No man is an island,

Entire of itself,

Every man is a piece of the continent,
A part of the main.

If a clod be washed away by the sea,
Europe is the less.

As well as if a promontory were.

As well as if a manor of thy friend's
Or of thine own were:

Any man's death diminishes me,
Because | am involved in mankind,
And therefore never send to know for whom the bell tolls;
It tolls for thee.

John Donne



http://www.poemhunter.com/john-donne/poems/

The Information Relationship in Professional Life— You and the World

You are represented by the information The world is represented by the

generated by your personal and information generated by the requirements
professional history. of its reality.

What do you have to offer? What is the world looking for?

> FAILURE <
— SUCCESS —




1) The Dependent

For this path the world will
supply all the requirements
which you have try to meet .

You need information about
the world — everything related
to the work offer.

The world needs all your
Information in order to
evaluate your suitability for
the position.

Information for professional and personal
relationships in any career.

2) The Independent

This path is created by you because
you have detected that the world is
missing something that you can

supply.

To detect that which is missing, you
need information about the world.

You need to tell the world the what
where, when, why, and how of your
contribution.

3) A Combination
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General Necessity

Whether you have to fulfill worldly
requirements or inform the world
about your new contribution you will
have to introduce yourself and present
your wares to the world.

Necessity of Opportunity
These are the opportunities

created by job offers or
entrepreneurial enterprise. These
require specific documents for specific
circumstances.

Action

To create an archive containing all
information regarding your
personal and professional history.
Collect the information

Sort the information

Action

Depending on the requirements of

the development of the stages

of the opportunity

Collate the information from the archive
Create the required document

The Archive

COLLECT
SORT
COLLATE
CREATE
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Personal

Educational

SORT

Information should be sorted
into broad categories and the
information of each category
may be ordered using criteria
such as chronology and or
significance.

Employment

Recognition

Social and Extramural



MASTER DOCUMENT

Take each of the broad categories and subdivide them into sub categories

PERSONAL
EDUCATION
EMPLOYMENT
RECOGNITION
SOCIAL
EXTRAMURAL

FUNDAMENTALS
WHAT/WHEN/WHERE

EDUCATION
Most people tend to state

the degree name and forget
that in taking some of their
degree courses they acquired
real work related experience.

v

EXPERIENCE GAINED



MASTER DOCUMENT

The Curriculum Vitae

The Resume

The Cover Letter

The Letter of Interest

The Personal Statement

The Personal Biography

The Artistic Portfolio / Sound Archive
Interview Perspectives



MASTER DOCUMENT
CURRICULUM VITAE

Curriculum Vitae literally
means the course of life. The
document is a comprehensive
and detailed account of your
educational and professional
life. It lists your academic
history, your employment
history, your skills, the honors
you have received, and your
creative output. Because of its
comprehensiveness and detail
it can be used as a primary
source for other documents
such as resumes, professional
biographies, and letters of
different types

1 Personal Details

Obligatory Details. These appear at the top of your CV and should include your name and

surname, your physical address, your telephone number(s), and your email address.

4

2 Education

This section will appear directly after your personal details as it is the most directly related
to the your profession and is of most value to your employer. Normally the sequence of
presentation is from most recent to most distant. It will state the place and time of your
studies

Degree Summary e The degree consisted of applied performance (Flute) and core courses
concerning all aspects of Western Art Music.e Music Theory (Tonal and Post Tonal Music).
® Music History @ Orchestration Techniques. @ In the final year | took an Independent
Study course in which | did applied 20th Century Music Notation.

Acquired Skills @ High level competence in using Finale/Sibelius music notation software. e
High level competence in Concert Poster design. @ High level compstence in Concert
Program Notes compilation. @ High level competence in Instrumental arrangement and
scoring.



3 Employment History

Employment history is normally ordered in chronological order starting from the most recent to the most distant but you
should also consider putting them in order of relevance to the necessities of your job. As in the education section, you should
include the name of the employer, the date and the job title.

Job Description e Stocking and Ordering. ® Sales Cashier and Customer Service e Clerical — Inventory

Skills Acquired. ® Familiarity with basic restocking operations — invertory, restocking, orders, pricing, sales. ® Knowledge of
various publishers. ® Dealing with clients — customers service, basic sales techniques

.

4 Internships/Social Responsibility/Voluntary

These three categories can be placed together or treated individually if you have done a considerable amount of work in any
one field. The labeling is done in exactly the same manner as Education and Employment History. Here too you have to decide
whether chronology or relevance is going to dictate the ordering sequence. For these sections you might also consider writing a

. 2

section on aquired skills.

5 Honors and Awards

As artists and musicians we have to deal with our creative output and any related honors derived from it. These items are not
difficult to handle because they will become. These sections may be labeled as Academic Honors, Honors Society Nominations,
Placement at National or International Competitions, Institutional Awards and Prizes. Here, reverse chronological order is the
norm. The labeling will again be the same with the name of the Organization, the locality, the title of the award and the date
in which it was received



6 Artistic Output

This heading is also peculiar to artists and musicians because it lies at the core of most fine arts and music programs. For
musicians it will consist of a list of concert performances. As fine arts majors it will consists of artwork that has appeared in
exhibitions, been used in the design of publicity materials or product design.

