Professional Promotion – Georgia McKie session 4th Feb 2021
WRITING A CURRICULUM VITAE 
Writing a CV at this stage can seem daunting because as yet, you don’t have much experience in your chosen area of work.

The key is to focus on the positive and make the most of the relevant opportunities and experiences you have encountered so far.  Above all a CV should be informative, so never underestimate the importance of the basic facts i.e. your name and contact details.  At this stage, you should aim only to produce 1 or maximum 2 sides of A4.

THE WAY IT LOOKS

It is failsafe to stick to the A4 format, but you can be more adventurous if you feel it’s important in communicating something about you as a designer or an artist.  Remember that whatever you send speaks volumes about you as a creative entity, you should always aim to present something that is slick, professional, and functional.  From a visual perspective, here are a few points of consideration:

1. Paper – without going over the top, invest in some heavyweight paper that isn’t as flimsy and transparent as photocopying paper or cheap packs used in day-to-day word processing.

2. Font - Use a simple typeface that is not too small and difficult to read.  You can use variations between point sizes and use the Bold and CAPS LOCK tools to highlight your name, headings etc.

3. Your skills as an artist or designer put you in good stead for the job at hand.  Consider spacing, balance, continuity, aesthetics, and impact as you would with any piece of artwork.

4. Design Signature/Brand Identity – the choices you make should be sympathetic to the design signature you are developing – another way of seeing this is to consider it as your brand identity.  This should be implied in the decisions you make.
5. Format, structure, defined sections – visually differentiate sections within the CV.

6. Simplicity can be the key – visual complexity can undermine the message you are trying to convey and the readability of content.
7. Accuracy is vital!  There are no excuses for spelling and grammatical mistakes - use spell and grammar check systems, but you also need to show your work to a third party before sending it out.  Always get someone to check.  (Even if you have good compuper skills?!!  Anyone remember that Friends episode?)  What reads well to you may seem awkward to another.

THE WAY IT READS

With regards to the content of your CV, the emphasis should be on relevance.  It can be common practice to tailor your CV to specific job requirements, for example you may need to support your design work by working in a variety of unrelated part time jobs.  When applying for jobs in these alternative areas you can shift the emphasis of your CV so that it focuses more on other experiences, as opposed to when you are applying for art/design related opportunities where you might leave the random part time jobs out altogether.

Begin with the basics:

1. Your name – every page of your communication should have your name as its header – this way lost pages can always be identified.  Take pride in your name and make it a feature of your CV!

2. Your contact details – What use is the CV without them?

Postal Address – the old norm, but could be optional these days
Telephone

Mobile

email/website/blog/social media
Date of birth - optional
We discussed options and personal preferences within this section. 
3. Education – Start with the most recent qualifications and work backwards.  Think of it in terms of an invisible grid format to keep things simple

E.g.
Institution
Date attended

Course

Qualification/Grade 

Swansea College of Art, UWTSD 2016-2018 BA(Hons)Surface Pattern Design – First Class Honours

As far as your schooling goes, you may feel that you don’t want to place too much emphasis on GCSE and A level grades especially if they’re not great!  A way around this is to abbreviate the list slightly.  For example, you can refer to your GCSEs in terms of “5 GCSEs achieved at Grade C level and above” or focus in on specific subjects where you got the best grades by saying something like “8 GCSEs achieving A grades in Art and English.”  Obviously if you have many A grades this is your opportunity to highlight them!  Please note – there is no apostrophe for GCSEs or A Levels!  
4. Experience – Scrutinise what you’ve done and decide what is useful and analyse why.  Don’t write off anything before you start, list it all down and decide what is helpful in conveying a message about you.  By using the heading “Experience” you are at liberty to use a variety of art and design, work and life related experiences to tell your story as opposed to restricting yourself with the heading “Work Experience.”  You can shift the emphasis of certain experiences to your advantage, without deliberately misleading.  By leaving out inconsequential details you can make more of minor experiences to your advantage.  For example, you may have gone on a work placement for only a couple of days at some point.  You can give this more weight by writing it as
June 2017
Welsh National Opera
Placement with Costume Department

5. Exhibitions and Awards – As with everything start with the most recent first

6. Publications – Obviously if you don’t have any you leave this heading out!

7. Skills – An opportunity to include positives features which may not fit in anywhere else.  For example, you may feel that it is relevant to include technical skills here which play a vital role in the core production of your work.  Differentiate using language to suggest where you have expertise, and where you have a basic knowledge.
8. References – This is not necessary.  People will ask you when they need a reference, and it is polite for you to always ask when you need one.

PERSONAL PROFILE

In the area of Art and Design a CV can often seem a little stark and say little about the exact nature of your work. This is a tool which you can use to reinforce your CV when you feel that the person you are sending it to will benefit from a little more detailed information. This can relate to you as a designer, a person, the sort of work that you do, the sort of work you would like to do and even some more informal insights such as hobbies and interests.  It gives you the opportunity to say more without going over the top with frilly detail in your CV and losing your way in the covering letter. 

