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® I'm only good at certain things

® | give up when it gets too hard

® | hate challenges

@ | take feedback and criticism
personally

® | don’t like don’t like doing
things | don’t know

GROWTH
MINDSET

® | can be good at anything

® | try until | get results | want

® | embrace challenges

® | welcome feedback and criticism
® | like learning new things
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What are Employability Skills?

Your education and experience may make you
eligible to apply for a job but, to be successful
in most roles, you will need skills that you are
likely to develop over time.



What are Employability Skills?

Some will be specific to the job (hard skills),
but the vast majority will be so-called ‘soft
skills’ that can be used in any job or
employment sectors.

These soft skills are ‘employability skills’
sometimes called ‘transferable skills’: they are
what makes you employable.
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Some of the top skills employers look for in
graduates include:

Creative Problem Solving

Time management

Confidence

Decision making skills

Ability to work under pressure

Initiative

Leadership

Adaptability

Think of how you can demonstrate each of these
skills when writing your CV.



How can | demonstrate skills on my CV?

Here are a few dos and don’ts you should follow
when talking about your skills in a job application:
Do: refer back to the job description to ensure
you’re only including relevant skills.

Don’t: forget to include real-life examples that
accurately demonstrate your abilities.

Do: focus on how your skills will make you a great
fit for their vacancy.

Don’t: be vague (especially when it comes to
industry-specific proficiencies).
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Your Task:

List your skills for employment/soft skills and give
real life give examples of how you have
demonstrated them.

Not just what you are good at but also skills gaps,
weaknesses and what you need to improve on.



Creative Skills Diagram

It’s all about you
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Visual and mathematical

m 0/
/0
Dreamweaver 100%
> |llustrator 87%

Photoshop 75%
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Visual and simple

OUR SKILLS
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Your Task:

Create skills diagrams for your hard and soft skills.

Not just what you are good at but also what you
need to improve on.

You are the creatives so be creative! (Not like the
boring ones I've just shown you) &
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CV’s
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CV design considerations

There are no set standards.

A source of relevant information of
interest to the employer.

Remains flexible / adaptable - can be
easily modified.

Is targeted towards employer’s needs.

Presented / designed for easy reading.
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CV contents

Personal details - why do you stand out?
Skills and career summary.

Key achievements.

Qualifications gained / pending.

Contact details (Including website).

References available on request.



CVs, Letter Writing and Skills

CVs - types and variations

Full CV - typically two pages.

Online CV - Prepared in bare text formats for
easy transfer - kept simple and concise.

Dedicated online CVs - registered on recruiter’s
database after being prepared via their CV
builder webpage or standard forms supplied.



CV Do’s and Don’ts
Do

Keep it clear and simple.

Keep it short, maximum of 2 pages.

Be positive and elaborate on achievements and results.
Adapt your CV to different jobs and opportunities.

Know your CV thoroughly, its often the basis for interview.
Pay attention to layout, spelling and grammar.

Use short sentences, not long paragraphs.
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CV Do’s and Don’ts

Don’t

List salary requirements.

Disclose why you left your previous job.

Have any spelling or grammatical errors.

Send cheap paper or poor photocopies.

Copy someone else’s CV.

Invent information that you can’t justify at an interview.

Highlight problems i.e. divorce, redundancy, health.
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Creative CV’s

Don't let the medium interfere with the message.

Start by producing a standard CV. Only when the
wording is excellent consider something that is a

bit different: get the content right before focusing
on the design.

A well designed CV would be expected from students
who have studied a design-related degree.

You need to balance eye-catching/different with a
sharp and professional promotion of your style.
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Creative CV’s

Presentation is particularly important but that
does not necessarily mean an unusual CV.

Let your work do the talking, not the CV layout.

