
 
A Quick Reference Guide: 

Arts and Humanities’ Resumes, Cover Letters, and CVs 
 
Resumes, cover letters, and Curriculum Vitaes are generally an employer’s first impression of 
your skills and achievements. As you write each of these documents, you are essentially 
creating your own brand; ie., how you will be perceived in the job marketing world both online 
and in person.  
 
Below you will find templates for humanities-based resumes, cover letters, and CVs. A 
comparison between a standard resume and an arts-based resume will show your job 
application documents can differ from those outside arts and humanities. In addition to the 
templates, a checklist for writing each of the documents will be provided to help structure your 
writing process and make sure you do not miss any crucial steps. A list of popular debunks are 
added here as well, as many of you will encounter a myriad of truths and fiction while writing 
your resumes, cover letters, and CVs. Finally, references, portfolios (artistic and academic), and 
interview prep will be briefly discussed. A bibliography will be included to allow you to continue 
your job application journey on your own.  
 
First thing out the gate that you need to know and prepare yourself for is that this is a process, 
and as such, you will need to spend time working and reworking these documents. You will 
have to proof, edit, ask for a second set of eyes, and then continue adding to each of these 
documents continuously as you progress through your academics and careers. A resume, cover 
letter, and curriculum vitae can always be improved upon; therefore, take criticism from others, 
especially those who have been applying for jobs a lot longer than yourself, and use their advice 
to help create your brand. It will take time to determine the difference between others 
preferences and helpful criticism. 
 
Let’s break it down just a little bit more and define what a resume, cover letter, and CV each 
entail and why they are important. Perhaps this will be information you already know and 
understand, but it has become increasingly clear in public service sector jobs that many people 
are unaware of each of these documents' significance for job applications. Even if this 
information is not news to you, as you embark on your arts and  humanities’ job ventures, this 
could potentially assist you with a customer, patron, friend, or coworker. 
 
A resume is a curated outline of your achievements and accomplishments, academic and 
career based. You will make many resumes, but you can stick to a template. Each resume you 
create will be specific to the job you are applying to, and adhering to the job posting description 
will be a great ally.  
 
A cover letter is an opportunity to introduce yourself to your potential employer by going 
into greater detail about your specific accomplishments and achievements that make you an 
ideal candidate for the job role. Detail, research, and highlighting your skills are essential to a 
good impression in a cover letter.  



 
A Curriculum Vitae, or CV, is essentially a complete list of all your achievements, job 
experiences, academics, internships - a culmination of your life’s work. A CV is extremely 
helpful to include on your social media pages (such as LinkedIn or Indeed) and personal 
website. Your CV will also help you keep track of your accomplishments and allow you to write 
your tailored resumes and cover letters easier. You will continuously make additions and 
adjustments to your CV throughout your life, and sometimes, this is a great way to reflect on all 
you have accomplished!  

 
 

 
A Few General Pointers  
 
There is an abundance of information out there about writing a good resume and cover letter - 
to the point where there is an overabundance. Unfortunately, there are no clear-cut rules and 
you will need to tailor your resume and cover letter each time you apply to a new job. However, 
there are some basic qualities that make up a good resume that go across the spectrum of jobs 
and fields of study that you should take note of: 
 

1. Relevancy 
a. Create a resume and cover letter that is specific to the position in which you are 

applying for. You can have a template or structure which you can adhere to, but 
the information will have to reflect each of the opportunities you apply for. Your 
CV can remain static, and will come in handy when applying to further schooling 
or adding to your personal website or LinkedIn. Keep in mind that someone with 
no knowledge of the job you are applying for should be able to read your resume 
and cover letter and guess the type of role you are after.  

2. Accomplishment-based 
a. Everything in your resume and cover letter must showcase the value you would 

bring to the job role, company, and organization. You are marketing yourself as 
the best potential candidate. Ask yourself, what do you want the reader of your 
resume and cover letter to know about you based on the experiences and 
examples you are providing? 

3. Error free and easy-to-read 
a. Here’s something I learned while researching and writing up this guide: the 

average time spent screening a resume is 30 seconds. With such little time to 
grab the attention of your reader, you want to stand out from other candidates in 
a positive way; for example, using simple or career-specific language, being 
legible, and having clear points that show you have read the job description and 
taken the time to create an error-free document.  

