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MODULE THREE – HOW DO I PRESENT MYSELF? 
 

The Highlights 
 

Now you have the first two pieces of business plan - your goals and your SWOT 
analysis. For your own information you have done a STEEP analysis of your discipline. In this 
module you will begin writing your promotion pieces starting with your Vision/Mission Statement.   
 
1.  Vision & Mission Statements      

Your Vision Statement is as vast as the blue sky – if you could have everything you wanted it 
would be. 
 
Your Mission Statement is how you’re going to get there. 
 
Examples from Manitoba Music: 

 Vision Statement:  Manitoba Music is known worldwide as the hub of Manitoba’s vibrant 
music community 

 Mission Statement:  To develop and sustain the Manitoba music community and 
industry to their fullest potential 

 Values:  Integrity – Transparency – Accountability – Inclusivity – Foresight 
 
Example from instructor: 

 Vision Statement: To create beauty and healing through music, keynote speaking, and 
visual art that touches and opens the hearts of enquiring minds around the world while 
living in abundance.  

 Mission Statement: Work with a manager to create the majority of my work in the high-
end keynote speakers’ market worldwide.    
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Developing a Vision Statement – Exercise 
 Jack Cunningham, 2009 

 

1.  Articulate what you want to do, what your purpose is. Look back at the list of values you 

created. They can help you create your vision of the future. How will your work reflect those 
values? Name your product, service or “offering”. 

 

 

 

 

 

 

2.  Name the target markets, or community you want to be in or serve.  

 

 

 

 

 

 

 

3.  Combine these into a single sentence. 
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Profiles, Bios and Artist Statements 
 
2.  Profile Statement 

A profile is a brief description of who you are and what you do. An effective profile is brief, 
between 2 to 4 sentences, and is usually written in the third person.  It usually includes: 

 Examples of your talents and skills, your life experiences, and your motivations.  
 A Career Profile provides a succinct introduction to the complete picture of your work 

life. It should reflect everything that you’ve done as a cultural worker in the arts. 
 A Company Profile outlines the services and products your company provides, and the 

mandate of the company. For many artists, the company is simply themselves. 
 
Within the cultural sector, profiles are commonly used in résumés, however outside the cultural 
sector they are not, and should therefore be incorporated into your cover letter. You can create 
a different profile for each activity you are involved in, each skill set you possess, and each arts 
discipline you are part of. 
 
Instructor example of a profile statement:   

For 4 decades, Heather Bishop travelled the world, delighting audiences both young and old with 
her amazing voice, her time tested song writing skills, and her great sense of humour – all 
beautifully captured on her 14 award winning CDs.  Any spare time finds Heather plying one of 
the many trades skills she possesses – building a house or wiring a barn or being an innovator in 
green building techniques.  Most recently she has launched an exciting new career as a 
Hypnotherapist, Time Line™ Therapist and keynote speaker, while simultaneously returning to 
her easel and her first love, painting.  All this and more won the respect of her country when 
Heather was awarded the Order of Canada, the highest honour this country bestows on one of 
her citizens.  
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3.  Biography 
 
A biography is a brief telling of your life story. For the artist, the biography may provide a 
glimpse into your personal and professional life. Unlike the profile, it contains personal information 
that you choose to reveal to a potential client or the public. Biographies are usually 3 to 4 
paragraphs in length, and usually written in first person, present tense (although they can be 
written in the third person). Biographies are used as marketing tools to promote an artist. They 
are included in media press kits, promotional packages, project proposals, and in many individual 
situations where you have chosen to provide a more detailed perspective of yourself and your 
work.  
 
Instructor example music industry bio: 

Heather Bishop 

“Heather Bishop unzips her heart and invites us to fall in” 

 
For 4 decades Heather Bishop has traveled the world, delighting audiences young and old with 
her rich voice, her time tested songwriting skills, and her quirky sense of humour – leaving a 
legacy of 14 award winning CDs.   
 
Before launching her career in music, Heather began as a visual artist, studying Fine Arts at the 
University of Regina. After graduating in 1969, she began a life-long affair with oil paint and, 
although music kept her from her easel for decades, she has recently returned to her wonderland 
of colours. She has released her first book, a hard cover edition of her artwork - my face is a map 
of my time here - the same title as her latest CD.  
 
Any spare time finds Heather plying one of the many trades skills she possesses:  building a house 
or wiring a barn or being an innovator in green building techniques.   
 
Heather Bishop has dedicated herself to activism and, for her life’s work has received The Order 
of Canada, The Order of Manitoba, and an Honourary Doctorate of Laws.  Most recently she has 
launched an exciting new career as a Hypnotherapist, Time Line™ Therapist and keynote speaker.  
Her vision is of a socially just, environmentally sound, and spiritually fulfilling world for all. 

 
Heather Bishop     Box 41         Woodmore, MB.          R0A 2M0             Canada 
heather@heatherbishop.com                                      www.heatherbishop.com 

 
 
  

mailto:heather@heatherbishop.com


67 

 

 

 

Instructor example – visual art biography:   
 

Heather Bishop 

Heather Bishop began painting after completing her Fine Arts Degree in the late 60’s, but when 
her music career took off in the mid-70’s, a rigorous international touring schedule forced her to 
trade her brushes for her guitar.  She did, however, promise herself that she would return to the 
easel when touring lost its appeal.  Now, some 30 years, 14 CDs, and numerous music industry 
awards later, she fulfilled that promise and returned to her first love.   

Heather’s work captures the old and the young in oil on canvas.  “I feel that our faces are the 
maps of our time here – the old in our wisdom and the young in our innocence.  In both cases, 
we are closer to where we came from and our return there, and that connection shines through.” 

Heather’s work has been chosen by Manitoba Government agencies as provincial gifts.  She has 
been awarded both the Order of Manitoba and the Order of Canada.   

As well as her originals, Heather’s images are available as limited edition giclee prints on canvas.   