Don't include content such as graphics if they
don't add any useful information about you as this

is the sole purpose of a CV!



hayleywellsillustration@gmail.com
www.cargocollective.com/hayleywells

@HWIllustrator

BA (Hons) lllustration
First Class Honours
University of Lincoln (2013)

Foundation diploma in Art & Design
Distinction
Cambridge Regional College (2010)

A Level Graphic Design, Fine Art, Mathematics
AAC

Longsands College (2009)

10 GCSEs, including Maths, English
and Science
A*-A

Longsands College
5 (EDUCAT)

PASSION
EMPATHY

ETHICS

Anorak Magazine, Volume 29 (2013)
lllustrated game published in magazine
East Midlands Vegan Festival (2013)
Logo and flier design, illustrated recipes
Transition Lincoln (2013)

Logo design

Lincoln Green Pages (2012-13)

Layout design for monthly paper in both print and digital
formats, plus a monthly editorial spot illustration

University of Lincoln Vegetarian Society (2012-13)

Logo design plus design and illustrations for printed material

fig.

A broad knowledge of the visual arts
provides commercial awareness and
supports and informs creative
decisions. A high level of attention
to detail also helps.

COMMUNICATION 4.

e Confidence to express ideas in a
clear and understandable way,
whether verbally or visually

® Experience in group critiques and
presenting work directly to clients

o High level of verbal and written
literacy

® Experience using social media for
self promotion

® Friendly and approachable manner

TECHNICAL SKILLS g7
CE——

CEEEE)
Illustrator

L]
InDesign

Microsoft Office

fig.9

CREATIVITY

Training as an illustrator results in a slightly
different, but equally creative, way of thinking to
those trained in graphic design

Ability to generate and develop multiple ideas
for a single brief

Good drafting skills in both traditional and digital
media

Creative experience on briefs including logo
design, book jackets, magazine illustration and
children’s books

Eagerness and passion to create

Comlng Soon to a Desk Near You...

The | Education:
Tra cb
Wrigl

Creative

Graduated from Plymouth
University in 2012...
Ba (Hons) Illustration

Foundation Course in
Illustration at Swindon College

4 AlLevel’s and 10 GCSE's
at Wootton Bassett School

Extremely Creative, Great
Team Worker, Skilled,
Imadinative Reliable,
Motn)ated aTd Hard- workmg'
= :

\

IustratOr

Indesign, Photdshop,? Drawing,

Painting & creating NEW BIG |ideas!

Personal Details:
Name: Tracey Wright
DOB: 26/12/1989

- traceywrightillustration.co.uk |

Contact me:

traceylwright89@ao|.cbm

traceylouisewright.blojgspot.co‘.
07984023450

59 Garraways
Wootton
Basseft
SN4 8NQ
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NAME:
Phillip Rees

ADDRESS:
T Maaz Y Berllan,
Batws,
Ammantord,
Carmarthanshirs,
SA1B 2PT.

TEL:
{01289) 593000

MOBILE:
07976945679

MAIL:
phillress & hotmall.com

QUALIFICATIONS:

Amman Valley Comprahensive Schogl
(1993 - 1994}

GCEE's

Art A,

Seienca: BB,

‘Walsh: B,

Technology: B,

‘Geography: G,

Walsh Litaratura: ©,

Maths: G,

English: ©,

R.E {Short Course): G,

ity and Gullds Enginaaring: Fass

A Levals:
Art: B

Technology: &
Gaography: ©

GOTA (2000-2001): Art and Dasign
Feundation Diploma: Marit

GRAPHIC ARTIST

.

phill rees

Az gaan by the list of courses | have complatad, | have &
divarse ranga of skills and combing all thesa areas 1o preduce
an aclectic ranga of work. | anjoy using my drawing skills and
cambining these 1o influence the thought process of my work
and dan't totally raly an the Mac 1o Influence the outcoms of my
work, | am very patient and always strive 10 devalop and learm
new shills 10 advance as a designar. | fully amirace challanges
and can daal with difficult situatiens, Desdiines are somathing
that | always striva to achieve and when given a taski briaf I
Always dellver my bast atfert

| hawa had exparianca in uzing a range of dasign sofiware and
am tully confident in using Adebe Photoshop and Adabe
Dlustrator, | am confidant in using Quark Exprass and
Magramadia Flash MX and Dreamwaaver MX and hava had
sama eXpariance in using Contant Managamant softwara, Whila
at univarsity | have devalopsd my arganizational skils,
cammunication skills and gained in confidance and had the
opparunity to produce liva wark for actual comganias and
srganisations. | hava bean invalved in tha DSAD Student
Awards 2004, Mext Leval Dasign Exhibition and Naw Designars
2004 Exhinitian in London.

