Creating Your Recruitment Video in Canva:
Step-by-Step Practical Guide
For today's practical, you will create a short recruitment-style video in Canva. Canva is being used for the exercise, but you can use another suitable video-editing platform for your assessed video.
Part 1: Record Your Content
Work in pairs
• Use one phone between each pair so the clips stay together.
• Record in landscape orientation and keep each recording short.
• Record a 10-15 second introduction to camera.
• Record a 10-15 second recruitment-style testimonial.
• Record one or two short pieces of supporting footage that could sit underneath a voice-over.
• Avoid capturing private information, computer screens or other people without permission.
Tip: Do not worry about making the recordings perfect. The purpose is to give you material to edit.
Part 2: Get Your Recordings into Canva
Option A - upload directly from your phone
• Open Canva on the phone and sign in to the same Canva account you are using on the laptop.
• Open the video design or go to Uploads.
• Choose Upload files and select the videos or photographs from the phone.
• Wait until the files have finished uploading before returning to the laptop.
• On the laptop, open Canva and check that the recordings appear in Uploads.
Option B - use OneDrive as a fallback
• Open OneDrive in the browser on the phone and sign in with your university account.
• Choose Add new, then Files upload, and select your recordings.
• On the laptop, open OneDrive in the browser and find the uploaded files.
• Download the files to the laptop, then upload them into Canva from the Uploads panel.
Fallback: If transferring your recordings causes a problem, use the practice footage supplied in the session.
Part 3: Create and Build Your Video
Create a new video design
• From the Canva home page, choose Video or create a new video design.
• Use a standard landscape video layout.
• Give your design a clear name such as “Recruitment Video Practice”.
• Open the video timeline at the bottom of the editor. This is where your clips, audio and other elements are arranged over time.
Add your recordings
• Open Uploads and select your recorded clips.
• Add the introduction to the beginning of the video.
• Add the supporting footage and testimonial after it.
• Drag clips on the timeline to change their order.
• Press Play regularly to check how the sequence flows.
Trim and split your clips
• Select a clip on the timeline.
• Drag the edge of the clip to trim unwanted footage from the beginning or end.
• Move the playhead to a point where you want to separate a clip, then use the split control.
• Delete any section that you do not need.
• Repeat this for the other clips so that the video moves at a sensible pace.
• Zoom into the timeline if you need more control when trimming.
Add another photograph or video
• Open Uploads to add your own photograph or piece of footage, or use suitable content available inside Canva.
• Place the new visual in the main sequence or on an upper track if you want it to appear over another clip.
• Adjust its duration so it remains on screen for the right amount of time.
Add transitions
• Add a transition between scenes where it helps the change from one clip to another.
• Preview several options, but keep the style consistent.
• Avoid adding a different transition between every clip unless there is a clear reason.
Target: Aim for a short practice video of around 30-60 seconds.
Part 4: Enhance Your Video
Add a title
• Open Text and add a heading at the beginning of the video.
• Use an organisation name or a short recruitment message.
• Choose a clear font and make sure the text contrasts with the background.
• Keep the opening title brief so the video moves quickly into the main content.
Add text over your footage
• Add a short text element to identify a speaker, location or key recruitment message.
• Place the text on an upper track so it appears over the video.
• Drag its position on the timeline to control when it appears.
• Adjust the start and end points so the text stays visible long enough to read.
• Keep wording short rather than placing paragraphs on screen.
Add or record a voice-over
• Decide which part of the video would benefit from narration over supporting footage.
• Use Canva's voice-over recording option if it is available in your video editor, or upload an audio recording made separately.
• Place the voice-over on the audio section of the timeline.
• Move the recording so it starts alongside the correct visual.
• Trim the recording if there is unwanted silence at the beginning or end.
• Play the sequence back and check that the voice-over matches what is being shown.
Add background music
• Open the Audio area and choose a suitable music track, or upload audio that you have permission to use.
• Add the music to the timeline and move it to the required starting point.
• Trim the track to match the length of your video.
• Lower the music volume so that speech and testimonials remain easy to hear.
• Use fade controls where appropriate so the music does not start or stop abruptly.
• Preview the video with sound before moving on.
Add captions
• Open Text and choose Captions under Dynamic text, or use the Captions option available for the selected video or audio.
• Generate captions for the spoken content.
• Read through the generated captions and correct any errors.
• Check the timing against the speech and adjust caption segments if needed.
• Make sure the caption style is easy to read against the footage.
Part 5: Final Checks and Export
Review the complete video
• Play the video from beginning to end without stopping.
• Check that the clips are in the correct order and there are no accidental gaps.
• Check that cuts and transitions feel natural.
• Check that voice-over and testimonial speech can be heard clearly over the background music.
• Check the spelling and timing of all titles, captions and on-screen text.
• Check that the final call to action is clear.
• Check the total duration of the video.
Add a call to action
• Add a final scene or text element explaining what you want the viewer to do next.
• For the assessed task, this could explain where a future recruit can find vacancies or how to apply.
• Keep the wording clear and give the viewer enough time to read it.
Export your video
• Preview the finished design one final time.
• Choose Share, then Download.
• Select MP4 Video as the file type.
• Choose all pages or scenes if prompted.
• Select Download and save the exported file somewhere you can find it easily.
• Open and play the exported MP4 to make sure the finished file works as expected.
Remember: For the assessed five-minute video, follow the assignment brief and check any questions about assessment requirements with your module tutor.
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