Education 

Bachelor of Arts:  University of Regina – 1969 
Post-graduate:  Bachelor of Fine Arts – U of R – 1970 
Pre-graduate work:  1966-69 - studied painting, drawing, sculpture, printmaking, pottery 
with Ric Gomez, Art MacKay, Ted Godwin, Jack Sures, Russell Yuristy, and Doug Morton 

Post-graduate work: 1969-70 - worked with Jack Sures and Joe Fafard 

 Majored in painting and pottery, studio assistant under Jack Sures 

Awards (Selected) 

 Honourary Doctorate of Laws - 2011 
 The Order of Canada– 2005 
 The Order of Manitoba – 2001 
 Western Canadian Music Awards Industry Builder 2006 
 Above and Beyond Award for the Arts 2006 
 The Queen’s Gold & Silver Jubilee Medals – 2002 and 2012 
 The Spirit of Smith Street Award - 2000 

 The YM/YWCA Woman of Distinction Award – 1997 
 Two JUNO nominations – 1987 and 1998 

 
Exhibitions – (Selected) 

Portage & District Arts Council – Portage la Prairie, MB.  October 2009 
Souris District Arts Council – Souris, MB.  January 2010 
City of Thompson – Thompson, MB.  February 2010 
Steinbach Arts Council – Steinbach, MB.  March 2010 
Art Expo – Winnipeg, MB.  November 2010 
SNACC One Woman Show – Winnipeg, MB.   Summer 2011 
 
Email:  heather@heatherbishop.com                                Website:  www.heatherbishop.com 
 

mailto:heather@heatherbishop.com
http://www.heatherbishop.com/
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4.  Artist Statement 

An artist statement usually describes the work the viewer/audience is about to see, and is used 
for: 

 Most commonly written in the context of specific projects (exhibitions, for example). 
 It can also be a marketing tool used in a variety of circumstances, including: applying for 

a grant, making a proposal, or seeking an exhibition in a gallery. 
 It can also be used to help the public understand the ideas behind your work and the way 

in which you work. 
Artist statements are usually 3 to 4 paragraphs in length. The language should take into the 
reader into consideration. The information should flow logically and connect your ideas as an 
artist with your work process. 
 
Instructor example:   

Heather Bishop - Artist’s Statement 
 

My creation process as a visual artist is so much more private and intimate than my experience 
as a performing artist.  Each has its own intrinsic beauty.  Decades of touring the world as a 
recording artist/singer-songwriter, forever in the public eye, have given me such a great 
appreciation of that difference. 
 
The pull of a blank canvas, perfectly stretched and prepared, is almost more than I can bear.  It 
holds a potential that inextricably draws me in.  I come to it with an idea of what might lie within 
and I begin to sketch that idea, and paint it, at first tentatively, not wanting to spoil the perfection 
of what is not yet there.  Then there is a moment when the painting stirs and that spark that is 
life in all that surrounds us, enters the piece and begins to direct me toward who it will become.  
My paintbrush flies and I am no longer in charge but simply the instrument through which the 
gift may flow.  Just as singing requires that I get out of the way of the force that flows through 
me and let the music speak for itself, so indeed does the painting have its own voice. 
 
Why do I paint portraits?  When studying in art school I saw hundreds upon hundreds of portraits 
of the wealthy painted by the Masters.  These portraits told me only of their wealth by birthright, 
not their wealth in lives well lived.  And so I became drawn to paint those who, in my mind, are 
the real aristocracy – those who are rich in life and most often, poor in material things.  For our 
faces are maps of our time here.  And most often the faces with the most wisdom burning through 
their eyes are those with many miles and years traveled.  The faces that speak to me and teach 
me are usually those of us who are almost finished with our time here and closer to going home 
or those who have just come here, the sublime serenity of the place from which we all come 
shining through their radiant innocence. 
 
I feel privileged to be rich in time to be creative, and blessed with a box full of tubes of exquisite 
colour to play with.   I live in absolute gratitude.    
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5.  Verbal business card/elevator speech 

Verbal business card is a very short presentation of your art practice and career (sometimes called 
the “elevator speech“ because it has to be short enough to be said in an elevator). It includes the 
following elements: 

 Name 
 Past – What you have done 
 Present – What you are doing 
 Future – What you are planning to do 

 

6.  Identity Statement 

 Usually one sentence that captures the essence of your business 
 Present tense 
 Who am I  
 What do I do 
 How do I do it 
 For whom do I do it  

 

Instructor example:  

Heather Bishop (20 word bio or identity statement) 
 
Forty years and 14 CDs later, Heather Bishop has traveled the world receiving accolades from 
JUNO nominations to The Order of Canada. 
 
heather@heatherbishop.com                                                 www.heatherbishop.com 

 
 
 
  

mailto:heather@heatherbishop.com
http://www.heatherbishop.com/
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Your Business Plan should be an overview of: 

 who you are  
 what you do  
 what you plan to do  
 how you plan to do it 

 
Your business plan now has the following components: 

1. Goals 
2. SWOT Analysis 
3. Vision/Mission Statement 
4. Profile Statement 
5. Biography 
6. Artist Statement 
7. Verbal Business Card/Elevator Speech 
8. Identity Statement 

 
Begin putting together the pieces of your business plan. Design you own folder or book to hold 
all the pieces that both reflect your creative practice and honour your intention of building a 
business practice. You could also name your book. For example – “My Career Unfolds As It 
Should” – whatever moves you forward. 
 

1. Goals. In big, bold letters, write your ultimate career goal.  This should be one, succinct 
sentence. Create a Goals page with time lines. Start with 3 months, 6 months, one year, 
two years, and five years.  Revisiting it every three months will most likely create some 
changes in the time line each time, but most importantly, keep you aware of whether or 
not the direction of your career is on track. This is a map only and the weather of the 
industry will inevitably some changes as time goes on so don’t judge – simply reconfigure 
and recognize areas of weakness. Remember that smart goals are specific, measurable, 
achievable, realistic, and trackable. 

2. Create your SWOT analysis. Write from the positive – that is, Strengths, Liabilities, 
Opportunities, and Challenges. (rather than strengths, weaknesses, opportunities and 
threats) This would be informed by your environmental scan of your discipline as well as 
the creative arts industry in general.   

3. In big, bold letters, write your Mission and/or Vision Statement. This should be one 
sentence long and include what you want to do and your target market or community you 
want to serve. Your list of values may help you.  

4. Create your Profile Statement (personal, company, or both). This is typically written in 
the third person, 2 to 4 sentences long, and contains examples of talents and skills, life 
experience and motivation.  A career profile gives a succinct intro to the complete picture 
of your work life – everything you’ve done as a cultural worker in the arts.   

