Your CV

Or Personal Marketing Brochure.

It should cover; Professional Career History
Key Achievements
Skills and Experience.

In preparing a CV you must spend time to prepare and
gather all information a prospective employer may need.

You can and should often tailor it to meet specific
requirements asked for in a job description and personal
profile list.

For each point think about the role you took, your
responsibility and what you personally achieved.

Record qualifications, recent training and development.

If you are a member of any professional body — mention it.

How should it look?

It is vital to be smart as this reflects on you and is the first
impression it creates.

It must be easy to read and pleasing to the eye.
Ideally it should be two pages.
Use Ariel Font as this is easy to read and copy.

Use positive action words throughout.



Wi & Osmeaiing O
Action words
Advertising & Promotion Management Resourcefulness
Administered
Accounted for Attained Accomplished
Convinced Conducted Awarded
Generated Contracted Corrected
Improved Controlled Diverted
Influenced Co-ordinated Eliminated
Launched Directed Identified
Marketed Enacted Improved
Persuaded Exceaded Pioneered
Promoted Executed Rectified
Recommended Expanded Solved
Represented Headed Strengthened
Secured Implemented Surpassed
Sold Incorporated
Initiated ) i
o Instituted Technique & Authority
Communications Maintained
Managed Analysed
Approved Masterminded Arranged
Counselied Obtained Catalogued
Demonstrated Organised Compared
Disseminated Performed Compiled
Edited Reproduced Completed
Facilitated Reduced Computed
Interviewed Repositioned Decreased
Moderated Retained Distributed
Participated Revised Enlarged
Presented Strengthened Enlarged
Presided Supervised Examined
Served as Trimmed Expanded
Wrote Turned around Generated
Undertook Improvised
. Was responsible for Increased
Creativity indtesed
Arranged Negotiations !éee‘g‘z';gig :
Conceived Reorganised
Created Assured Restructured
Designed Closed Reviewed
Developed Determined Revised
Devised Evaluated Scheduled
Enabled Invgstxgated Single-handedly
Enhanced Mediated Synthesized
Formulated Negotiated Systematised
Innovated Proposed Verified
Invested Sorted
Originated
Packaged
Reshaped
Resolved
Solved
Structured

Use bullet points but make sure that they are all of the same

type.

Always check for any spelling errors.




Do not use jargon
Avoid abbreviations — use full words wherever possible.

Save as a word document as this can be e-mailed.

Include Experience you have in the specific field

Specific skills you have to offer the employer

Appropriate personal qualities for the role

An understanding of the job requirements

There are no specific formats for CVs but they should cover
specific details and always remember that this may just be
glanced through.

Title:

Name
Address
Contact details

Personal Profile;

This is becoming the most important part of a CV; it is an
opportunity to sell yourself. Focus on your key strengths and
competencies. Produce a positive, rounded description of
your skills and experience. Why they should choose you.

Although optional, many jobseekers choose to include a
personal statement in their CV as it's a good opportunity to



tell an employer about your suitability for the job. Keep it
short and sweet and be sure to demonstrate your
enthusiasm and commitment to the role and the company.

Career History;

This section includes any work experience that you have in
the field you are applying for. When listing these work
experiences include vyour job title, time in the post,
responsibilities and the name of your organisation.
Remember to list your most recent role first.

Then run backward — never exaggerate your

Achievements or lie about what you can do.

List relevant skills and achievements from previous jobs,
giving clear examples of how you would apply these to the
new role.

Training:

Qualifications from most present backward — include level
and where you studied.

List formal qualifications and any training and development

undertaken, either independently or during previous periods
of employment

Finally — Review

Read it as a recipient not as the writer.
Does it tell everything you need to know?
Is it credible?

Does it give a true reflection of your ability, skill and
competence...?



If you were a person looking at 30-50 CV’s why would you
keep this one.

There are many ways to produce a CV and | would always
advise do your research and if possible find out what the
potential employer is looking for. You could always ask.

There is the added bonus of the internet but be aware that
you are going into the Arts field and may not be the same as
one needed for finance or banking.

Write positively — its all about attitude.

Make certain there are no spelling mistakes — if there are
then the CV is very likely to end up in the bin — harsh but
unfortunately true.

The examples that follow are for job description and
essential requirements for a particular position but they do
show the format and type of questions you will face.



belgrade

The Belgrade

Application pack

Head of Props

Thank you for your interest in the above mentioned position.

The Application pack consists of a copy of the Belgrade’s Strategy for the Future,
together with a copy of the job description, application form and equal opportunities
monitoring form.

Please complete the application form describing your experience relevant to the job
and your interest in the position.

Please address your applications to John Miller, Director of Productions, The
Belgrade, Belgrade Square, Corporation Street, Coventry CV1 1GS. The deadline
for applications is 5p.m. on Friday 23" June 2006 and short-listed candidates will be
interviewed the following week.

