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Outcomes

Know what a professional CV should look like at this stage

Understand how to put together a professional student CV
What is and isn't appropriate for you to include on your CV
How to tailor your CV for a particular company

% Prifysgol Cymru
Y Drindod Dewi Sant
L3/ University of Wales

Trinity Saint David



Your CV

Your CV is a document intended to paint a picture of who you are as an individual and
professional candidate to potential employers and business contacts.

The CV almost always acts as a first impression, it is crucial that it conveys the information
you want, in the way you want.

It is a summary of your experience, skills and education.

Your CV is a chance to demonstrate what benefits you will bring to an employer through past
experiences.

Y Prifysgol Cymru
Y Drindod Dewi Sant
L3/ University of Wales

Trinity Saint David



Basic guidelines

Your CV should include the following sections of information:

* Name and contact details

* Personal profile/statement

 Education History

*  Employment History

» Skills/aptitudes — variety of ways to include this on your CV
* References

You can also choose to include the following sections and paint a more
complete self portrait depending on what is individual to YOU:

* Achievements (sporting, personal, music...)
* Qualifications

* Interests/Hobbies

* \Voluntary work

 Charitable work

* Publications

3
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Your name should be the largest and boldest piece of information on the page. You should include
personal information including:

* Home address — becoming optional
*  Phone number
*  Email address

It could also include:
» Social media handles — if professional

«  Website
* Blog details

Remember to double check that your contact details are correct
before submitting your CV to an employer.

% Prifysgol Cymru
Y Drindod Dewi Sant
L3/ University of Wales

Trinity Saint David



The personal statement

A personal statement is a short introduction to your CV that is not to be confused with a cover letter.
It should be:

 Lively and succinct

« Unique
« Memorable
* Quantified

You can break it down to three areas:

« Your current situation
« Examples of skills you have developed (with a tangible example)
« Your career aim

The personal statement is the first part of the CV an employer will read so try and tie yourself to the
company, role or career. % Prifysgol Cymru
)
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The personal statement

A recent graduate from University of Wales Trinity St David, looking to secure a placement the film industry to
further grow my creative skills and knowledge which have already been developed through my voluntary work
with a local charity creating a film to help raise awareness of their services, here is the link: xyz. My career goal
is to assume a role which allows me to take responsibility for inputting into the creative process of a film for a
well-respected and market-leading leading company.

OR

Creative and passionate film student with hands-on experience in scriptwriting, editing, and production. | thrive
in collaborative environments and have developed a keen eye for storytelling through academic projects and
independent short films. Eager to bring my technical skills, innovative ideas, and dedication to a dynamic team,
| am committed to learning from industry professionals while contributing fresh perspectives to the film

industry
% Prifysgol Cymru
Y Drindod Dewi Sant
L3/ University of Wales

Trinity Saint David



Education history

Each line of your Education History should have:
« The name of the qualification
« The name of the university/school/institution
« The location of the university/school/institution (city for UK or city and country for abroad
» The dates attended

Your Education History should include all of your school-related degrees and qualifications

» There is no need to list your GCSEs anymore. Simply state how many you attained, give a grade range
(if you choose), and confirm you have Maths and English

You should include relevant information about modules you are studying/have studied in university
(this will likely change based on the role for which you are applying)

% Prifysgol Cymru
Y Drindod Dewi Sant
L3/ University of Wales
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Employment History

Your Employment History should be listed in reverse-chronological order (most recent/current first)
Each line of your Employment History should have:

» The name/title of your position . The name of the company : The location of the company : The dates employed

Your Employment History should NOT be a list of duties or tasks, but rather an outline of:
» Responsibilities held
» Promotions/enhancements gained
» Learning and development
» Measurable achievements

Whenever possible, your employment history should highlight those skills and aptitudes relevant to the job for which you are
applying
« Sometimes this can be as simple as a re-ordering of responsibilities, or listing a different achievement first

Section your CV
* Have an area for part time work and somewhere you can show case your professional work

% Prifysgol Cymru
Y Drindod Dewi Sant
L3/ University of Wales
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Skills and Aptitudes

Your skills and aptitudes should be easy to scan

This section should include all relevant skills that say something about you as an individual, demonstrate
something about your character, or highlight your ability to do the job well.

Your skills section can include

Languages

IT specific programmes

Knowledge or competencies in certain areas

Use of social media / Creative IT programmes / Skills related to filmmaking

If you are listing skills, ensure that you provide a tangible example:

Teamwork — worked as team to organise a bake sale where | was responsible for the marketing of the event,
we made a grand total of £1,000.

Leadership — Led a team of five whilst taking part in Duke of Edinburgh.

