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It’s the time of the year when many people are contemplating change and applying to residencies, jobs, schools, or other opportunities. Here are some resources for questions Nan and I commonly field. I’ve sent this out before, but just in case you’re new to this info, here it is again.

If you ask someone to write for you, be prepared to provide a current curriculum vitae, and if they are not familiar with your current works, send images. It’s very difficult for someone you have not been in contact with for many years to write a convincing letter of reference. They will have no current information to cite, and the letter will seem thin by comparison to people who actually know and have contact with you, and can cite actual events and interactions. No one wants to write a bad letter for someone, but there is a saying about being “… damned by faint praise.” If you may need someone as a reference, keep in touch and keep them informed of your professional doings. They will then have active information to back up the statements in the reference letters.

 Attached is a template for resume/CV use. DO NOT use tabs for setting up resume info. This is a hold-over from the days of typewriters. Tabs are very limited in what they do. ANY change in spacing, like changing font, additions or corrections, etc. can cause things to bump around in an unsightly and unprofessional way. In the days of word processing, the recommended way to do a resume/CV is to use a table format to group the information, and then turn the lines off so only the information prints.

In Word, 2007, this was set up as a 3-column, 2 row table. The first row of columns was selected, and in the table tools LAYOUT tab, MERGE CELLS was used to join them into one block. The blank column at the left gives you control over the space that looks like an indent w/the lines turned off. “Education” was selected, and a style “Header” was applied. It’s a quick way to make uniform formatting. You can use Word’s built-in choices for a header font, size, color, etc., or define your own and assign a style name. 
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Below is the same table with the lines turned off. In Word 2007, you select the table cells you want to apply this to, go to the table tools tab (only visible when the cursor is within a table), DESIGN tab, about 2/3 of the way right BORDERS, and click the triangle to open the choices, select NO BORDERS. To make it easier to enter info, if you go to the TABLE TOOLS tab LAYOUT, and on the left, click VIEW GRIDLINES, the table cells will show up as dotted blue lines that are for editing use only and do not print. Very handy. Back on the DESIGN tab, you can choose the line thickness in the DRAW BORDERS area at the right. I chose a thick line, and selected the cells that have my contact info,  went back to the BORDERS tool, clicked the triangle down, chose the BOTTOM BORDER to make the thick black divider below. Many formatting options exist. 
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I highly recommend The Non-Designer’s Design Book and the Non-Designer’s Type Book by Robin Williams for basic graphic design conventions for good page organization. Also very helpful w/web pages.
Resume advice

There are many ways to do a resume, and you’ll get different advice from various quarters. The format I see most often in art applications is recommended by the College Art Association:

http://www.collegeart.org/guidelines/
See the CV advice here:

http://www.collegeart.org/guidelines/visartcv.html
Cover letter resources

http://www.quintcareers.com/cover_letter-dos-donts.html 

http://www.quintcareers.com/covres.html
http://www.career.vt.edu/JOBSEARC/coversamples.htm
http://www.collegegrad.com/jobsearch/Best-College-Cover-Letters/The-Reality-of-Cover-Letters/
Cover letter suggestions for applying to Masters programs

http://www.unm.edu/grad/eforms/intentletter.html
Resources

Chronicle of Higher Ed job tools:

http://chronicle.com/jobs/tools/  help for CV/resume, job questions forum, salary negotiation helps, and other good resources. 

 