2

This is where you get to list ant pursuits that describe what you do with your spare time. The listing order here should follow
your personal preference. If you have achieved a level of excellence in your pursuit do not hasitate to mention it.

7 Activities

® Fly fishing @ Chess ® Water Polo — Potsdale Water Polo Team




CHECKLIST

Do not inlude any materials that cannot be backed up by a
source or authentic document.

Do not use templates

Checking and Rechecking Grammar, Punctuation, and Spelling

Language

Heading Types and Order of the Evidence Section



Dependent

Clark-Wilkins School (Clark Location)

SAU 39

Amherst , New Hampshire

Job ID: 2520244

Application Deadline: April 15, 2016

Posted: March 30, 2016

Starting Date: August 2016

REQUIREMENTS:

1. NH Certification in Music Education (1200).
2. Successful experience and/or training in the
field or level within the last five years.

3. Demonstrated commitment to, “Engage,
Support and Challenge All Learners.”
QUALIFICATIONS:

1. Demonstrated instructional skills at the
elementary level.

2. Enthusiastic, articulate, creative, people-
oriented, and caring.

3. Committed to the elementary school
philosophy and grounded in elementary school
curriculum.

4. Excellent communication skills, well-
organized, efficient, reliable, independent, and
well-developed collaborative skills.

Positions Available: 1

The application packet must include: cover
letter, resume, application, values statement,
original transcripts, proof of certification and
three letters of reference.

; LR
The opportunity announces itself

Entrepreneurial

You want to contact this art gallery to see
if they would be willing to host an exhibition
of your artwork.

311artworks was established in
January 2011. Its goal is to
support young artists and to
bring their art to a wider
audience.

Lileci Hendek Caddesi 31,
Tophane/Beyoglu,
Istanbul 34440
info@31lartworks.com



mailto:info@311artworks.com

Why information about the world is as important as that which you have to offer.

Everything in green is factual and you either
have it or you do not.

Things in red requires that you

a) have real world experience

b) have an understanding of and an
explainable affinity for the desired
ideas, philosophies, and or values

These are all skills that you might

have developed either during -«—
certain courses or in job/social
settings.

REQUIREMENTS

1. NH Certification in Music Education
(1200).

2. Successful experience and/or training in
the field or level within the last five years.
3. Demonstrated commitment to, “Engage,
Support and Challenge All Learners.”
QUALIFICATIONS:

1. Demonstrated instructional skills at the
elementary level.

2. Enthusiastic, articulate, creative, people-
oriented, and caring.

3. Committed to the elementary school
philosophy and grounded in elementary
school curriculum.

4. Excellent communication skills, well-
organized, efficient, reliable, independent,
and well-developed collaborative skills.



Clark and Wilkins Schools

Amhe%%ﬁgmmary
Welcome to Clark-Wilkins School! \We look forward to working with you and encourage you to express your ideas and concerns with
us. Communication among students, parents/guardians, the community and the school is key to our mutual success. We believe that | ear ning is a lifelong
process, and that it takes the cooperation of everyone concerned working together to promote a safe, positive and effective s cho ol experience for our
children.

The Amherst School Board, Clark-Wilkins School Administration and Staff are committed to providing a safe and comfortable atmosphere in which
children can learn . This includes showing respect for one another and the school facilityy, encouraging a sense of self-responsibility and taking pride in
working to the best of o n e abdity . Within this environment, we also are committed to:

e Developing each st u d e fult academic potential

e Cultivating good character, citizenship and self-reliance

e Helping students to build positive self-esteem and desire to become lifelong learners

» Encouraging collaboration among staff to provide learning experiences relevant to all st u d e needs’

e Implementing curriculum in ways which will motivate and challenge students

e Involving students in programs that promote healthful living

» Establishing a school/community  partnership

Pre-K, Kindergarten and first grade students attend the Clark School, while Wilkins School houses students in grades one through four. Both schools
focus on early intervention with a focus on literacy and mathematics instruction . Additionally, all grade levels incorporate units of study in the areas of
social studies and science into their curriculum topics. The annual “ Wr i tHensgt i shavkcases the “ pu b | i svbrle df’all students as a culminating

activity for our focus on reading, writing, and speaking . A noted “ ¢ hi | d awhor’ dsits the schools each year to speak with students, to share the
books the author has published, and to verify the steps and processes authors follow in bringing a book to its final form .

All students in grades one through four receive weekly instruction in music, art, physical education, and library . Guidance and Technology are also
targeted areas of instruction for all students .

Both schools offer a variety of special education, speech and language, occupational therapy, academic, guidance, and reading support services to
meet the wide range of needs of our many students . Additionally, selected students at Wilkins School have the opportunity to participate in a range of
enrichment activities including : The “ Nat i Geogrdphic Geography B e e and "Scripps National Spelling Bee".