Public speaking — presented ideas of how to showcase a charity with a creative film an audience of 20
people receiving excellent feedback from members of the audience.
% Prifysgol Cymru
Y Drindod Dewi Sant
L3/ University of Wales
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Types of CV in Creative Industries

Video CV or a Portfolio CV
Film-Makers:

* Your area of speciality (camera, sound, post-production, etc)

Link to website or online portfolio (if you have one)
 Technical skills —what equipment can you use, what software can you use?

* Employment-onlyinclude relevant employment. It’s accepted that freelance film-makers will have
additional fill-in jobs, but companies don’t usually want to hear all about them. Section your CV

* Filmography — make a clear distinction between films made as part of your course and those made
commercially or for other purposes

* Passport-if you are likely to be working overseas

. : . ) . Prifysgol C
* Driving licence and car ownership — if you will be needed for location work % Y Drindon Dev ot
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Creative CVs

Pros
Can make your CV stand out and get you noticed
Can demonstrate skills needed for the job
Provides an opportunity to showcase portfolio
When successful can lead to interview

Cons
Expensive and time consuming to produce
3D CVs are difficult to post and file
Needs to be appropriate for the recipient
The design may leave limited space for written data

If you are sending a CV will the recipient be able to watch it (Compatibility), consider the File Size
and is it secure when sent online (Security)
Y Prifysgol Cymru
Y Drindod Dewi Sant
% University of Wales
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LOUIS CLAYDON, UMIVERSITY COLLEGE FALMOUTH
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ANIMATION / ILLUSTRATION

‘r;nm‘.‘:'.n Bakg

PROFILE

ek L EXP eRENCE

EnuCATION

Skillt @ InTEREST;

| am a productive and highly motivated individual with a wide range of
skills that incorporate both still and moving image as well as traditional
and computer based work. | love the quirky and the unusual and try 1o
bring energy and a fresh perspective to everything | do.

Feb 2009 : Logo and designs completed for the Yellow Canary film
production company

Mov 2008 : Animated credit sequence completed for short film The
Bachelor Trew' (directed by Mark Turnock)

Jan D008 : Full webdite commissionsd by Bozley's Mobille Dico
[www_bozleysmabiledizco.co.uk)

Jan 2008 : Animated credit sequence completed for short film “Bubbles is
a 5tupid name’ (directed by Jem Garrard)

Oct 2007 : 16 lllustrations commitssioned by MySongCast.com

June = July 2007 : Employed as @ Classroom assistant at Ashbury
Preschool, working in busy ervironment with up to 18 children.

March & June 2007 : 25 Nustrations/Phatoshop brushes commissicned
by Frese Phatography

2006 — 2009 : UCA at Farnham

BA [Hons) Ansmaton (Pending)

2004 = 2006 : New Colloge, Swindon

Art and Design AVCE [AA] ICT A-level (), English Language AS (B}
1995 - 200 : Faringdan Community Callege

12 GCSEs {4 A™s, § As, 2 Bs)

| have expert knowledge of Adobe Photoshop and Microsoft Office and
am proficient in the use of Afver Eflects and Flash on bath Mac and PC. In
iy own time | have ako achieved 3 mentoring accreditation and leannt
to touch type. | also regularly design and produce posters, (D covers and
promotional maberial for mumerous bands, dmall businesies and
imdividuals. The rest of my time is spent writing, drawing, maintaining my
e-commarce websites and decorating t=shirts and cakes for commission,
In addition | have a chean driving licence and my own car, When not
craatively engaged | os 1o skate and unicycle.

KeFERE MCES
Hvailable on request

[Showreel and Gallery available at www.tamsinbaker.com)

TAMSIM BAKER, UMIVERSITY FOR THE CREATIVE ARTS



viike Linfarth

G - BOTOM o Autams 1067 M - Bovtem PO Adteme 1)