5. Create two or more Bios to cover different scenarios you will need them for. 

6. Create your Artist’s Statement. 

7. Create your Elevator Speech or Verbal Business Card. This is typically done in the first 
person, in 2 or 3 sentences, and covers your name, what you’ve done, what you’re doing, 
and what you are planning to do.   
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8. Create your Identity Statement (TAMYC page 21-22). This is typically a single sentence 
that effectively captures the essence of your business written in present tense. Who am I? 
What do I do? How do I do it? For whom do I do it? 

 

For yourself, create a wish list of the skills you do not have but realize you will need or 
would like to have.  Beside them describe your intention, for example – to explore them, to 
master them, or to find someone to hire who has them.  This page will likely grow as you 
develop your business plan and realize what skills you will need, and what skills you have 
developed from taking this course.  This page will also inform your SWOT analysis.                                                                   
As we proceed through the course work you will continue to develop these pieces.                                                                                                                                                                                                                                                               
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THE HOMEWORK 
 

Your Personal Mission Statement 
Alliance for Arts and Culture, 2006/7 

 

Having a personal mission statement makes it easier for you to make meaningful, integrated 
plans, in your personal and professional life. It allows you to see yourself as the unique and 
creative person you are, and understand how, being that person, you choose to relate to the 
world you live in. It keeps your energy focused on the ‘big picture’ of how you want to live your 
life, and helps give daily choices, big and small, a meaningful reference point.  
 
A great mission statement motivates you into action when you see it, because it is such a powerful 
statement of purpose, as defined by YOU. The following exercises will help you create a first draft 
of such a mission statement. This will be refined and enhanced as you develop your business 
plan. 
 

PART ONE: TAKING ACTION 

 List the verbs you have chosen from the exercise on page 76: 
 
 

 
 
 
 
 
 
From this list, choose the words that carry the most meaning, purpose and feeling 
for you. 

 

  

  

  

 

 

 These words represent the actions of your personal mission statement. 
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PART TWO: WHAT ARE YOUR VALUES? 

The personal values that guide your choices, decisions and actions are sometimes obvious to you, 
and can easily be stated in words. However, when values have been instilled through observation 
and absorption as you grew up, rather than through verbal teaching, they may be so much a part 
of you that you may only become aware of them when they are violated. Sometimes the values 
we hold are in opposition to ideas or behaviours from our family or culture of origin that we reject. 
Becoming very conscious of your values and how they were formed is essential to making your 
mission statement a true reflection of yourself. And becoming more conscious of their importance 
and influence allows you to let go of those which are no longer meaningful to you. 

 
 Use the list of ‘values’ words and phrases to help you identify those you feel strongly 

about, and also to trigger your thoughts about any other values that may not be on the 
list, but are important to you.  

 
 
 
 
 
 

 
 Which of these values are most present in your life on a daily basis? Write those in a list 

here, and spend a moment reflecting on each one. Which of these were you already 
conscious of and which others were you ‘taking for granted’?  

 
 
 
 
 
 When you reflect on the life you’ve lived to this date, how have these values influenced 

you? Have they changed over the years? In what ways? 
 

 
 
 
 
 

 List at least three, no more than six, values that remain most important to you at this time.  
 

1. 4. 

2. 5. 

3. 6. 
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Your choice of values represents what your personal mission statement stands for. They help you 
assess what choices and decisions are the ‘right’ ones for you as you move towards achieving 
your mission in life. 

 
PART THREE: WHO’S IT ALL FOR? 

Now it’s time to connect your mission statement to the world you live in. 
 

 On an on-going basis in your daily life, who are the people, what are the places, 
communities, and causes that you interact with - that involve and inspire you - that relate 
to who you are as individual? 

 
 
 
 
 
 
 

 Now prioritize them, and list the three to six most immediate ones below. 

1. 4. 

2. 5. 

3. 6. 

 
Your choices reflect who or what you are choosing to interact with – as a priority - in your life. 
 

Remember that the development of a personal mission statement is a process that cannot be 
rushed. Many drafts and ideas will be generated and tested over time, as the mission becomes 
clearer and the statement evolves closer to capturing its elements. 
 
We are only helping you head out on the journey, getting you started - not requiring the creation 
of the ‘perfect’ Personal Mission Statement. 
 
The characteristics of a good mission statement 

It is: 
 short,  
 memorable,  
 clear,  
and, most importantly, 
 galvanizes you into action (is irresistible when you see it). 

 
Usually, when you see a mission statement (personal or otherwise) that meets these criteria, it 
has taken many revisions and rewrites to distill it to the essence that you see. It is in the process 
of developing and distilling the concepts of your personal mission statement that you gain the 
understanding you need to design the life you want. 
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YOUR MISSION STATEMENT 

Take the three lists you’ve created in Part One, Part Two and Part Three, and fit them into the 
following outlines (they won’t necessarily make sense at this stage). 
 

Put the top three words from each part, as indicated 

_______________, ________________, and _______________ (from part. 1) 

 
_______________, ________________, and _______________ (from part. 2) 

 
to, for, with, by, at, among, through, in, about, … (choose one of these prepositions) 
 
________________, _________________, and __________________(from part. 3) 

 
 

Try it again with another three words from each part 

________________, _________________, and ________________  
 
________________, _________________, and ________________  
 
to, for, with, by, at, among, through, in, about, … (choose one of these prepositions) 
 
________________, _________________, and __________________. 

 
Now write out the statement in a linear sentence format below. Read it to yourself. The statement 
may immediately work, and when you read it to yourself, it will feel right. It may also seem 
awkward, wordy, and ungrammatical. Don’t worry just take your time with it. You may choose to 
use fewer action verbs, fewer values or motivators, or some combination thereof. Try varying 
your choice of preposition. 
 
Tonight, read your statement out loud to at least 3 people who know you well. Ask them if it 
accurately reflects who you are. It should. It may take some time to fine-tune your mission 
statement, but once you have, it will serve as a powerful expression of who you are and as a 
foundation to build on. Bear in mind that, ideally, your mission statement should reflect your 
whole being and not just your identity as an artist.  

