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WHAT’S NEXT?

CVS, COVER
LETTERS &

FINDING WORK



WHY A CV?

RECORD OF
EXPERIENCE &

EDUCATION

CHANCE TO SHOW
OFF YOUR SKILLS

1  INTRODUCTION
TO A COMPANY

ST
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CV STRUCTURE

PROFILE/KEY
SKILLS

WORK
EXPERIENCE

EDUCATION SUPPORTING
AWARDS/

CERTIFICATIONS
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PROFILE/KEY SKILLS

Job Seeker

Jobseeker@gmail.com – 078000000 – website/address
 
Profile:

Up-and-coming producer accomplished in delivering successful film and television productions according to schedule,
budget and content standards.  

Collaborative in working with strategic and creative teams to develop and produce quality video content. Expertise in
preproduction logistics, planning, production, custom graphic compositions, special effects and asset management.  

I am now looking to continue my career in TV and Film and am currently looking for roles within content production. 
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AI/CHATGPT

Always reread and edit your CV after using AI tools especially for grammar.

Use AI prompts to rephrase achievements or responsibilities to better match job

descriptions.

Recruiters can often tell when content is AI-generated.

You can use tools such as ChatGPT/Co-Pilot to find strong synonyms.

Use AI tools to rephrase or bullet points ensuring key achievements stand out.

Treat AI as a helpful tool, not as a replacement for your judgment and professional tone.
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WORK EXPERIENCE
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EDUCATION

Correct Layout:
Academic Achievements

Degree
BA (Hons) Digital Television Production
‘Your University’, Media Production, 2:1

A-Levels:
MEDIA COURSES

GCSE's:
8 GCSE's ranging from A-C, including Maths, English, and
Science.



searchlight

THE S.T.A.R FORMAT

SITUATION

S

What was the situation
you found yourself in?

TASK

T

What was the specific
task you had to

achieve?

ACTION

A

What action did you
take? 

RESULT

R

What was the outcome? 
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DO’S & DON’TS: PERMANENT CV 

DO’s DONT’S

Make your CV clear, neat and tidy
Tailor your CV to the job
Place the important information up-front
Keep it short and sweet
Play to your strengths
Use bullet points
Include keywords from the job description
Quantify your experience
Ensure contact information is current
Use dates of employment

Use complicated fonts & colours
Use unprofessional email addresses
Send with spelling mistakes
Include a photo
Overload with jargon
Leave gaps in employment history
Use clichés (Hard Worker/Team Player)
Neglect your LinkedIn
Overuse BOLD or Italic
Repeat responsibilities
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DO’S & DONʼTS: CREDIT CV

DO’s DONT’S

Highlight your freelance experience
Focus on project-based achievements
Use a project-based format
Showcase your specialised skills
Mention notable clients/brands
Include links to your portfolio
Mention collaboration tools
Highlight contract durations
Include testimonials or client feedback
Provide your availability

Use complicated fonts & colours
Use unprofessional email addresses
Send with spelling mistakes
Include a photo
Overload with jargon
Leave gaps in employment history
Use clichés (Hard Worker/Team Player)
Neglect your LinkedIn
Overuse BOLD or Italic
Repeat responsibilities
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DO’s DONT’S

Customise for the job
Address the hiring manager
Open strong
Highlight relevant achievements
Show enthusiasm 
Keep it concise
Proofread carefully
Align with the job description 
Use a professional tone 
Include a call to action
Use a clean format
Quantify success

Rehash your CV
Use a generic template
Be too wordy
Be negative
Include relevant information
Use informal language
Be overly confident or humble
Overuse ‘I’
Use cliches or overused phrases 
Make Demands
Forget to read the job description throughly

DO’S & DONʼTS: CREDIT CV
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GOOD CVS: PERMANENT
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GOOD CVS: FREELANCE
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LINKEDIN

HAVE A LINK TO
LINKEDIN ON YOUR CV:

1

Again when people get the
dates wrong it then often
leads to inaccuracy with
the companies they have

worked for (or those
companies are simply

missed out). It goes without
saying that these need to

match.

HAVE A PHOTO
ON LINKEDIN:

2

Keep your photo
professional and do not put

one on your CV.

ENSURE YOUR LI PAGE IS
SIMILAR TO YOUR CV:

3

It can have a bit more detail
about your career journey
but is basically a blurb on

your professional career to
date so make it good.

USE SKILLS AND
KEY WORDS:

4

Recruiters will use the key
word function to find

candidates

OPEN TO WORK
BANNER:

5

An ‘Open to Work’ banner
boosts visibility. It shows
you're available to your

network and recruiters. It's
a simple way to speed up

your job search.



searchlight

A COVER LETTER SHOULD...

Be well-written and provide some sense of your personality and professionalism. 

Target the position for which you are applying.  

Show that you've taken the time to write compelling application material that shows your

interest in working for the business in this role.

Make clear and persuasive connections between your experiences and the skills required

to excel in the job.

Use ChatGPT to draft your cover letter, but remember to edit and personalise it before

sending.

https://www.thebalancecareers.com/how-to-show-your-personality-in-a-cover-letter-4174695
https://www.thebalancecareers.com/how-to-write-a-personalized-cover-letter-2060283
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GOOD COVER LETTERS
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FINDING
WORK
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NETWORKING:IN PERSON

GET A LIST OF ATTENDEES
Take a look at the names and select a
few people you want to meet. Look at

their LinkedIn and Twitter profiles to see
what they’re talking about and whether

you have any mutual connections.

REACH OUT
Reach out to a few people you want to

meet on social media to start the
conversation. You’ll feel more

comfortable introducing yourself when
you meet in person.

ARRIVE EARLY
It may be tempting to arrive “fashionably

late,” but it’s easier to mingle with just
two or three people than it is to walk into

a room full of people you don’t know.



searchlight

BE BOLD & CONFIDENT FOLLOW UP FREELANCERS

For some people, this comes naturally.
Others may need to “fake it until you

make it.”

Exchange numbers/email with the people
you meet, then follow up with them,
either by phone, email or LinkedIn. 

Connect with freelance colleagues get
numbers and make yourself

indispensable 
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WHERE TO LOOK FOR WORK



CONTACT US
mail@searchlight.global www.searchlight.global

+44 (0)20 7383 3850Lion Court, 25 Procter St, London, WC1V 6DW
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