| would lika te think of mysell a5 & creativa, hard working parson
who Always givas ona hundred parcent in anything that | do and
am committed in achieving my personal goals and professional
goals

HOBBIES:

| spand a lot of tima listening to music and find it very ralaxing .
| anjay drawing and painting and canstanily leok ta find new
Inspirations and sublact maiter 1o paint, Phetagraphy is alsa a
vary important pastime of mina and efen Ineorporata my own
phatagraphy In my art wark, | enjey soclalising with friands,
geing 1o tha cinema. | usa tha internat 1o kasp myzell itarmad
on advancements In tachnalagy and design.

EMPLOYMENT.

Tasco Ammantferd -
May 1885- Frasent

Tazco Storas Lid,
Baltic Saw Mills,
Park Straat,
Ammantard,
Carmarthenshira,

Swanzea Insliiute OF Higher Education (2001- 2004): SA1E LA

BA [Hens) Graphic Design, 2:1

SKILLS:

Courses —

=Elgctronic Musiration Medule
=ntreduction To Phategraphy Module,
=Advancad Electronie Hlustration,
=Professlonal Studias Modula,
=Introduction To Multi-Madia Dasign,
=Lita Drawing.

Tal: - D1253 851400

| wark In part tima Tasco's in Ammantard, as a Front-End
Designate. Tha job Is & undar manager role which involvas
making sure all the chackowts are working eficiently, the
daparimant Is sulficlanily stalfed and te contral the guaus’s on
tha chackouts. My jab alse invelves spending a lof of fima an
the Customar Serviee Desk where | deal with all sorts of Issues,
problems, and maintalning customer service leval’s, which iz
samathing | truly feel passionats about

A5 & par of my jab rola | have 1o deal with a variaty of statt
IsEUeE and conaidar mysall a8 baing fair and rational. As & part
of the job | alsa hava had exparianca with wagas, cash office,
CCTV security and sama lagal (55u8s. | have also begun
managamant Iraining and hava bean an vanous courses to daal

PAGE NUMBER 1

danallen-design.co.uk

graphic design & creative artwork © 07977 30210 @ dan@danallen-design.co.uk

Curriculum Vitae

Personal Information:

Marne Danied Robert Allen

Adrress 23 Charlesrmere Gardens, The Reach,
West Thamesmead, London SE28 ONG

Tedephane 02088 551314/07977 130210
Ermail dan@danalen-design.co.uk
Websie Aewv.danallen-design.oo uk
Mationality Eritish

Drate of Birth 08/M10/78

hlarital Mlarriexd

Profile:

As ayoung and enfhusiastic designer | feal that | have accomplished a great deal in the four and
a half yes 1ee completing my graphic desion degree. From beng offered a design role just
after graduation | promoted twice to a position of management, where | maintained a high
standard of work and professionalism urtil | ventured into the United Kingdom's design capital
Snce relocating 1o London | have successfully camed out freslance wiork for bath private clients
and a freslance recruitment agency, until being offered rry curent position wk freelancing at
an establshed WashEnd agency. From here | have extended my creatve and tachnical abilit
and continue 1o deveiop a8 creatve and an individual.

Software Skills:

Print

* Quarkpress « mDesign * Fhatoshap ® llustrator « Acrobat » Freshand » Suite:
® Fightereck » Transrission Director » Portfolic » Pitston » Ad Express AP

55

Web
* Dreamweaver » FlEsh = Firgwor-s

General
* Ward » Excel « Fowerpaint » Apgle iApps  DVD Stugio Fro » Ouicktime Pro
* \arious music apolications

Computer Skills:

| &rm wery knowledgeatile within the Macintosh Cperating Systerns from 8.6 - 10.3
theabdty to set up, mairtain and roubleshoat. | am alse comiorable within the Windows
environ mentsos - XF




5 Skills that employers want to see on your CV
1. Communication
2. Leadership/Management
3. Planning/Organisation
4. Problem Solving/Creativity

5. Teamwork



CVs — FAQ’s

How long should a full CV be?