My Personal MISSION statement: 
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Personal Mission Statement - Worksheet 
Alliance for Arts and Culture, 2006/7 

Verb Sheet 
 

Accomplish Acquire Adopt Advance Affect 

Affirm Alleviate Amplify Ascend Associate 

Believe Bestow Brighten Build Call 

Cause Choose Claim Collect Combine 

Command Communicate Compel Compete Complete 

Compliment Compose Conceive Consider Construct 

Contact Continue Commit Create Counsel 

Connect Decide Defend Delight Deliver 

Demonstrate Devise Direct Discover Discuss 

Distribute Drat Dream Drive Educate 

Elect Embrace Embolden Endow Engineer 

Enlighten Enliven Enthuse Excite Express 

Encourage Engage Enhance Enlist Entertain 

Evaluate Explore Extend Facilitate Forgive 

Franchise Finance Foster Further Gather 

Give Generate Grant Heal Hold 

Host Illuminate Implement Improve Improvise 

Inspire Integrate Involve Keep Know 

Labour Launch Lead Light Live 

Manifest Master Mature Measure Mediate 

Model Mold Move Motivate Nurture 

Negotiate Open Organize Participate Pass 

Persuade Perform Play Possess Practice 

Praise Prepare Present Produce Progress 

Promise Promote Provide Pursue Realize 

Receive Reclaim Reduce Reflect Regards 

Relax Rely Refine Reform Relate 



77 

 

 

 

Release Remember Resonate Restore Revise 

Return Sacrifice Satisfy Sell Share 

Stand Safeguard Save Serve Speak 

Summon Support Sustain Surrender Tap 

Touch Translate Take Team Trade 

Travel Understand Utilize Use Validate 

Venture Value Verbalize Volunteer Worship 

Work Write Yield   

Value Words & Phrases 

 

Accountability Achievement Advancement Approval 
 

Autonomy 

 

Caution 
Contribution to 

general knowledge 
Contribution to the 

organization 

Contribution to people 
in need 

Contribution to social 
change 

 

Cultural opportunities 

 

Democratic workplace 

 

Diversity 
Educational 

opportunities 

 

Emotional expression 
Environmental 
sustainability 

 

Excitement 
Flexible policies such 

as scheduling 

 

Helping others 

 

High ethical standards 

 

Honesty 
Holistic ways of 

thinking 

 

Intellectual challenge 

 

Keeping a low profile 

Leadership 
opportunities 

 

Leaving work at work 
Living where I want to 

live 

 

Meticulousness 

Money Multiculturalism Nonviolence Organization’s health 

Pace and rhythm of 
work 

 

Physical challenge 

 

Power 

 

Recognition 

Job Security, Personal 
Security 

 

Social contacts 

 

Spiritual development 

 

Spontaneity 

Stature (social/ 
professional) 

Time for life outside 
work 

 

Variety 

 

Vigorous competition 

 

Creativity 
Engagement in the 

work 

 

Independence 

 

Self-direction 

Sense of belonging Location of work Stimulating, exciting Opportunity to learn 

Fits my personal 
values 

 

Good benefits 

 

Stable routine 
Others: 
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Artist Statement 
 (Alliance for Arts and Culture, 2006/7) 

 
How did you become involved with your current art form? 
 
 
 
 
 
 
Describe your art making process and aesthetic attributes of your work. 
 
 
 
 
 
 
Describe the issues, subject matter, language, or perspectives represented in your work. 
 
 
 
 
 
 
Evaluate your work from an intellectual perspective. 
 
 
 
 
 
 
What makes your work unique? 
 
 
 
 
 
 
Describe your work in one sentence. 
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Your Life and Work PORTFOLIO                                                          

Alliance for Arts and Culture, 2006/7 

 
In a practical sense, the portfolio is a record of who you are. It is a collection of your creations, 
your work processes, your achievements, and what others have said about you. 
 
The term portfolio has come to represent the evidence of an artist’s work, which is presented to 
another party for viewing and appraisal. The portfolio concept has been adapted as a useful self-
marketing tool for other work and is now used extensively by cultural workers and others outside 
the arts as a good way to keep a variety of information in a flexible and professional presentation. 
(See article by Barbara Moses - Globe & Mail Nov. 2002 – “How to juggle a Portfolio Career”) 
 
PORTFOLIO CONTENTS 

List the typical items you would include in the following types of portfolios. 

Your Artist Portfolio Your Personal Portfolio 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

THE PERSONAL PORTFOLIO 

This is a portfolio that represents the “complete picture”, the “whole you”. In essence, this 
portfolio will embody the principles of your mission statement.  
 
The personal portfolio is not restricted to a single discipline but includes examples from all the 
artistic and other work endeavors you choose to have represented. 
 
The various themes of this portfolio are unified through its focus on your talents and skills. Like 
your resume, this portfolio contains documentation of those skills. 
 
There are three significant reasons to create a personal portfolio: 

 During a work search it can serve as an accessible source of information about you, yourself. 
For example, during an information meeting you have examples of your work in your personal 
portfolio to demonstrate your skills and interests. It can also provide concrete examples in 
answer to questions raised by potential employers as a result of reading your resume, or 
during an interview. 
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 During those times when you feel discouraged, and begin to doubt your abilities, looking 
through your personal portfolio will quickly remind you of your skills, your positive traits, your 
achievements, and the recognition you’ve received from your peers and others in the 
community. 

 For those times when the unexpected happens: a chance meeting with a potential project 
collaborator, the casual coffee that becomes an interview, the networking event where 
someone takes a real interest in your work. Voila! A personal, portable collection of everything 
you do. 

Unlike the artist portfolio, you don’t submit the personal portfolio with your application or leave 
it with anyone. You may choose to use it as a visual support for your conversation with someone: 
you are leading them through it, or showing them key pages to illustrate a point. If your portfolio 
is truly portable, you can get into the habit of carrying it with you at all times, since you never 
know when it might come in handy.  
 
FORMAT OF THE PERSONAL PORTFOLIO 

Format the portfolio in whatever manner is most accessible and logical. One good idea is to divide 
your portfolio into sections related to discipline and/or skills. Apply your personal aesthetic to this 
process. Don’t put originals in the portfolio. 
 
THE PERSONAL PORTFOLIO CHECKLIST 

These are some of the many items you may want to include in your portfolio. Mark the ones you 
want to include. In no particular order, they are: 

 Certificates, diplomas, degrees  College, university transcripts 

 Resume, C.V.  Reference list 

 Biography  Artist’s Statement 

 Skills profiles  Contract list 

 Business plan (executive summary)  Company profile 

 Work action plan  Marketing plan 

 Financial plan  Marketing materials (flyers, etc.) 