Parent volunteers play a critical role in providing support to students in the cafeteria, in classrooms, at assemblies, and on field trips . Through the
significant fundraising efforts of the Amherst PTA and the Amherst Junior Wo me n Clgb, our schools offer many enrichment activites and assemblies,
purchase instructional materials to support student learning, and provide offerings to connect learning at the schools with the world beyond Amherst .

The Clark and Wilkins Schools strive to offer educational excellence by providing safe, comfortable, and motivational learning environments that meet
the many needs of our student populations .



The Resume.

It is the most requested document in most job applications and collaborator searches.
It difficult to construct because of its brevity.
Resumes, as opposed to multi-page CVs, are supposed to be no longer than a single page.

It is not just a shortlist of your acheivements

The resume is a tool with one specific purpose: to win an interview...it doesn’t just tell them what you have done...... It

presents you in the best light. It convinces the employer that you have what it takes to be successful in this new position
or career.

To achieve this you must study the job description carefully and think of what, how, and why you are not only suited to the
position but also how you would excel at it.

It is of vital importance that you know as much about your prospective employer’s characteristics as possible. The reason
for this is that unlike the CV, the resume can nowadays be a most creative document.
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ﬂ WRATCH IN HORROR AS HE
UNLEASHES HIS DASTARDLY SKILIS!
PHOTOSHOP, ILIUISTRATOR, MACROMEDIA
DIRECTOR, PHOTOGRAPHY, PHOTO
RETOUCHING, MACROMEDIR FLASH,
APTER EFFECTS, HTML, €95, MICROSOFPT
WORD, EXCEL, ACCES, CUTIOOK

HR Solutions, Inc 3/06 - present
Technical Creative Specialist

* Acted as ateam lead for the
Productien Department

* Assisted the Preduction Manager in the
day o day operations of the Production
Department

EDUCATION
The Illinois Institute of Art

=Designed various reports. présentations.

:I.:lr::::: :':’:'-'ﬂ::::{: anilysis Bam:-alm :: nfll‘r%ﬂ ul -

. ultimedia Production
8ad precessing craduated June, 2002

*Trained Production persannel In various
technigues and applications



Personal Details.
The personal details for the resume, name, surname, physical address, contact phone number and e-mail, are exactly the
same as those for the CV and are placed at the top of the document.

Your Obijective.

Here, you take the information of the job description and explain.
1) That you want the position

2) That you have comprehensive skills

3) Why you want to work in the work environment described.

4) What you think you can bring extra to the job.

Your Proof

The evidence section will consist of two or three paragraphs that will provide proof of your claim in terms of level of
education, employment history, the skills that you gained during both your studies and from your previously held jobs,
internships, placements, and or social responsibility projects.

You should also include what you consider to be your greater accomplishments. While you have different choices as to
how you will subdivide and sequence the information i.e., whether you wish to place headings for each section or not or
whether you wish to put the information in reverse chronological order, you should select the information that best
represents you and best serves the job requirements. Again all the information you will need is in your CV under the
education, employment history, acquired skills (for both employment and education), Internships, and Social
Responsibility.




CHECKLIST

Do not inlude any materials that cannot be backed up by a
source or authentic document.

Do not use templates

Checking and Rechecking Grammar, Punctuation, and Spelling

Language

Heading Types and Order of the Evidence Section



FOUND IN REAL RESUMES

Objectives:

To acquire a creative development position within the entertainment industry that would utilize my vast (2 years)
technical experience.

Job responsibilities:

Creator / Writer: ihatemylife.us, Los Angeles, CA

Develop and recommend an annual operating expense fudget.

While | am open to the initial nature of an assignment, | am decidedly disposed that it be so oriented as to at least
partially incorporate the experience enjoyed heretofore and that it be configured so as to ultimately lead to the
application of more rarefied facets of financial management as the major sphere of responsibility

Qualifications:

| am a great team player | am.

| have lurnt Word Perfect 6.0, computor and spreadsheat progroms

| am a perfectionist and rarely if if ever forget details.

Marital status: often. Children: various.

Skills and accomplishments:

Excellent memory; strong math aptitude; excellent memory.



Personal Details.

Your name, surname, physical address, contact telephone, and email.

Date

Contact Details

Employer or Collaborator Name

Position or Title.

Name of Company or Institution.

Employer’s full address

Introductory Paragraph.

State the type of collaboration that you desire.

State how you came to know the contact to whom you are writing.

If you were referred, state your reference.

Explain why you think or believe your contact is the collaborator you are looking for.
Explain what your mutual benefits could be.

Central Paragraph

This paragraph is used to make a connection between what you believe the collaborator
has to offer to what you have to offer specifically in this case.

Closing Paragraph

Here, you should restate your interest and suitability. Try not to use the same wording as
in the opening paragraph but rather paraphrase the content of the opening.

In the first case you show politeness and defer to the opposite party’s decision.

In the second case you show assertiveness.

Print your name in full and sign the letter
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