Generally speaking no more than two sides. One

side CVs are perfectly acceptable but some
graduates may have trouble fitting everything on

to one side.
Do | need to include references?

Not unless the employer has specifically asked for
them. Better to put ‘References available upon

request’ at the bottom of your CV.
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What colour paper should | use?

White A4 size paper is perfectly acceptable - you
don't need to buy some very expensive paper as
the content and layout of the CV are the most

important aspects.

A pale pastel colour is also OK if you want to be a
little different, but don't use garish colours!



CVs — FAQ’s

Do | always need a covering letter?

Yes! This should be no more than 1 side of A4.
Research has shown that applicants who included
a covering letter with their CV were 10% more
likely to get a reply.

Should | include my age?
Since age discrimination legislation was

implemented, you don't need to include your
date of birth.



CVs — FAQ’s

I'm not sure where | will be living after the
summer, so what do | put down as my address?
Anywhere that you can rely upon. Your
parents'/relatives' address is usually a good idea.

Somewhere the employer is able to contact you
at. And quickly.

Should | include ‘salary expectations’ on my CV?
No.
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CVs - conclusion

Tailor the CV to the job application whenever
possible.

Think of it from the employer’s point of view.

Get the relevant information over quickly and
effectively.

Punchy and positive throughout.

If it isn’t working - review it!
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Your Task:

Start to write your CV using the template supplied.

Create a text version first, forget about design at
this stage.

Once you are happy with the information, then you
can start to think about the design.
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Letter Writing



CVs, Letter Writing and Skills

Letter Writing - Four parts

Introduction and statement of source.
Reason for interest.
Statement of relevance.

Conclusion.
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Letter Writing

There is a template on Moodle that you

can use as a starting point and personalise.
You can also adapt it to use for email.



Letter writing in response to
advertisements

Make contact with the employer or agency
before writing if possible.

Discuss the job, show interest.

Remind employer of the conversation in your
letter.

Be sure to quote correct reference no. or
where the advertisement was seen.



CVs, Letter Writing and Skills

Do your industry research!

Company websites often have links for work
experience and job vacancies.

If there is no separate page for opportunities
you can sometimes find it on the Contacts page.



Sl(y Sports GetSkySports & Login

Home Sports~ Scores Watch SkyBet Shop Morew

f W [9 =] > X

We know sometimes you need to contact us, and we want to make Sta rt
sure we get you in touch with the right place for your specific

query. Chatting 1:1

in Minutes
* Careers at Sky/Graduates/Work Experience

: Connect 1-on-1 with
| have a query regarding Sky Go/Sky Sports Desktop Player EXperts Now.

| need help with my NOW TV account Questions Answered
I'm interested in TV or Digital Advertising Every 9 Seconds.
Sky TV for pubs/clubs/hotels JustAnswer
Library Sales

Sky Account Queries




About Sky Life at Sky Qur Teams ™ S'(y Early Careers~ Locations ¥ Blogs
Graduates Interns Apprentices Content Academy

Interns

9

Programmes

4

Locations

Still studying at Uni? Our paid summer

Q

internships will give you hands-on experience an

what you want to do after you

https://careers.sky.com/earlycareers
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‘ Reminders Account Basket

Mother's Day Birthday Cards Cards Flowers & Plants Gifts Balloons Experiences Moonpig Plus Deliver to UK Ef2
and anniversaries, or it you just want to say thank you. Ihe happy moments, the  sweet and sentimental with a photo upload card or make her cry (with
not-so-happy-moments and everything in between; we're here for you through laughter!) with one of our funny Mother’s Day cards. The choice is yours. To
all of them. Obviously. it wouldn't be a birthday without a Moonpig birthday ensure she feels thoroughly spoilt, don't forget to send a Mother’s Day gift:
card, so show them how well you know them with a card that's perfectly ‘them'.  we've got something to suit every type of mum. Still stuck for ideas? For a

From the hilarious to the heartfelt, we've got so many cards to choose from and foolproof present she's sure to love, Mother’s Day flowers are the way to go.
we're always adding more!