 Business cards  Letterhead 

 Newspaper clippings  Media list (interviews) 

 Letters of support/recommendation  Testimonials 

 Examples of Cover Letters  Your personal mission statement 

 Questions for information meetings  Questions for interviews 

 Reference info (e.g.: contact list)  Financial reference sheet 

 Demo reels  Pictures of your work 

 Pictures of your work processes  Slides (labeled) 

 Head shots  Examples of written work 

 Programmes from past activities  Excerpts of presentations 

 Proposal writing projects  Invitations 

 Items of Inspiration  Items of frivolity  
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VERBAL BUSINESS CARD 
 

A “verbal business card” enables artists to comfortably and confidently communicate our skills to 
other people. 
 
WHAT TO SAY  

You will be asked to concentrate on developing a concise and professional statement describing 
yourself and your work. Your statement should contain some basic information: 

1. Your name and, if applicable, the name of your company. 
2. What you do (skills/services/products). 
3. Past – education, awards, performances, showings, etc. This is not always applicable, 

depending on your audience and the situation, but important to have prepared.  
4. Present – what are you currently focusing on? 
5. Future – do you have upcoming showings, performances or projects? 
6. Needs – is there something you are currently looking for (resources, connections, clients, 

money), and might this be an appropriate time and place to bring it up? 
 
HOW TO SAY IT  

You may also find it helpful to consider the following questions: 
 
When presenting yourself / your skills / your talent in a public or professional setting: 

 What are your strengths?  
 What do you do well?  
 What makes you comfortable? 
 What makes you nervous or uncomfortable?  
 What skills would you like to improve / develop? 
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Your Business Plan 
Alliance for Arts and Culture, 2006/7  

 
The term “business plan” means different things to different people. Many see it as a written 
document used to apply for a bank loan or other kinds of financing, or as a defensive response 
to a Canada Revenue Agency audit notice. 
 
A business plan can and should be more than this. Ideally, a business plan should document a 
planning process, set down a clear statement of business goals, and provide a roadmap that 
details the path you will follow to achieve these goals. A business plan is, then, simply an 
overview of who you are, what you do, what you plan to do, and how you plan to do 
it. 
 
What can a business plan do for me? 

Your business plan should 

• Allow you to think through all aspects of your career plan. 
• Define and focus your business. 
• Recognize and channel your strengths and weaknesses. 
• Balance enthusiasm with reality. 
• Envision the future and how to realize it by staying in touch with your goals. 
• Articulate all of these elements to others. 

 
Above all, your business plan should stand as a clear response to the question of whether (and 
to what degree) you balance working to create and working to eat.   
 
If this seems like an especially tall order for a business plan, you may be confusing the act of 
documenting your plan with the act of planning. The production of the physical report should not 
be an end in itself – except for the fact that, by committing your ideas to paper, you make a 
commitment to your career and the realization of your goals.  
  
A plan created as a mechanical exercise or a short-term, knee-jerk response to an audit or need 
for a loan will not be as effective for you as a thoughtful and realistic strategy. The adage to 
remember is: “A plan is nothing, planning is everything.” Try to use your creative abilities to 
develop a business plan that goes beyond the single objective of impressing funding agencies or 
the government. Use it instead to create a foundation and a framework for your personal, artistic, 
and business objectives. 
 
What should the scope of my business plan be? 

Increasingly we need to cast our thinking and our marketing net beyond the local arena of 
provincial or national boundaries to encompass the global environment in which we work 
artistically or culturally. 
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Even though most artists and cultural workers are unlikely to set their sights so firmly on 
succeeding in the international market as was true of Dion and Angelil, it is important that you 
begin your thinking with the widest view possible and work backward from there. Remember the 
popular maxim: “Think globally, act locally” and apply it to your business plan. Be sure to factor 
in any global considerations that might either adversely or positively affect your plans. 
 
WHAT ARE THE ELEMENTS OF A GOOD BUSINESS PLAN AND HOW DO I WRITE ONE? 
 
Depending on your purpose in preparing a formal business plan, the intended leadership, and the 
nature and scope of your work that you wish to encompass in its pages, your plan will include 
and emphasize different elements. There is no established size, level of detail, or complexity 
required. 
 
 
 
 
 
 
 
 
As with these examples, your plan should only include the sections and information necessary to 
communicate your ideas and fulfill your purpose. Let your creativity complement the formal 
aspects of the plan that the reader will expect to see. 
 
The twelve elements of a business plan: 

1. Cover letter 
2. Cover sheet 
3. Table of contents 
4. Executive summary 
5. Identity statement 
6. Mission/vision statement 
7. Values statement 
8. Business strategy 
9. Market strategy 
10. Financial strategy 
11. Summation 
12. Appendices: supporting documents 

In 1981, when René Angelil, the respected personal manager and future husband of Céline 
Dion, decided the young singer had the talent to become a major star, he developed a 
promotional strategy deliberately intended to propel her onto the international stage. Two 
years later she became the first Canadian ever to have a gold album in France. By 1988, she 
was performing live as the winner of the prestigious Eurovision Song Contest in Dublin, Ireland 
before a televised audience of 600 million viewers. With a “global village mindset,” by 2007, 
Dion had sold more than 200 million albums worldwide. 
 

One Ottawa-area sculptor’s business plan, which successfully withstood a Canada Customs 
and Revenue Agency audit, consisted basically of a description of her “artistic endeavour” 
and what entrepreneurial and artistic goals she had set for the future. Imitating corporate 
presentation and weighing in at an imposing 172 pages in length, another plan successfully 
secured government funding for a project launched by a group of independent editors and 
publishers. 
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1. Cover letter 

If, for example, you are submitting your business plan to Canada Revenue Agency or a lending 
institution, a personalized cover letter is essential. The letter should consist of a single page that 
introduces the plan and contains specific information that you wish to highlight. 
 
2. Cover sheet 

A cover sheet should come next. It will include: 
• Submission and completion date of the business plan. 
• Name of business. 
• Location / address. 
• Other contact information - telephone numbers, e-mail address, web address (URL). 
• Contact person(s), including titles. 
 