4. Detail-oriented and researched 
a. One of the best pieces of advice I ever received about resume and cover letter 

writing is to include details; such as, addressing the cover letter to the person 
who will be doing the hiring process. Some of the time, that information will be 



present in the job description, other times it will take a little more effort, potentially 
even a call, email, or finding the organization’s staff directory on their website. 
This will show both your interest in the job and your initiative - a skill highly 
coveted in all workplaces and generally a skill you will highlight in your cover 
letter and resume! Reading through a job’s website or social media sites is also 
highly recommended when crafting a resume and cover letter. Not only will this 
potentially give more insight to the company you are applying to, but it will help 
during the interview process later on.  

5. Language 
a. When you are writing your cover letter and resume, it is recommended that you 

use similar language from the job description. These are helpful, as the 
qualifications and skills requirements are going to be what recruiters are looking 
for. If you accentuate them or highlight them in both your cover letter and 
resume, then this will flag your application as filling in the requirements from the 
job ad. The way the job description lists the requirements for applicants is 
important; what I mean by this is, if they list education or necessary work 
experience first, put that at the top of your applicable skills and accomplishments 
in your resume and cover letter.  

b. Language is also important in regards to whom you are applying to. I learned this 
recently myself. In your cover letter you will want to be more personable 
depending on the job application; for example, a smaller, public institution versus 
a larger, academic institution. There is a language and format distinction 
expected from both public and academic organizations that dictates formality.  

6. Formatting 
a. Consistency is key here! Your use of font style and size, bullet points, and 

general formatting will need to be the same on each page of your resume AND 
your cover letter. Any differences will be noted, and the last thing you want noted 
by a potential employer is a formatting blemish - especially if you put ‘great 
attention to detail’ as one of your key characteristics/skills. This is where a 
second pair of eyes is crucial to your proofing and editing stage of your job 
applications’ documents.  

 
 

 
Writing a Resume 
 
Writing an arts and humanities resume can require different content, organization and formatting 
than other job sectors. Depending on the particular job and field of interest, arts’ resumes will 
highlight a number of skills and include some sections that are not present in a standard resume 
or academic CV. For this reason, an arts’ resume may be slightly longer than the standard 1-2 
page resume. Some emerging arts’ professionals will include a link to their portfolios and CVs in 
their contact information, or they can list at the end of their resume that their portfolio and CV is 
available upon request. Some of the careers where this type of resume will be used include 
positions within commercial galleries, museums, exhibition opportunities, and grant applications. 



A list of resources for various arts and humanities fields will be included in the bibliography that 
give more detail on resumes, cover letters, and CVs for specific job roles.  
 
In addition to the standard resume template of education, experience, honors, and awards, the 
arts’ resume may include some or all of the following sections: 
 

1. Bibliography 
a. This will include articles on your work, media interviews, and reviews of your 

work. 
2. Exhibitions 

a. A list of the exhibitions you have participated in along with details such as the 
name of the exhibit, place, and space.  

3. Publications, Speaking Engagements (ie., speaker series, lectures, conference talks), 
Productions, Shows, and Conferences 

4. Grants Applications 
a. Highlight the specific grants you have applied to successfully; this can be 

especially helpful for curatorial roles where grant writing and fundraising are 
considered highly marketable skills.  

 
When you are applying for a job outside the realm of academia and unrelated to your arts’ 
discipline you may use a more standard resume format. Using a standard resume will give 
potential employers relevant information about your transferable and administrative skills.  
 
Standard Resume Checklist:  
❏ 1-2 pages long making sure to pull relevant experience and skills to match the job 

description.  
❏ Use strong action verbs to start your bullet points: 200+ Action Verbs to Spice Up Your 

Resume | Columbia CCE 
❏ Keep your information clear and concise, include relevant details that will make you 

stand out as a top candidate for the position.  
❏ List sections and headings strategically to showcase necessary skills and qualifications 

outlined in the job description. You can match how the job ad was structured; for 
example, if education and work experience are the two first points on the requirement list 
for the job, then list education and work experience first on your resume. 

❏ Highlight volunteer activities and memberships (clubs, associations, and student 
organizations) to demonstrate leadership, extra curricular involvement, and initiative.  

❏ Your cover letter and resume match in terms of formatting: font style and size, header, 
type of bullet points, etc.  

