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Module Task: One Drafted letter of Introduction to a considered and 

specified recipient from your list of 10



Letter Writing Hints and Tips

• Attention to detail is an absolute must

• As with CV writing and the “dos and don’ts” discussed, consistency, accuracy, paper/digital quality etc, all speak volumes about you as a 
designer. 

• There could be a visual relationship between all of your correspondence material, for example if you use a letterhead this could be echoed as 
the heading for your CV and Personal Profile.  Allow your design signature to permeate without being distracting to the text.

• Content – Be direct, you can’t afford to ramble.  Keep it relevant.  Try not to make it too personal, and lapse into “story telling mode”, keep it 
professional sounding and succinct.  Avoid “hey.”

• Your tone - sound confident and positive but don’t be pompous.

• You may have to elaborate on certain features mentioned in your CV or Profile in the actual text of your letter to ensure that the recipient 
understands immediately the relevance of your correspondence.  

• Give them more than just a letter on white paper - your Press Pack for example, or at the very least something visual – brand id, links to your 
digital presence.  Just a letter and CV can be quite cold and the recipient might be more inclined to respond to an inspiring visual.  

• How can you make your email stand apart?  Embed the design identity in your signature, use your letter head in the content on the email.  
Embed links to your website, artsthread, linkedin, social media etc – make it easy for them.

• It is important to follow up letters with phone call, email, or a polite second letter.  Don’t give up, people are busy, it may take more than first 
attempt.  Be resilient!

• Contemporary ways of making contact – through social media, linkedin etc.  the same level of rigour should be applied to your written 
communication and visual presentation across all of these.



Don’t forget your call to action!

• How do you ensure your recipient does what you want them to and 
responds to your call/your intro?
• How do you do this cleverly and without coming across as bossy and

rude?
• Carefully word your parting shot to use positive language rather than 

a tone that implies “only if you have time as I’m not really worthy!”

















CV DESIGN
Over the years I have written several different CVs for various 
jobs which have all needed to include different things and in 
different formats. This was a design I created last summer for 
my website and to email out to companies for internships. At 
the time I was really happy with this design, I still like how 
everything is laid out but I no longer like the choice of  colour 
or fonts which I chose to use, I also needed to rephrase some 
bits of  my writing as well as adding new achievements to the 
CV. 



UPDATED CV DESIGN 
I decided to keep the shape and layout of  my CV relatively similar 
to what it was previously as I felt that this works quite well for me. 
I decided to alter my logo, fonts, colours, and imagery so that it 
remains in keeping with the rest of  the branding which I have 
chosen to use. I have also updated my cv to include any new 
information and achievements which I had gained since the last 
time I had used it. Overall I am quite happy with this design. I feel 
that perhaps in the future I would like to alter this to make it 
shorter and more concise but I think it serves its current purpose 
well. 





These are the first 
drafts of my Cv and 
cover letter.

As shown on my CV I 
want to designs to 
come through in 
every aspect of my 
promo pack.

I like this design with 
my name and 
pattern on it. 



CV and Cover letter final 
drafts. 











After forming a brand 
identity, I reviewed my CV 
and cover letter design as I 
felt it no longer 
represented my brand 
strongly. I replaced the 
header design with repeat 
I had made formed from 
the logo motifs, however I 
think this is too distracting 
and overcrowds the CV. I 
also tried adding a small 
logo but felt this didn't 
work either. I like the 
original design of a subtle 
pattern in the background, 
but I'm not sure if I should 
use it or if it's the work that 
best represents myself.



I also tried overlaying pink 
and orange, brand colours, 
like I had done with the 
design using the branding 
header. I didn’t like this 
either, though added some 
stronger text for my name. 
Unsure if this takes up too 
much space or is too 'loud' 
on the CV, where much of 
the information seems 
crowded below it.



A combination 
of previous 
ideas here – the 
branding 
header isn’t 
working as well 
as my original 
CV design so I 
have decided to 
disregard this 
idea.



A cleaner CV with a 
whiter ground and use 
of a logo instead of a 
header. I think this 
works better as it's not 
as overwhelming with 
a pattern beneath it. I 
used both patterned 
and orange dividers in 
these designs – I think 
the orange works best 
and appears sleeker. It 
can also be easily 
translated across to the 
cover letter.



As I had previously liked 
showing a subtle snippet of 
my work, I trialled adding 
sections of work and 
playing with the opacity 
and a new layout. I think 
the sectionede work on the 
left works best, as the 
image on the right can be 
more distracting as it 
engulfs the CV and the 
information is the most 
important, as I have my 
portfolio to showcase more 
work. I think this layout is 
also more readable and 
much cleaner.



Playing with added dividers 
in my favoured CV design 
and altering the header of 
my letter.
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