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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?
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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.

What are Employability Skills?
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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.
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How can I 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).



CVs, Letter Writing and Skills

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.



CVs, Letter Writing and Skills

Creative Skills Diagram

It’s all about you
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Visual
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Visual and mathematical
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Visual
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Visual and simple
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Detailed and visual
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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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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.

CV design considerations
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Personal details - why do you stand out?

Skills and career summary.

Key achievements.

Qualifications gained / pending.

Contact details (Including website).

References available on request.

CV contents
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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.

CVs - types and variations
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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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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. 

Creative CV’s

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

Creative CV’s

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!
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5 Skills that employers want to see on your CV

1. Communication 

2. Leadership/Management 

3. Planning/Organisation

4. Problem Solving/Creativity

5. Teamwork
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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.

CVs – FAQ’s

Do I 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 I 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



CVs, Letter Writing and Skills

Do I 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.

CVs – FAQ’s

Should I include my age?

Since age discrimination legislation was 
implemented, you don't need to include your 
date of birth.
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I'm not sure where I will be living after the 
summer, so what do I 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. 

CVs – FAQ’s

Should I 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
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Introduction and statement of source.

Reason for interest.

Statement of relevance.

Conclusion.

Letter Writing - Four parts
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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
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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.

Letter writing in response to 
advertisements
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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.

Do your industry research!
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https://careers.sky.com/earlycareers

https://careers.sky.com/earlycareers
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www.moonpig.com/uk/

https://www.moonpig.com/uk/
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Home - Cloth Cat

https://clothcat.com/
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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.

LinkedIn claims iOS 14 clipboard snooping is a bug; fix coming soon

https://www.linkedin.com/


CVs, Letter Writing and Skills

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

LinkedIn

Click on the company name to go to their page.
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 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
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Unfortunately S3 have no current vacancies but you 
can create an alert to be notified when they have.

LinkedIn
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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)

LinkedIn
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This is part of the list my search returned

LinkedIn
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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
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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.

Writing speculative letters/emails
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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.

Writing speculative letters/emails
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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
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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. 

Writing speculative letters/emails
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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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