❏ Use bold, underlining, and italics for emphasis - but use them sparingly and consistently 
to avoid clutter. 

❏ Your resume has been PROOFREAD and EDITED multiple times. Ask your friends, 
career counsellors at school, and coworkers to help you.  

 

https://www.careereducation.columbia.edu/resources/200-action-verbs-spice-your-resume
https://www.careereducation.columbia.edu/resources/200-action-verbs-spice-your-resume


*when writing out your arts’ resume, use the standard resume template as a guideline and 
continue to add in your more industry specific skills, education, and achievements.  
 

 
 
Writing a Cover Letter 
 
Generally, as a rule of thumb, you will have to provide a cover letter when applying for a 
position. Having a cover letter template ready to add requirements and specific job skills is 
especially helpful. 
 
The template from UWO’s career education page offers a good, basic template for you to add in 
your specifics. Remember that you will have to tailor EVERY cover letter and resume to fit each 
job you apply to. It can help if you have templates for different job areas and roles; for example, 
when you are applying for roles in academic or public settings, these will be two different types 
of writing styles.  
 



 
*The cover letter template from UWO’s career education page: Resumes | Cover Letters | CVs - 
Application Documents  
 
Cover Letter Checklist:  
❏ Your cover letter is addressed to the specific hiring person by name and title. 
❏ Formatting is the same throughout your cover letter, and matches your resume (font 

style and size, header, etc). 
❏ Your cover letter shows that you have taken time to research the company and the 

position by using words from the job posting and the job website.  
❏ Company address has been included which shows you have taken the time to be 

detailed.  
❏ Specific skills and experiences have been highlighted to match what the employer is 

seeking. 

http://career.uwo.ca/prepare/resume_cv/index.html
http://career.uwo.ca/prepare/resume_cv/index.html


❏ You have told the employer a little about yourself, in a way that has not been captured 
by your resume that links to specific qualifications the employer is seeking. 

❏ Focus has been given on how you can benefit the company, and how this also aligns 
with your career goals.  

❏ Your cover letter has been PROOFREAD. This is going to be the first example of your 
written communication skills, and you want it to be as close to perfect as possible.  

 
 

 
Writing a Curriculum Vitae (CV) 
 
Your CV will be similar to a resume but will feature a culmination of all your skills, experience, 
and education. A CV will contain more detail and will be longer than a resume’s 1-3 pages.  
CVs are often required for applications to graduate school, scientific research, and academic 
positions. There are no specific guidelines for how you should organize your experiences or the 
information you choose to include, but remaining on brand with the rest of your documents does 
create a sense of flow and dynamism to your application documents. Here are a couple of 
pointers for drafting your first CV: 
 

1. The basics of resume writing still apply to your CV (see above). 
2. Examine CVs from individuals above your status as an emerging professional. A great 

place to look is LinkedIn.com as many professionals will post links to their websites 
which generally contain their CVs.  

3. Remember, while looking at other professionals documents to not feel overwhelmed - 
you are just starting out and this is a normal place to begin as an emerging professional 
in arts and humanities.  

4. Continue to update your CV with your accomplishments, academics, and pursuits. The 
more detailed your CV the handier it will be when drafting a cover letter and resume for a 
new job application. 

 
CV Checklist:  
❏ Include all potential experiences, accomplishments, and skills that showcase you as an 

emerging or distinguished professional. 
❏ Use strong action verbs to start your bullet points: 200+ Action Verbs to Spice Up Your 

Resume | Columbia CCE 
❏ Keep your information clear and concise.  
❏ Organize you sections and headings; for examples, Education, Work Experience, 

Publications, Volunteer Experience, etc.  
❏ Highlight volunteer activities and memberships (clubs, associations, and student 

organizations) to demonstrate leadership, extra curricular involvement, and 
initiative.  

❏ Your CV should follow the same formatting as your cover letter and resume: font style 
and size, header, type of bullet points, etc. Especially if all application documents are 
necessary for a particular continuing education or research opportunity.  

https://www.careereducation.columbia.edu/resources/200-action-verbs-spice-your-resume
https://www.careereducation.columbia.edu/resources/200-action-verbs-spice-your-resume


❏ Use bold, underlining, and italics for emphasis - but use them sparingly and consistently 
to avoid clutter. 