If there is any further information you require, please contact Denise Duncombe
Admin Manager at the theatre on 02476 846718 or e-mail
dduncombe@belgrade.co.uk

Thank you for your interest in the theatre and we look forward to receiving your
application.

theatre
coventry

Belgrade Theatre
Belgrade Square

Coventry CV1 1GS
Admin: 024 7625 6431
Fax: 024 7655 0680

Box Office: 024 7655 3055

Email: admin@
Website: www.

Belgrade Theatre Trust (Coventry) Ltd. Registered Office: Belgrade Square, Coventry CV1 1GS. VAT N
Company Registered Number: 593331. A registered cha

belgrade.co.uk
belgrade.co.uk

umber: 765 3275 12
rity, number: 219163

Chairman: David Burbidge. Vice Chairman: David Shortland. Chief Executive & Artistic Director: Hamish Gien. Executive Director: Joanna Reid



Head of Props — Person Specification

Skills
e Very strong technical skills in prop making.

Excellent interpersonal and communication skills
Supervisory skills
Ability to work on ones own initiative and as part of a team.
Ability to use appropriate hand and machine power tools.
IT skills (to include word processing and spreadsheets).
General administration and office skills.
Leadership skills, with the ability to motivate staff.
e Planning skills
e Self motivation and flexibility in an organisation always looking to improve its

working practices and going through significant change.

Experience
o At least 3-5 years experience working in a similar environment.
e Experience of costing.
Experience of managing staff.
e Experience of both mainstream and community arts activities is desirable but not
essential.

Knowledge
e Appreciation and understanding of all workshop disciplines, including carpentry,
metalwork and property making.
o Soft prop making skills essential.

Qualifications
o Not as important as proven experience and a good track record.

Other
o The ability to work with a wide range of individuals and agencies will be of significant
importance.
e Patience, humour and the ability to work and prioritise under pressure.
e A commitment to the principle of a building-based theatre company is required.

June 2006



THE BELGRADE THEATRE’S VISION
To become one of the most dynamic producing houses in the country

MISSION
“Qur role is to provide a comprehensive performing arts service of the highest possible quality
for Coventry and the surrounding regions and to act as an ambassador for
Coventry & The West Midlands when touring”

Belgrade Brand
The Belgrade has a mission to be the people who know and care
The Belgrade’s character is passionate (energetic), artistic (creative, inspiring, talented) and
warm (honest, open and down to earth)

Head of Props
The Belgrade staff strive to be flexible, efficient, effective team workers
delivering quality with energy and enthusiasm

Main Purpose
An HOD of the production team, responsible for the smooth and efficient operation of the Props

department, working to service the productions whether at the Belgrade or off-site, managing and
delivering on time and on budget all home-produced productions, and working to provide the best
conditions in order to facilitate the best production and performances for the audience.

The Belgrade is working to increase the number of in-house shows during its producing season,
in three weekly rep. Following the conclusion of the current building project, which consists of
refurbishment of the main auditorium (capacity 858, reopening November 2006) and building a
second auditorium (flexible, capacity 250-300; opening mid 2007) the Belgrade plans to be
producing at least seven in-house shows per year, plus Community shows. The Belgrade’s main
producing season is generally June to early Spring, with a major outdoor Events show (recently in
the Cathedral Ruins) during July/August.

Belgrade Theatre consists of the Main House which both produces and presents, the Community
& Education Company, Belgrade Events and the catering operations Cornerhaus and Grand Cafe.
Work is produced to play at the Belgrade, in venues throughout the immediate area and touring
further afield. There is no demarcation between these departments, and all production staff, as
are all Belgrade staff, are expected to serve them all equally.

The Head Scenic Artist is a member of the production team of the Belgrade Theatre which
consists of Wardrobe, Paintshop, Props, Lighting & Sound, and Stage. The production team is
made up of permanent staff (HODs, deputy Wardrobe, deputies and assistant LX & Sound) and
seasonally employed (deputy Scenic Art, assistant Wardrobe, Head of Sound) and freelancers.
Head of Props is an HOD position. S/He reports to the Director of Production for the high quality
provision of made and found props within agreed budgets, timetable and resource levels.

Currently there is no in-house workshop and sets are constructed by independent firms or by
teams of freelance workers. The intention is to restore an in-house workshop team under a
permanent HOD



Head of Props
Objectives:

To manage the Props section of the department efficiently
To develop and maintain a high standard of product

To supervise, support and motivate

Work within the agreed budget limits

Principal Activities

To work closely with the Production and Artistic team, interpreting their requirements to
realisation

To plan, design, construct, repair and modify props for all Belgrade Theatre productions
To cost, run and manage Prop budgets and schedules (materials and labour)

To attend staff and production meetings

To maintain the Props workshop and equipment

To undertake any duties necessary, relating to the props department

To attend as necessary, all technical and fit up periods

To service and attend as necessary Belgrade productions on tour

To undertake duties for Belgrade performances where appropriate and where workload
allows

To be responsible for Health & Safety in the props workshop, and attend H&S committee
meetings and ensure adherence of all props staff to the Belgrade Theatre Health and
Safety policy, including the Health and Safety at work Act 1994.

