
CV Development
Student Employability 



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



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. 



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



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. 



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. 



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. I 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, 
I am committed to learning from industry professionals while contributing fresh perspectives to the film 
industry

The personal statement 



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)



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 



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 I 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. 



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 – only include 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

• Driving licence and car ownership – if you will be needed for location work



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) 

Creative CVs













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
• https://www.buzzfeed.com/peggy/impeccably-designed-resumes?utm_term=.be4Lrwy1B#.jxDW06Jvo 
• CreativeCVGuide(1)
• Creative CV tips | Land your ideal 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 
• Makes use of interactive elements: see example; http://www.rleonardi.com/interactive-resume 

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!



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



Tuesday 4th March at 4pm till 5pm : 

Click Link to Sign Up: BBC TALK

 

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.

mailto:Tuesday%204th%20March:%20BBC%20https://events.teams.microsoft.com/event/0dcc9202-c573-43a4-bed8-5a1b01b26e5a@4e0f11f9-046e-4505-9cb8-db2152311e21


Do you have any questions?

Contact
emma.evans@uwtsd.ac.uk

careers@uwtsd.ac.uk 

mailto:careers@uwtsd.ac.uk


Cover letters

• 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. 



Format and Structure

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





Format and structure
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. 



Content

• 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 



Speculative cover letters
• 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



Submitting your applications via email
• 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.

mailto:TeenStud17@hotmail.com
mailto:puddin_pants@gmail.com


Just as an example:
This email to our team member……
John 

Pls can I have an appointment today for my CV

Compared to this email…. 
Dear Emma,
I 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 I book an appointment for Tuesday when convenient.

Many thanks,

Bob

Professional communication – start now….
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