❏ Your CV has been PROOFREAD and EDITED multiple times. Ask your friends, career 
counsellors at school, and coworkers to help you.  

 
 

 
Popular Questions and Answers 
 
1. I’ve heard that my resume is too long and should be one-page. What is the standard, and 
acceptable length a resume should be? 
 
Okay, so, this comes up often! This might make sense if you are entering the working world for 
the first time, or if you are applying to a job fresh out of college or high school. However, if you 
are an emerging professional or an experienced professional that’s been working for a while, 
one page will not offer a good summary of your qualifications, experiences, and skills. 
Essentially, modify and tailor to include only relevant information that will allow you to stand out 
as an exceptional candidate.  
 
2. Should I include my entire work history? 
 
This goes along with the first question. While it is important to provide a clear concept of your 
work experience, you do not need to include every single job you have ever worked. Focus 
specifically on jobs which emphasize similar qualifications and requirements to the one you are 
applying to. 
 
3. I took a couple gap years between school and working in my field, and I’m worried this will 
look bad on my application. Should I hide my gap years, and how would I go about that? 
 
This has been a very popular question as of late! Considering the job market these days, 
especially within the arts sector, no one is going to fault you for having work gaps inside your 
resume. It does not mean that you were not holding down another job, it was just not relevant to 
the job you are applying to. Or, perhaps you were travelling and developing skills, volunteering, 
attending conferences, or building up your portfolio in other ways! If you are still worried that 
your gap year(s) may come up in an interview, prepare how to address this in advance. What 
did you learn in the span of time you were in a gap? Did you learn public service or 
communication skills, were you maintaining networks through volunteering, or broadening your 
understanding of the arts sector through research/readings/etc.  
 
4. Do I need to provide a detailed list of all my duties for every job I’ve ever worked? 
 
No. That’s the short answer. It is similar to including jobs that are applicable to the one you are 
applying to. The same is applied to your duties in those jobs. The potential employer will only be 
concerned with how you will contribute to their organization or project. A way to keep track of 



what you have done in each of your jobs is to add this to your CV, then you can pull the 
information from your CV when necessary in applying to a specific role.  
 
5. Does my resume have to be creative? 
 
I will counter this question with a question because everyone enjoys that: will having a creative 
resume bolster your application in some way? If it will, then yes be creative. But if it will not add 
any value to the job you are applying to then you do not have to. The idea that your resume 
needs to stand out is true, but you do this by showcasing your skills and qualifications. If you are 
applying to a media arts job then perhaps having a creative resume will add to what you have 
listed as skills because it will back up what you are listing in your resume.  
 
Your resume is a reflection of how you want to be viewed by employers, so, if you would like to 
be reflected as a creative person as part of your brand and think this will influence applications 
effectiveness then go ahead! If you are still unsure, then look up potential resume templates and 
see how you can add creative flair without being too distracting from your resume. This could 
include font, formatting, or thematic color(s).  
 
6. Do I need to include a photo of myself? 
 
No, you do not need to have a photo of yourself on your resume. That is not to say you cannot 
include a photo of yourself if you want to. This goes along with the previous question and asks 
you to consider what you ‘want’ to include on your job application documents. If still unsure, you 
can always include your LinkedIn profile where employers can go to look for a photograph of 
yourself and will also see CV for more information on what you have accomplished outside of 
what is included in your resume and cover letter.  
 
7. Does the format of my resume and cover letter matter? 
 
Absolutely format matters! As we have discussed throughout this entire guide, format is 
essential to a successful application. Employers and recruiters go through hundreds of resumes 
for many different jobs, and they are used to a particular resume and cover letter structure. 
Making sure you follow the job description will be key to understanding what they are looking for 
as critical skills. Highlight those in both your cover letter and resume, and make sure to keep the 
stylistic formats the same throughout: ie., fonts, headers, etc. 
 
8. Can I send the same resume and cover letter to everyone? 
 
No, you cannot if you are expecting to get a good job in your field. You will have to tailor it to fit 
each job you apply to, as each job will be asking you to fill specific roles. Having a template that 
looks similar is fine, but the information in both your cover letter and resume will be different for 
each job you apply to. Keeping the exact same resume and cover letter for every job will 
definitely hurt your chances at being hired.  
 