Personal Statement Professional Experience
| amn & Ween camera operaton with a professianal working ethos. | show commitment 10 leaming From 2004 — 2005 | moved 10 Dubai %o work for 2 film production company. | quickly found that
the skills of cinematography, as well as dedication 10 the projects | have worked on. | pride myseit | was suited within the camera department, and began operating video playback on comwnercials
on working on set urder pressured stuations. Unhersy has taught me how 1o utilise my technica! This expenience develaoed my passion for cameras, and my eye for Creating images. Before | left,
knowtedge and apply it to the croative aspects of my work. In 2008 | was the winner of the Douge | had the opporiunity to work as a clapper J0acer on sevaral Shoots.
Siocombe Cinematography Scholarship awarded by Silly Wiams,
Key Skills Date  Production Company Client Director Job title
May 2008 Kentlyons Booktrust NA Cinematographer
Good Knowledge and experience shooting on many Sormats including: May 2006  Le PacFilmworks Opel Zabea' Frank Vrosgop VT Operator
= HOV +HD Apr 2005 Filmworks 0SS Franco Marinelli VT Operator
« Super Gmm + Superi6mm Apr 2005 Filmworks NCB Desek Coutts VT Opertor
* 35men lens acapters (Redrock M2, Letus35) Ape 2005 Filmworks NCB Derrech Coutts VT Opersior
« Comiortable loading Arrdtiex SR3 Mar 2005  Filmworks Duba Holding Marc Chalhoud VT Openator
» Exparionce in loading Arriflex 435, 538 Mar 2005 Filmworks Fnalcut Amr Arafa VT Operator
» Competent editor Filen Producsion
» Knowledge of Avid media composer + Final Cut Pro Mar 2005 Filmworks Galaxy Ol Hakkinnen VT Operator
» Knowledge of sound equipment including Fostex FR2 and SON mixers Jan 2005 Boomtown Productions  Peps Hady VT Opemsor
» Experience in Producing and Assistant Directing Jan 2005  Filmworks ARG Franco Mannelll VT Opemtor

Dec 2004 Valkeser Mickiie East Sony Hancy Cam  Hany Tarmba VT Opentor

Qualitications Dec 2008 Mot Dog FilmaFilmmwerks My Travel Channed  Nicholas Barker VT Operator

September 2005 - June 2008 Filmogr:

University College for the Creative Arts, Farmham, Surrey

BA (Hong) Film Production - First Class Date Production Role format  Running time
Apr 2008 Giass Half Empty Cinematographer S8mm & min

m?"’;‘w atiord. W Mar 2008 Fragments Cinernatographer Stémm 10 min

B,;E’C N'ium"; Dm :qe SI;MO'O wichi. Fed 2008 Our Very Own Engiand  Cinematographer HOV & min

Dist '"; kploma M;d" t Dec 2007  Kodak: The Good Cinematographer Stémm 30 sec

nction. Distinction, Merdt Nov 2007 But Only Hope Foous Puller StGmm 10 min

Oct 2007 He C ! MiniDv &

September 0967 - Jume 2008 , Sop 2007 The Wi Cosmtoresbar MOV M0sec

Sou"\u"r Technology College, Southam, Warwickshire Ape 2007 Within The Shadows Cinematographer Si6mm 7 min

9 GCSE's feb 2007 UnChained Cinematographer/Oirecior Mini DV 2 min

Achievements

» Winner of Dougie Slocombe Cinemetography 2007/2008 awerd

» Graduation fitm (Herc) Screen at Eat Our Shorts at BFI Southbank
» Graduation film salected for short film DVD

« Films screened at BF] Him lestivais ~ Eat Our Shoty' and ‘BKSTS'

Contact detaily:
10 Bridge Square, Farmhan. Sutrey GUSTOR

Contact dwtuily:
10 Brige Square, Farnham. Survey GUSTOR

Telaphonw, G78TY MK 10
Emall: min lindorthviFhotmadl co.uk

Telaphone UTHTO R1N 82
Email; mike_linforthEhotmae co.oh

MIKE LINFORTH, UNIVERSITY FOR THE CREATIVE ARTS
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Creative CVs —things to consider

Typically, creative CVs might be one page in length, but a CV may also be considered creative if it comprises any
of the following;

* Makes effective use of colour
* |Incorporates images of work
* Uses an alternative layout (i.e. content isn’t restricted to being read top-to-bottom or left-to-right)
* Uses infographic elements, such as logos and symbols : 50 inspiring resume designs to learn from | Canva
e https://www.buzzfeed.com/peggy/impeccably-designed-resumes?utm_term=.be4lLrwy1B#.;xDWO06Jvo
(1)

* Creative CV tips | Land yourideal job | Prospects.ac.uk

A CV might also be considered creative if it is;

Presented in 3D format

Uses 2D materials (e.g. other than paper)

Created in video format: Graeme Anthony - YouTube

Y Drindod Dewi Sant

University of Wales
Trinity Saint David

Makes use of interactive elements: see example; http://www.rleonardi.com/interactive-resumse Y Prifysgol Cymru
)


https://www.canva.com/learn/50-inspiring-resume-designs/
https://www.buzzfeed.com/peggy/impeccably-designed-resumes?utm_term=.be4Lrwy1B#.jxDW06Jvo
https://www.arts.ac.uk/__data/assets/pdf_file/0029/62489/Creative-CV-Guide.pdf
https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/creative-cvs
https://www.youtube.com/user/GraemeAnthonyCVIV
http://www.rleonardi.com/interactive-resume

References
Most employers ask for 1-3 references

« Always ASK before listing someone as a professional reference

There is no need to actually list your references and their full contact details

* You can write simply “available upon request” — need to consider GDPR and sharing of other peoples
contact details

Always be conscious of data protection issues — if you are applying through a secure, online form then you
are usually fine, but if you are handing out CVs at a Careers Fair or similar, think twice before giving email,
phone, address, etc.