My Moonpig Need Some Help? About Us The Small Details

Create Account Contact Us Our Story Privacy Notice

Sign In Where is My Order? Moonpig Group Responsible Disclosure

Offers Delivery Information Blog Site Map

Moonpig Plus FAQs Press Enquiries Terms & Conditions

Group Cards Moonpig Careers Promotional Terms & Conditions
Reminders Sustainability User Generated Content
Student Discount Cookies

Moonpig_For Business Accessibility

www.moonpig.com/uk/



https://www.moonpig.com/uk/

Games

@E?%ﬁ&@ﬂ’ﬂ CAT

Welcome to Cloth Cat! We're an experienced animation and games studio based in the heart of Cardiff, Wales. We
produce high quality 2D and 3D series and short form content, as well as fun and exiting games for multiple
platforms. Explore our site to find out more about us and get in contact if you're looking for your next production
partner!

Cloth Cat Showreel 2023 D

Copy link

Home - Cloth Cat



https://clothcat.com/
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OCLOTH CAT About Projects Services Games

Since Cloth Cat opened its doors in 2013, we've had thousands of job applications sent in to us, and while some
applications have been a delight to receive, others... well, not so much.

From emails that contain less than 10 words ("hello’ not being one of them), and applications that forget to include
any creative work, to the ones just plain misspelling our name (no, we're not called Cloth Cap...) we've seen the good,
the bad, and the ugly when it comes to applications.

To help you avoid some common faux pas and make the best first impression possible, we've put together some tips
to guide you through each stage of the application process.

Direct from the horse’s mouth (or should that be cat’s?), here’s our list of top DOs and DON'Ts for applying for a job at
Cloth Cat.

THE JOB / YOUR EXPERIENCE

o DO read the job
description carefully. Is

3 | this a job that suits your
e

& specific experience and
skillset? Is it an an in-
house role only? The

specifics of the job
advert are important, so
make sure it's a good fit
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LinkedIn is also a good resource for finding
jobs, art directors and making contacts — if
you don’t already have a LinkedIn account,
get one now.

Linked {3}



https://www.linkedin.com/
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LinkedIn

in Q illustrator 9 United Kingdom

Date posted ¥ Experience level ¥ | | Salary ¥

illustrator in United Kingdom

119 results

ChadotieTilbary

lllustrator

Lucky Egg
London, Engiand, United Kingdom (On-site)

£22Kyr - £28KMyr
' Yeur profile matches this job

Viewed ' Promoted

Volunteer: lllustrator and Infographic Designer X

VolunteerMatch
London, Englang, United Kingdom (On-site)

‘ Your profile matches this job

Promoted - © days ago

Beauty Retail Artist, John Lewis Milton Keynes X

Charlotte Tilbury Beauty
Milton Keynes, England, United Kingdom (On-site)

o

go - [ Easy Acply

Promoted . 1 week

()| 8 22 &8 © 2 @ 1 &

Company ¥ | | Remote ¥ Easy Apply | All filters

[llustrator = A
Lucky Egg - London, England, United Kingdom - 1 week ago - Over 100 applicants

] £22 000/yr - £28,000/yr - On-site - Full-time
1-10 employees

v

jE Skills: Adobe lllustrator, Graphic Design, +6 more

0 See how you compare to 23 applicants. Try Premium for £0

Meet the hiring team

Luke Shelley . 2rd
Co-Founder at Lucky Egg (Games) & Central 23 | We're Hiring

Jcb pester . Linkedln member since 201

About the job

Hey there!