9. Should I send a follow-up email to employers after a few days of applying? 
 
Getting a new job can require persistence, but not always. However, you do not need to email a 
job you have just submitted your resume to after a couple days. Give them time to go through 
the applications. Wait until a couple of weeks have gone by since the job’s closing date before 
sending a follow-up. If they decide not to hire you, you can send another email thanking them 
for the consideration and reiterate your interest in future opportunities.  
 
10. Should I include jobs that I have been fired or quit on my resume? 
 
There are plenty of reasons to get fired or quit that have nothing to do with misconduct or 
misgivings; for example, what about being fired due to a pandemic or an improper hiring due to 
miscommunication between supervisors? If the job is essential to your current application, and if 
you can use the prior job in a positive manner, then you can definitely include it. If you can find 
the skills and qualifications from another job, it may be best to use the alternative.  
 

 
 
References, Portfolio(s), and Interview Prep 
 
Not specifically mentioned in the title of this document, there are three other areas which you 
will want to know more about when applying for arts and humanities jobs: references, 
portfolio(s), and interview preparation.  
 
References are just as important as a good cover letter and resume. A good reference can 
influence the opportunities you are applying to, whether that is a job, internship, grad school, an 
entry for an exhibition, or a research opportunity. Choose your references carefully, considering 
who knows you best for your work habits and qualifications. Confirm with your references in 
advance of applying to a job, making sure to send them the job application outline so they can 
be better prepared to answer questions about you. Determine with your references what is the 
best way a potential employer can reach out to you - whether by phone or email, or both.  
 
Asking a professor for a letter of recommendation can seem like a daunting task. You will want 
to ask people who are familiar with your academic work and performance over the years. I 
would especially recommend professors who have witnessed your field work; for example, 
exhibition planning, internship work, or any other involvement in your program that goes above 
written work. You will also want to ask professors who can speak about the knowledge and 
skills you have demonstrated in your field of study which you will be targeting for jobs. If at all 
possible, you can request a reference letter from a professor or other professionals who can 
speak to your work and character. These letters can also be handy when applying for grad 
school! 
 
List of other things to remain aware of when requesting references: 



1. Prepare a summary document with all of the courses you took with the professor and 
reference any papers or projects that you did exceedingly well on. 

2. Provide your resume to show your extracurricular achievements and work experiences - 
describe in writing the types of jobs you are looking for and the qualifications that you 
are focusing on. Including your cover letter can help with this process as you can be 
more detailed. 

3. Request a meeting if at all possible. 
4. Lastly, remain respectful of others’ schedules, giving those you request a reference letter 

from at least several weeks advance notice of when the semester ends or whenever you 
require the letter for applications.  

 
A good template for a recommendation letter is included below from: The Balance Careers - 
How to Ask a Professor for a Letter of Recommendation 
 

 
 
*This template can be downloaded in Word Online or Google Docs so you can edit. 
 

https://www.thebalancecareers.com/how-to-ask-a-professor-for-a-recommendation-2060798
https://www.thebalancecareers.com/how-to-ask-a-professor-for-a-recommendation-2060798


Portfolio(s) 
 
A portfolio is a compilation of materials that exemplifies your skills, qualifications, education, 
training, and experiences. A portfolio can be especially useful when applying for research and 
academic positions, showcasing your artistic abilities, and during the interview process. Here we 
will be discussing portfolios used for the interview process.  
 
Use your portfolio to identify the skills you have gained through your various experiences, both 
throughout your education and in the field. Choosing the most relevant experience and putting 
them in an easily understood format will help you better articulate your skills and experiences 
when asked questions about your qualifications during an interview. A professional portfolio will 
also show an employer proof of your organizational, communication, and tangible career related 
skills.  
 
When you are selecting the samples of your work for your portfolio ask yourself the following 
questions: 
 

1. Which skills is the organization looking for in this position? 
2. What is your best work? 
3. Which samples show the most skills and competencies? 
4. How can I speak about these examples of my work within the interview? 

 
Some ideas of samples of your work to use in your portfolio include: 
 

● Works in progress, or career-related projects or activities that you are currently working 
on that would add to your list of skills and qualifications for that career field.  

● Certifications, diplomas, degrees, or awards. 
● Community services and/or volunteer projects. 
● Professional memberships and certifications. 
● Your academic transcripts, especially the classes which you excelled or offered training 

in specific skill sets for your career field.  
● References of up to five people who can vouch for your professional and academic 

qualifications.  
 