To undertake staff training as appropriate

To undertake any other duties that are consistent with the function of the job including
painting maintenance in other areas of the theatre’s operations.

TERMS AND CONDITIONS — Head of Props

This is a permanent contract with a start date as soon as possible

Normal place of work is the production workshop in Red Lane, Coventry and Belgrade
Theatre, Coventry. Servicing of productions on tour will be required (an occasional duty
rather than a regular one)

There is a probation period of six months during which time the notice period is one
month either side. After confirmation of appointment the notice period is two months
either side.

Salary for this post is £19,664 pa with guaranteed total earnings of £21,188 pa pro rata.
Pay is monthly in arrears.

This is an Annualised Hours contract (see attached) based on a 39 hour week.

BECTU subsistence is payable for relocating if eligible

The Belgrade runs a stake-holder pension scheme but makes no employer contributions.
Further details are available.

Annual pay review is in April

Holiday — 20 days per annum rising by one day per every complete year worked, to a
maximum annual holiday entitlement of 27 days plus statutory holidays

Sick leave and other terms are as per agreed with BECTU and as outlined in the Staff
Hand Book. The policies also outlined in the Staff Handbook form part of the terms &
conditions of this post

Belgrade Theatre strives to be an equal opportunities employer and is supported by Coventry
City Council and Arts Council West Midlands



Your Name - Curriculum Vitae/CV

Personal Profile/Personal Attributes

language.

CV.

Experience/Specialisms/Strengths

Achievements

Career History

Education and qualifications

Hobbies / Interests

requirements.

The pdf version of this CV template is a learning/teaching guide not
designed to be changed. Free doc and odt (Openoffice) working file
versions from www.businessballs.com/curriculum.htm can be
changed. Use headings which fit your situation best. Click on the
red box borders to delete these notes from your own CV.

Create 5-7 descriptive bullet-point phrases that describe your strengths and attributes.
These statements should also reflect the personal qualities that the employer seeks.

Keep the statements simple and clear; one line for each statement.

Use a consistent format and readable typeface; use professional, concise, intelligent

Use good, appropriate punctuation; semi-colons are effective for joining word-strings.
Ensure you can provide an example (at interview) for every statement you make on your

Examples and guidance for this section at www.businessballs.com/curriculum.htm

Personal Profile is you as a person. Experience/Specialisms/
Strengths are your capabilities. Make all points very relevant to the
job/employer needs.

Create 5-7 professional statements which explain your experience/specialisms/strengths.
Think about what the employer is seeking and try to match these requirements.

Your statements here should be examples/evidence of how you fit the needs of the job.
Statements can describe experience, skills, strengths, knowledge, style, attitude, etc.
Examples and guidance for this section at www.businessballs.com/curriculum.htm

These points build evidence and credibility. Relate them to the job
reauirements. Thev need not all be work-based. Thev can be from

Create 3-7 professional statements which describe your achievements.

Show achievements that best illustrate your capabilities relevant to the needs  of the new
job.

Show achievements which demonstrate that you could 'make a difference' relevantly in the

Achievements need not be work-related, especially for young people with little work history.
Importantly, give scale, facts, figures to your achievements - be concise and specific.
Guidance for this section at www.businessballs.com/curriculum.htm

mth/year-mth/year - job title/function/responsibilities - employer/city - industry/sector
mth/year-mth/year - job title/function/responsibilities - employer/city - industry/sector
mth/year-mth/year - job title/function/responsibilities - employer/city - industry/sector

Briefly list your past jobs, employers, industry, and mth/yr (from-
to). Most recent first. Layout in neat columns ideally. Briefly state
responsibilities if not self-explanatory from the job titles. Insert
education, hobbies, interests, personal and contact information.
Make details neat, concise and relevant to the job opportunity.

school, college, dates, etc
qualifications

Show hobbies/interests indicating personal qualities that are relevant to the job



Personal Details

Name

Address

Phone numbers
Email

If you prefer, show your contact details under the heading at the top of
the CV. To make more space reduce font size in CV to 9 or 10pt.
Continue on a second page if really necessary. One page is best,
especially if you are young and have less information to include. Add
date/ref and page number if more than one page, bottom right of CV.

DOB (date of birth) - [OPTIONAL - include if you think helpful towards job requirements]
Marital status - [OPTIONAL]

Dependents (children) - [OPTIONAL]

Driving licence - [OPTIONAL]

References are available on request.

Take time to get it right — CV Writing isn’t a quick or easy process but you
have to remember that it may be the first and possibly only chance to get
you through the door for that interview and job. It is unfortunately a hard
fact of life that without due attention to selling yourself and showing your
match to the job specs you will find it nearly impossible to

Get people to see you. So this time will be well spent.