3. Table of contents 

To help the reader navigate through the document, a simple table of contents should be included. 
 
4. Executive summary 

The Executive Summary is a preface to the entire document. It should introduce your business 
and the rest of the plan. This summary is often the only part of the plan that a potential sponsor 
or loan officer will read before flipping to the financial statements.  Therefore, it should offer a 
concise but engaging overview of the nature of your artistic or cultural business, including its 
history, its present, and your projected vision of its future.  Usually your Executive Summary will 
be strengthened if you include a summarized version of your Identity, Mission, and Value 
statements to reinforce in the reader’s mind that you have a clear concept of these vital aspects 
of any business operation. Because the Executive Summary plays such an important role, writing 
it last will enable you to more easily crystallize the entire plan. 
 
5. The identity statement 

Often included as an important component of the Executive Summary, but equally often allowed 
to stand on its own as a section following the Executive Summary, is the “Identity Statement” or 
“Business Definition.” This is usually a single sentence that effectively captures the 
essence of the business. Usually written in the present tense, it is almost identical to a one-
sentence description of a novel’s plot. Consider this: 
 
 
 
 
 

 
While not quite so dramatic, here are a couple of examples of Business Plan Identity 
Statements: 
 
 
 
 
 

A mysterious woman, who has had an affair with the lovers of three other women, returns 
from the dead to again threaten their happiness. - Margaret Atwood’s The Robber Bride. 

 

Griffin Dagny is a modern interpretive dancer and choreographer of children’s ballet and 
jazz recitals offered through the B.C. Ministry of Education. 

 

Bonne Note provides consulting services and music retraining for professional, mid-career, 
classically-trained musicians in the Montréal area. 
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To decide what elements should go into your Identity Statement, ask yourself these questions: 

• Who am I? (your name or the name of your business); 
• What do I do? (the nature of the product or service you provide); 
• How do I do it? (what you do in terms of quality, context, etc.); 
• For whom do I do it? (your customers/clients/audience). 

 
6. The mission statement / vision statement 

Your Identity Statement can be complemented by, or expanded into, a full Mission or Vision 
Statement that defines the business in terms of the future, while also communicating its general 
goals and objectives. 
 
 
 
 
 
 
 
7. Values statement 
 
Although often omitted from traditional private-sector business plans, a Values statement should 
play an important role in any cultural-sector business plan. Such a statement allows you to explain 
the artistic and social values that motivate your work. Corporations, banks, and Canada Revenue 
Agency and Revenue Québec all have a history of trying, usually unsuccessfully, to understand 
professions which do not always have “profit” as their primary motive, but which have a profound 
impact on the type of society we are. We have a different currency. 
 

• Take the opportunity to explain your intentions and beliefs, and what drew you to your choice 
of livelihood. Refer back to the values exercise you completed on pages 13-16 to assist you in 
writing this section. 

 
• Remember that goals and actions should be shaped by your values and what is important to 

you. A Values Statement is much more than just a “touchy-feely” expression – it is an indication 
of your “driving force” that, in a very practical sense, will keep you on the right track. 

 
 
 
 
 
 
 

• Try setting out your Value Statement as a list of between two and five values, ranked in 
order from the most essential value influencing the success of your plan to the least essential. 
Your statement or list of values does not have to be formal – an indication of your beliefs, as 
a foundation for your goals and the business plan itself, is what is important. 

 
 

The Cultural Human Resources Council (CHRC) is a national arts service organization 
whose mandate is to strengthen the Canadian cultural workforce by providing leadership and 
innovative solutions to human resource issues and to better the HR environment within the 
cultural sector. CHRC was created in 1995 with the support of Human Resources 
Development Canada and by members of the cultural community. Its members come from all 
artistic disciplines in the cultural sector. 
 

 

If the Value Statement for a contract designer digitizing a museum’s archival collection stated 
his commitment to “maintaining the most up-to-date technology skills and equipment,” he could 
easily justify setting a professional and business goal of upgrading of equipment and technical 
knowledge rather than purely focusing on expanding market share. 
 



86 

 

 

 

The following is an example of a Value Statement from an effective business plan. 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
8. Business analysis 
 
In this section, you deliver the “big picture perspective” balanced by an understanding of details 
drawn from your self-assessment. 
 
The business analysis is performed for the same reasons as your self-assessment – to determine 
both the positive and the negative aspects of your business in order to build on the strong points 
and minimize the weak. This part of the business plan is often referred to as a SWOT Analysis: a 
determination of your Strengths, Weaknesses, Opportunities, and Threats.  If you prefer more 
positive vocabulary, substitute “liabilities” for “weaknesses” and “challenges” for “threats” in your 
actual document. 
 
Strengths and weaknesses 

• It is a good idea to offer a strong mix of skills and personality attributes in the strengths 
column (for example: excellent team-building and facilitation skills, commitment, 
bilingualism, determination, and cultural and ethno cultural sensitivity). 

 
• Under “weaknesses,” focus primarily on skills that would help you but which you haven’t yet 

acquired (insufficient French language skills, lack of selling or “closing” skills). This approach 
will communicate to everyone, yourself included, that your few weaknesses do not constitute 
inherent character flaws. Rather, they are something you can either learn or work on in order 
to improve your chances for success. 

 
 

Respect for the Sector 
The most important value is a desire to be of benefit to the Canadian arts community in its 
entirety, while working for specific organizations within it. 
 
Customer Service / Customer-Oriented Nature 
The second-place value situates the company as one that not only focuses upon the customer, 
but which defines its success by the degree to which its clients are satisfied. 
 
Responsiveness 
The third-place value is linked closely with the previous two values and indicates a high regard 
for consistent quality and reliable service, coupled with respect for the customer’s needs. 
 
Integrity 
The fourth-place value indicates the company’s desire to be known for its honest 
professionalism and ability to adhere to straightforward ethics and principles. 
 
Progressiveness 
The fifth-place value signifies an aspiration to be continually forward-thinking and to utilize 
the newest innovations and technologies to provide the most effective service. 
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Opportunities and challenges: Analyzing the market 
 
 
 
 
 
 
 
 
 
 
In the world of modern commerce, the objective of market analysis is to understand your sector, 
your customer, your competition, and the way your specific business relates to them. While 
a term such as “customer” applies awkwardly in many cases to the cultural sector, it reminds us 
that we produce our work with the idea that somebody will, by one means or another, agree to 
impart a value to it. Usually that valuation is expressed through the exchange of money. 
 
