References 
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Once the categories are formulated, bring the most important and relevant 
information to the top. Use a concise category that is also descriptive. For 
instance, “Teaching” is a little too generic, while “Collegiate Teaching and 
Leadership” gives the hiring team a much better sense of what they are about to 
read. Each topic under these labels should include: 

• organization name and location, 
• position title, 
• length of time in the position (dates) 
• role responsibilities and accomplishments (include 3-5 descriptive bullets) 

 

If there is only one item listed under a category, combine two categories 
together using a creative headliner. This will save space and look more 
impressive to the reader. 
 
Performance: 
Unless the position requires additional responsibilities, keep the focus primarily 
on your education, primary teachers, and performing history. Performance 
résumés intended for auditions rarely include administrative work or teaching 
experience. While listing performance accomplishments, there is no need to list 
roles responsibilities, but you could include some of the repertoire performed. 
Re-order your experience type depending on the position for which you are 
applying (orchestra, pit, chamber group, solo recitals, etc.). As you gain more 
experience, remove teachers and masterclasses to make room.  
 
Teaching: 
Consider organizing your teaching and leadership experiences according to 
content areas through headlines such as “Instrumental Music Teaching,” “Vocal 
Music Teaching and Leadership,” “Elementary and General Music Instruction,” 
etc. Choose the wording of these headlines based on what best matches your 
experiences and the requirements of the position. The most effective position 
descriptions demonstrate the range of classroom and ensemble responsibilities 
you have held, as well as student outcomes or assessment measures. 
 
Arts Administration: 
Arts administration résumés most closely align with standard business résumés. 
Done well, these documents move beyond simply listing your previous work 
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experience by highlighting your effectiveness and success within the 
position.  For example, a description of your involvement with marketing could 
be improved by describing how your efforts contributed to a successful new 
concert series. 

 

 
 
FORMAT & STYLIZING 
Choose a font that is easy to read but consider avoiding overused fonts such as 
Times New Roman, Calibri, Arial, Helvetica, or Cambria. The body of your 
document should feature one consistent font size (10 point font is too small for 
most readers to scan comfortably; 11, 11.5, or 12 point fonts are preferable.) 
However, larger or smaller fonts may be used in the letterhead. 
 

Letterheads are at the top of your résumé and include your name and contact 
information, such as address, phone number, and/or email. This is where a little 
stylizing can be incorporated, such as lines, color, or a graphic. It adds a little 
something to grab the eye, but should be relatively subtle, such as: 
 
 

John M. Smith 
Jsmith555@gmail.com | 555-666-888 | 101 Dalton St., Rochester NY, 14646 

 
 

The use of bold font, capital letters, or document lines can help to visually set 
your headlines apart. Bold font may also be used effectively to highlight 
positions or organizations, as well as draw attention to specific experiences or 
details within a list. Use italics sparingly—it is useful for special details, but it is 
more makes your document more difficult to scan. Whatever font you use, be 
consistent across the board, as it makes for a much easier read.   
 

Note: Depending on the extent of your previous experience, it may be 
acceptable to include internships or relevant volunteer experience. As 
long as the headline doesn’t say “Employment,” unpaid positions may 
be listed. These give the search committee a stronger sense of your 
capacity for leadership and administrative work by including 
descriptions that highlight relevant, transferable skills. 
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It may be beneficial to adjust the margins, so long as the document will print 
without cutting off any information. Slimmer top and bottom margins can help 
you fit more information on each page, but make only minimal adjustments to 
the side margins. When documents are longer than one page, put in page 
numbers and your last name into the footer/header. 
 

Choose how to display your dates and be consistent throughout. Years of 
service are listed most frequently, but if you choose to include the month, some 
options would be: Dec 2016, December 2016, or 12/2016. In most cases, use 
reverse chronology to list your experiences. Reverse chronology shows current 
and recent positions above past positions. For example: 

2016–present 
2014–2016 
2014–2015 
2012, 2014 

 

Most applications are now submitted online. However, if you do send a printed 
copy, make sure it is on high quality résumé paper (in a subtle color) and printed 
using a good machine (no smudges or smears). 
 