LinkedIn

Once you have an account you can search for
a company — S3 Advertising for example:

Q S3 advertising = l@ @ <
Home AV TN ETW K

Messaging Notifications Me- hd
S3 Advertising Age@pan; « Marketing & Advertising

S3 Advertising KG - Company « Marketing & Advertising

S3 ADVERTISING - Company » Marketing & Advertising

See all results

Click on the company name to go to their page.



LinkedIn

8\3

S3/
Marke

S3 helps brands with un

they damn right deserve

bbb

Videos

You will see, either along the top,
or left hand side, of the page
(depending on PC or MAC) a menu
with clickable links. You will see a
link for current job vacancies they
may have etc. (see left)



LinkedIn

Unfortunately S3 have no current vacancies but you
can create an alert to be notified when they have.

I . J
313

S3 Advertising Agency

Marketing & Advertising - Cardiff, Wales - 2,132 followers

S3 helps brands with untapped potential in their pursuit to become the overachievers

they damn right deserve to bel! 22
%84 Joshua works here

+ Follow \ Visit website 2 l See all 39 employees on LinkedIn =

Home £\ Create job alert for 3 Advertising Agency .
o . . , Create job alert
Get notified when S3 Advertising Agency posts new jobs that match your interest.
About

People

There are no jobs right now.
Videos
Create a job alert and we'll let you know when relevant jobs are posted.
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LinkedIn

Click on the ‘People’ link and you will now see
a list of employees that you can connect with
(like adding a friend on Facebook). If you
want to refine the search you can search a
keyword (see below)

S3 helps brands with untapped potential in their pursuit to become the overachievers

they damn right deserve to be!

® .

+ Follow I Visit website £ l See all 39 employe

Home
About
Jobs

€>

Videos

39 employees

S———

Next

Where they live + Add Where they studied
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LinkedIn

This is part of the list my search returned
I Visit website 2

S|3 S3 Advertising Agency
Marketing & Advertising - Cardiff, Wales - 2,132 followers

Home
About A
o

i A IR

Jobs g
David Warfield - 2nd Steffan Mitchell - 2nd Leanne Bisby - 2nd Beth Cook MCIPR - 2nd
People Creative Copywriter at S3 Social Media Content Art Director / Designer Senior PR & Content
ADVERTISING AGENCY Producer Executive/Planner at S3...
Videos 1shared connection . 9 shared connections 3 8 shared connections a 1shared connection
| Connect l | Connect l | Connect I | Connect

,.\.

Mike Webb - 2nd Natalie James - 2nd Stephen Lewis - 2nd Tom P. - 2nd

Managing Director at S3 Culture & Operations Head of Web Design and Content Producer at S3
Advertising Executive Development at S3... Advertising
'm 26 shared connections g 7 shared connections g 3 shared connections ‘ 2 shared connections

l Connect ’ l Connect l I Connect l I Connect



Writing speculative letters/emails

It's tempting to send an email with a website
link to a potential employer/client but it can
sometimes be better to send them something
in the post which they can keep.

They might not have the right opportunity for
you at that time but if they have something
tangible from you they're much less likely to

forget you.



Writing speculative letters/emails

Follow up with a phone call or email a few days
after they receive their post and (if geographically
possible) ask if you can come in and show them
your portfolio.

Face to face meetings are a fantastic way to build
up a personal relationship with your clients.
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Writing speculative letters/emails

Use headed paper with your logo/branding
and contact details.

Use good quality paper and also consider
how you can make the envelope stand out.
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Writing speculative letters/emails

If you can only contact by email don’t
attach examples of work unless specifically
asked — instead include a link to your work.

Use a professional email address.

Create a branded signature if you can.



Writing speculative letters/emails

Do your research — show that you know about
who you are approaching — their client list and
the work they have done.

Write a polished, professional, well crafted,
and error free letter. Don’t rely on spell check
- get someone you trust to proof read.
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Your Task:

Research four prospective clients in the area you
want to work.

Record their name, address, company URL and find
the name of a contact you can write to and his/her
contact details.

Draft a letter and email to that person. You can use
the letter template (on Moodle) as a start.
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