The sector 

Whether marketing globally or locally, understanding the environment you work in is the first step 
in your market analysis. If you haven’t had the opportunity to learn about your sector “from the 
inside” through salaried positions in your particular area of interest, you should conduct some 
general background research. 

  Scan the internet, in particular discipline-specific professional associations and arts service 
organizations, CHRC’s Careers in Culture and the discipline enhancements for The Art of 
Managing Your Career (all available from ACI Manitoba). 

  Read advertisements in appropriate magazines. 
  Join associations, go to meetings, attend performances or readings or exhibition openings 

or screenings, and talk to people with similar interests. 
 
If you are considering an international venture, there are explicit issues to consider. The needs 
of these customers, and particularly the avenues and means for reaching them, can greatly differ 
from those you would use for more local or even national markets. As the issues are very specific 
to the particular country and industry involved, take special effort during this “market research” 
stage. 
 
General information about exporting your work and working within international markets can be 
accessed through Industry Canada, Foreign Affairs and International Trade Canada and Québec 
Delegation, the trade commissioner service, professional and trade associations, overseas offices 
of certain provinces, your chartered bank’s international division, and foreign country consulates 
within Canada. Specific information can also be garnered by contacting the desired customer 
directly. 
 
The customer 

Before you can begin to try your hand at marketing, you must be able to identify and understand 
the target of that marketing – your customer. Your career can benefit from a more formal 
examination of who your customers are in three main ways: 

Founder and publisher of Up Here, Marion LaVigne admits that she knew nothing about 
publishing in the early days of the magazine. However, she believed that people would be 
interested in the unique stories of the north, and undertook market research to ensure she 
was in touch with her readership. The combination of quirky stories and unusual photographs 
has resulted in a circulation of 22,000 from across Canada and around the world. Despite 
how hard-hit the Canadian magazine industry had been, in 2009, Up Here celebrated its 25th 
anniversary and its 13th year of making a profit. 
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• It will enable you to cater your marketing efforts and materials to the tastes of the market. 
• Knowing your customers’ needs and tastes will help you to decide upon the best materials 

and messages to use to reach them. 
• Understanding your current customers will help you to attract new ones. 

 So, how do you learn what you need to know about your customers? Ask questions that 
enable you to develop a profile of who your customers are, where they are located, and 
how you can successfully make your work available to them. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can also turn the “market research” process around and offer simple ways for your customer 
to reach you. 
 
 
 
 
 
 
 
 

 

 

The competition 

Competition is fierce in the cultural sector. Dancers compete for a choice role, musicians vie for 
the few opportunities to sign to a label, filmmakers contend for limited resources and studio time, 
and artists and arts administrators of all kinds strive to outdo each other in their quest for 
dwindling public resources. 

A writer can’t possibly talk to every potential book buyer, but he can contact bookstore 
owners who talk to their customers every day and consequently know their customers 
interests. By this means, the writer can gather demographic information from bookstores, 
which will show that books on subjects similar to his have enjoyed strong sales in certain 
areas or among specific age groups. He can also surf the web to research the market: what’s 
being published, what’s getting good reviews, who’s blogging, and which publishers are 
interested in the genres in which he writes. 
 
Similarly, a musician planning a cross-country tour would be wise to determine which types 
of music are popular in which cities. She might, as a result, decide that the customer base for 
her string quartet is too small in areas in which there is no radio play of classical music unless 
it has an active chamber orchestra that packs them in at the local high-school auditorium.  
The Internet is an ideal source of information about the most appropriate places to tour, and  
media contacts for promoting her music. 
An actor might contact the community theatres in which he wishes to perform to find out 
about their audition schedule, their requirements, and the type of plays they are producing in 
the coming year. Websites of theatre companies and professional associations in the 
performing arts are essential resources. The local indie media or a theatre buff’s blog may be 
a great source of inside information. 
 

Whether you are Great Big Sea, Jully Black, Daniel Bélanger or the next big thing, it is 
very important to develop a website that provides information about you, shows your 
discography, let’s people know where you are touring, includes other key content such as 
YouTube videos of your music and links to your pages in MySpace and Facebook, and provides 
access to direct sales of your music. Check out the websites of your favourite musicians to 
see what kind of features you would like on your website. If you can’t afford a website, be 
sure to develop a Facebook page, post a few videos on YouTube, and consider other social 
networking medium such as MySpace and Twitter to let people know about you and add you 
to their electronic contacts/friends. 
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Furthermore, not all competition is so straightforward and obvious. Your competition can even 
include television, sporting events, shopping trips, video rentals, blogs – anything that your 
audience could be doing with its leisure time or its disposable income, rather than attending your 
concert or buying your pottery at the neighbourhood cooperative market. 
 
Ask yourself: 

Who are my competitors? 
What do they sell, and how, where, and to whom do they sell it? 
What makes them different from me? 
 
 
 
 
 
 
 
 
Learn from their shortcomings. Try also to determine the reasons for your competitors’ successes. 
 

 
  

Perhaps the other independent curators vying for business from your target customers focus 
only upon galleries and neglect the museums and other heritage institutions that you can 
service. Or maybe the other actors in your area have impressive classical training but no real 
experience in contemporary theatre. Or the other visual artists seeking acceptance in local 
shows are not exploring multi-media/new media in their pieces. 
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Résumés Are Marketing Tools 
Alliance for Arts and Culture, 2006 

 
A résumé alone won’t create work for you, it is simply one tool among many to assist you in the 
process. In fact, how a ‘free-agent’ cultural worker uses a résumé as part of a tools inventory can 
vary when creating paid work opportunities. So when do you need one, and what kind or format? 
 
Firstly, a résumé is useful for the times when you’re not in a position to sell pieces of art work or 
other products, and need to generate cash flow through interim employment by others. Secondly, 
it’s useful for the cultural worker who, as part of a work vision and action plan, does not earn a 
living from their artwork and is seeking freelance/contract/full-time jobs instead. In such a case, 
a résumé is expected and serves as the means to secure an interview with a prospective employer. 
 