If you are looking for more information on creating portfolios for showcasing your artwork, or 
when applying for research and graduate studies, here are a couple resources: 
 
“The Complete Art School Portfolios Guide.” Art Prof. 
https://artprof.org/courses/art-school-portfolio/ 
 
For examples of Master of Arts portfolios: 
https://www.tc.columbia.edu/arts-and-humanities/applied-linguistics-tesol/current-student-resour
ces/sample-masters-portfolios/ 
 

https://artprof.org/courses/art-school-portfolio/
https://www.tc.columbia.edu/arts-and-humanities/applied-linguistics-tesol/current-student-resources/sample-masters-portfolios/
https://www.tc.columbia.edu/arts-and-humanities/applied-linguistics-tesol/current-student-resources/sample-masters-portfolios/


Interview Preparation 
 
Interview prep is going to be discussed in greater detail this Career’s Workshop week, so I am 
only going to include a few resources and a checklist for you to follow. 
 

1. Review the job description, multiple times, before going to the interview. Anything 
specific to the job that you are unsure about, research and refine you understanding. 

2. Thoroughly research the company. Read through the company’s bio and the latest 
projects or achievements of the organization. This will also include the organization’s 
social media profiles. 

3. Think through what you are going to wear, and dress ahead of the date to make sure 
everything fits the way you would like.  

4. Plan out your journey to the interview, whether online or in person. Hash out the details 
so you can arrive promptly and early to the meeting time.  

5. Prepare for questions you want to ask at the end of the interview. Have a few designed 
in case some are already discussed throughout the interview process.  

6. Prepare for the questions you may be asked by the employer or recruiter.  
7. After a couple weeks have gone by, follow up with the employer or recruiter if you have 

not heard anything. 
 

 
 
Resources 
 
Research for this guide came from a variety of personal experiences, and source materials 
(which are included below for you). It is highly recommended you use the resources below to 
further your understanding of arts and humanities job applications. This will be a continuous 
learning experience for you!  
 
Online Resources 
 
“Standards & Guidelines: CAA Guidelines.” College Art Association of America, Inc. 
https://www.collegeart.org/standards-and-guidelines/guidelines  
 
“Resumes, Cover Letters, CVs.” Western Student Experience, Western University. 
http://career.uwo.ca/prepare/resume_cv/index.html  
 
“The Artist CV.” Agora Gallery. 
https://www.agora-gallery.com/advice/blog/2018/07/16/the-artist-cv/#:~:text=The%20letters%20
%E2%80%9CCV%E2%80%9D%20stand%20for,are%20the%20right%20fit%20for 
 
“How to Ask a Professor for a Letter of Recommendation.” Alison Doyle, The Balance Careers 
website. 
https://www.thebalancecareers.com/how-to-ask-a-professor-for-a-recommendation-2060798 

https://www.collegeart.org/standards-and-guidelines/guidelines
http://career.uwo.ca/prepare/resume_cv/index.html
https://www.agora-gallery.com/advice/blog/2018/07/16/the-artist-cv/#:~:text=The%20letters%20%E2%80%9CCV%E2%80%9D%20stand%20for,are%20the%20right%20fit%20for
https://www.agora-gallery.com/advice/blog/2018/07/16/the-artist-cv/#:~:text=The%20letters%20%E2%80%9CCV%E2%80%9D%20stand%20for,are%20the%20right%20fit%20for
https://www.thebalancecareers.com/how-to-ask-a-professor-for-a-recommendation-2060798


 
“How to Prepare for a Job Interview.” Robert Half. 
https://www.roberthalf.com.au/career-advice/interview 
 
Available at London Public Library:  
 
Interview Answers in a Flash, Pat Criscito and Dee Funkhouser. 
 
101 Job Interview Questions You’ll Never Fear Again, James Reed. 
 
The Everything Job Interview Book: All you need to stand out in today’s competitive job market, 
Lin Grensing-Pophal. 
 
Knock ‘em Dead: Resumes, Martin Yate. 
 
Step-by-Step: Resumes, Evelyn U. Salvador. 
 
Step-by-Step: Cover Letters, Evelyn U. Salvador. 
 
 
 

https://www.roberthalf.com.au/career-advice/interview