WORD CHOICE 
Due to the length restriction, keep your phrases short, concise, and consistent. 
Avoid using pronouns altogether, particularly “I.” Instead, use action verbs to 
show your abilities and level of responsibility—these translate to skills, 
confidence, and knowledge. Use present tense verbs if you are currently in the 
position, and past tense if you are describing a previous position. Avoid lengthy 
prose or dense blocks of descriptions in your bullet points. For example, 
“General music instruction” does not contain an action verb. “Taught general 
music classes” sounds better, but doesn’t set you apart. “Created lesson plans 
to introduce duple meter, minor mode, and syncopation pattern” shows a 
commitment to learning and content knowledge.  
 

When applying to a specific job, examine the announcement closely for useful 
keywords and topics. Make the details of your bullet points relevant to the 
position you are seeking and find ways to address and/or mirror these keywords. 
Your wording should serve to brand you as someone who matches the type of 
candidate desired for the position. Present yourself as competent and capable, 
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but do not exaggerate your positions or abilities. Below are some sample action 
verbs to potentially incorporate into your résumé or CV. 
 

Sample Action Verbs 
(many of these verbs are applicable to multiple areas) 

 
General Musician Teacher Arts Administrator 

Applied 
Assessed 
Compiled 
Completed 
Conceived 
Created 
Developed 
Established 
Gathered 
Implemented 
Influenced 
Maintained 
Ordered 
Organized 
Selected 
Started 
 

Accompanied 
Acted 
Adjudicated 
Arranged 
Composed 
Conducted 
Designed 
Mastered 
Participated 
Performed 
Played 
Programmed 
Recorded 
Rehearsed 
Won 
Worked 

Coached 
Counseled 
Demonstrated 
Directed 
Discussed 
Instructed 
Lectured 
Motivated 
Taught 
Trained  
Tutored 
Reported 
Researched 
Planned 
Presented 
Published 

Administered 
Coordinated 
Delegated 
Founded 
Guided 
Improved 
Increased 
Innovated 
Launched 
Led 
Managed 
Oversaw 
Produced 
Reviewed 
Scheduled 
Supervised 

 
REFERENCES  
In online applications, sometimes they will ask you to specifically type in 
reference information. However, some applications simply require you to upload 
your documents instead. Therefore, it’s a good idea to address references at the 
bottom of your resume. There are two options: 1. Listing your references (Name, 
institution, position/relationship, and contact information) or 2. Including a 
statement that reads something like “References will be provided upon 
request.” The good thing about listing is that the adjudicators don’t have to 
take an extra step to get the references, but the nice thing about leaving 
references out is you can change who you want as a reference after submitting 
an application.   
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TIPS WHILE WRITING 
Remember, writing a solid résumé or CV will take time, but it is a crucial part of 
the application process. Plan ahead to ensure the best product is produced and 
remember these tips when preparing your own document: 

✓ Review other résumés and CV’s for reference and ideas 
✓ Incorporate words and concepts from the application 
✓ Present yourself as confident, capable and positive 
✓ Use professional language from your field 
✓ Avoid repeating yourself 
✓ Keep your points short and concise 
✓ Constantly save résumés you are working so nothing is lost!  

 
REVIEW, REVISE, REQUEST 
When you finish writing the first draft of your résumé or CV, take a break and 
review it later with fresh eyes. Read first for flow and make any corrections based 
on overall clarity. Check for awkward phrases, verb tenses, or excessive wording. 
Review your résumé a second time to make changes for proper grammar, 
spelling, capitalization, and stylization. Once you have done all of these things, 
read it again for optimal professionalism before requesting feedback from 
trusted mentors, friends, or family.  
 

Then, when you are ready, save the file as a PDF. Unless otherwise specified, 
title it with your last name, the organization you are applying to, and the 
position title (i.e. Smith Resume – Carnegie Hall, Communication Manager). This 
makes it easy for both you and the search committee to find and recognize.   
 

Save all of your completed résumés or CVs in a folder for future reference. 
Although each résumé should cater to a specific position, parts can be 
reutilized, adjusted and reordered to fit different positions. This will save time, 
but make sure to proofread the document to ensure mistakes weren’t made in 
the process. 
 

Attached below are sample résumés and CVs in performance, teaching and arts 
administration. 