Good references for university students include:
» Personal Tutor
» Favourite Lecturer
« Current/Former Employer
» Current/Former Line Manager
« Sports Coach

Never be afraid to ask someone to be a referee — if the answer is no, they will say so!

% Prifysgol Cymru
Y Drindod Dewi Sant
L3/ University of Wales

Trinity Saint David



Formatting and style

Always be consistent with your formatting
Consistency means

« All of your section headers (employment education, etc,) are the same font same size, bold/italic/colour
the same, indented the same

« All of your section sub-headers (job title degree, etc) are the same font same size, bold/italic/colour the
same, indented the same

« Your use of bullet points is always the same

There's no need to be a designer in order to have a strong, professional, and attractive CV

Templates are easily available online from a variety of sources and can usually be tweaked/tailored

Different types of CV can be appropriate for different types of positions

The most important thing is for it to be easily scanned, not too text-dense, consistently formatted, and clear
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J [ [d CYMRU WALES

Hannah Bevan Diversity and Inclusion Lead at the BBC Cymru Wales, this is an opportunity to find out what
BBC Wales, BBC & the wider creative sector have on offer for you

Tuesday 4" March at 4pm till 5pm :
Click Link to Sign Up: BBC TALK
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emma.evans@uwtsd.ac.uk
careers@uwtsd.ac.uk
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« The cover letter is a formal, written document meant to introduce oneself and explain, in more
detail than a CV, one’s interest in, and suitability for, a position

« A cover letter can be written to a specific job advertisement, or can be written in order to
introduce a speculative application

It is your opportunity to grab the attention of the employer as they will read your cover letter
before they look at your CV.
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Your cover letter should be:
« A single A4 page, front only
« Should be structured as a formal letter
* Your own address and details in the upper right corner

« The employer/company address and details in the left
« The date

« A formal header that explains the document’s purpose and references the job
(if there is one)

* Signature
« Should include 3-4 paragraphs of information on you and your suitability for the

position
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Drylan Watson
Hiring Manager

Bnization.

From a young age, | have bean cap
entertain. Over the yesars, | have aft through various p
short films, documentaries, and commercials. These exparances have no

me to lop a strong technic sat but have also deepened my understanding of

the art of storytalling.

In my previous role as a Filmmaker at XY¥Z Product
clients to bring their visions to life. Thro mmunication and meticuls
attention to detail, | ensured thet each project met and ctations.

ard and help create o

nsidering my application. | would welcome the opp
ance and vision align with th f Fundraising Fo
my portfolio attached for your review. | loc yard to the possibility of joining
team and mal tive impact through the power of film.

Sincaraly,

Janella ]

O

N
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Your contact details
Ref to the job: you are applying for (position or job title)
First Paragraph: this should introduce you and your qualifications

Second paragraph: Your chance to tell the employer why you are applying and show your
knowledge of the industry and company you are applying to.

Third paragraph: Talk about your own strengths and why you are a strong candidate — you can
link this into the second paragraph.

Fourth paragraph: Any other relevant points such as what you hope to gain from the job and it
fits into your careers plans.

Final paragraph: Conclude positively — tone is important.
Sign off: Remember to add your name and sign the letter.
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Relate your cover letter to the job that you are applying for
Try and match the language they have used in their job description
Pick out key skills and give tangible examples of how you have developed that skill.

VERY IMPORTANT: Include information that will impress the employer by
completing thorough research

Check the company’s social media accounts/LinkedIn/website etc.

Add in an electronic signature to make your cover letter more professional
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You may find yourself in a situation where you are writing a “speculative

cover letter” — essentially asking if any jobs are available, or if one can be
created for you

Make sure you are SPECIFIC and DETAILED in this practice —don’t simply
ask “is anything available”

Do your research/homework and suggest an area where the company
seems to be lacking a person with your skills/aptitudes

Ask for an in-person meeting or to speak by phone
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Do you have a credible email address?
TeenStud17@hotmail.com or puddin_pants@gmail.com

Ensure you have added in a clear subject heading.

Start your email politely with the correct greeting.

Capitalise and punctuate appropriately. NO TEXT SPEAK.

Be clear and concise, get to your point rapidly.

Do include a brief signature with contact details so the employer can get hold of you.

Ensure your file name for each document is professional.
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Just as an example:
This email to our team member......
John

Pls can | have an appointment today for my CV

Compared to this email....
Dear Emma,

| am in my second year and am looking to get my CV signed off and look at application processes for a few companies.
Please could | book an appointment for Tuesday when convenient.

ETALET CR
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