In addition, having a well-written résumé feels very satisfying. Think about it: you’ve assessed 
your talents and skills, you’re clear about what you want to do, you know what conditions must 
be present when you do it, and you’ve come to terms with your worth as an artist. The résumé is 
a reflection of who you are. The person reading it will get a clear picture of who you are, what 
you’ve done and what you’re capable of doing. It may be used to join an organization, for a 
proposal, etc. 
 
Creating an Inventory 

Before writing your résumé, there is research that needs to be done. You’ve already started this 
process by creating an inventory of your talents and skills. What’s required now is to create an 
inventory of all those experiences you’ve had in your life that may be pertinent information to 
include in a résumé. Remember that the word résumé means summary, précis, synopsis, so having 
a thorough inventory makes preparing this special self-marketing material much easier. 
 
For the headings below (and additional ones you want to add), create a list of your: 

 Education (academic) 

 Professional Courses/Development 

 Employment 

 Volunteer Work 

 Contracts 

 Clients (past - present) 

 Committee/Task Force Work 

 Community Work (including Boards of 
Directors) 

 References 

 Awards 

 Grants/Scholarships 

 Interviews 

 Exhibits 

 Performances 

 Publications 

 Recordings 

 Courses Taught 

 Presentations 

 Adjudication 

 Proposals 

 Interests 

 Travels 

 Reviews 
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The Skills & Results-Based Résumé 

The extent to which you accept your responsibility as a partner in your own job search influences 
how successful and positive the experience will be. Who is the other partner? The employer. They 
are in a vulnerable position, as they often have to base their decisions on sketchy information. 
The résumé sets the tone for any potential partnership between yourself and an employer. 
 
The cultural worker is well positioned to benefit from the shift by employers away from hiring 
people with narrowly focused skills. Increasingly, employers are looking upon a person’s diversity 
of talents and skills as an asset. It’s not enough to state a skill, however, it should have a concrete 
example of that skill’s use attached to it. Now’s the time to create a complete résumé inventory 
that reflects the wealth of experience you’ve had in your entire work history. When you begin you 
may find that the document exceeds two pages. Bear in mind that your eventual goal is to create 
customized two-page résumés using this inventory as your base. 
 
SKILL SETS 

Look at the lists you’ve created. Are there any patterns that you can see regarding your talents 
and skills? What is required now is to begin grouping certain talents and skills together (e.g.: 
writing and seminars could come together under the grouping “communications”). These 
groupings, for the purposes of writing a résumé, are titled a “skill set”. Everyone has at least 5 
skill sets that they use again and again in all aspects of their life. 
 
In your résumé, you’ll list your skill sets in a section called Experience Summary. Having 
identified them, you need examples, which include concrete results in order to back up your claims. 
The process begins by examining each work experience you’ve had and asking: 
 
How did you use the skill you’ve identified? 
 
For what purpose did you use it? 
 
What was the result(s) of its use? 
 
Were there any special circumstances? 
 

Using the 4 questions above as a guide, identify how each one was answered in the following 
examples. 

 

1. Produced over 40 programmes in a series focused on addressing community-based 
interests and needs, spanning a 4-year period, resulting in increased public awareness of 
issues and ideas.  
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2. Have written, produced and performed collaborative and individual performance art and 
theatre works for the last 10 years. These events, which have consistently sold-out, have 
contributed to the revival of performance art in Vancouver. 

 

 

 

 

3. Coordinated promotions, including determination of a marketing plan; copy writing and 
design of a poster, programme, and advertising; and conducted a publicity campaign, 
which drew increased attendance and new subscribers. 

 
 

 

 

 

For these 3 examples, what skill set might they be listed under? 

1. 

2. 

3. 

 
Try creating a description of a skill you’ve used in a recent work related experience. What skill set 
will your example be listed under?  

Skill Set: 
 
 
 
 
 
 
Now run through the 4 questions regarding it. Write a rough draft of your example below: 
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Formatting a Skills and Results based Résumé 

Here are the potential sections of a skills- and results-based work résumé: 

Contact Information 
Profile 
Experience Summary w/ Skill Sets 
Work History (can include Employment 
History and Volunteer History) 
Education 

Professional Development  
Professional Memberships/Affiliations 
Awards 
Contract/Client List 
Community Responsibilities/ Appointments 
Interests 

 

The order in which the sections are presented, with the possible exceptions of personal 
information and your profile, depends on what your research tells you regarding who will be 
reading it. You won’t include every section in every résumé. Each résumé you create will list the 
sections in order of importance depending on the context. 
 
Additionally, consider the following: 

Easy to read 
Spelling and punctuation perfect 
One or two pages maximum 
Important information first 
Formatted/sectioned in an obvious and 
meaningful way 
Key points found easily within seconds 
Researched and written to the person you 
want to meet 
In the experience summary, list skills and 
results 

It reflects your personality and individuality  
Cleanly written without an overuse of 
adjectives 
Printed on high quality paper (not a 
photocopy) 
Consistent use of titles, font, page numbers, 
etc. 
Written in the past tense 
Read over by at least two other people 
before submitting it to a prospective 
employer 
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Action Words for Résumés 

 
accomplished communicated disseminated instigated planned selected 

achieved compiled documented instructed prepared set up 

acted completed edited installed presented shaped 

activated composed effected innovated produced simplified 

adapted computed employed interpreted programmed sold 

addressed conceived encouraged interviewed promoted solved 

administered concluded established introduced shaped staffed 

advised condensed evaluated invented simplified stimulated 

analyzed conducted examined investigated sold strengthened 

anticipated constructed executed learned solved Studied 

appointed consulted expanded led staffed submitted 

approved contributed facilitated localized realized supported 

arranged coordinated finalized located recommended supervised 

assembled counseled followed up maintained redesigned summarized 

assessed created formed managed reduced taught 

assisted critiqued formulated marketed related tested 

augmented cultivated framed monitored renegotiated traded 

bought decentralized generated motivated reorganized trained 

budgeted defined guided negotiated reported transferred 

built delegated helped obtained researched transformed 

catalyzed delivered hired opened resolved translated 

centralized demonstrated identified operated reviewed unified 

classified designed implemented organized revised utilized 

coached determined improved originated revitalized vitalized 

collaborated developed improvised oversaw saved won 

collected directed initiated performed scheduled wrote 

combined distributed inspired persuaded   
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Résumé Critique Form 

Rate the resume on the points shown below, scoring from a low of 1 to a high of 3 in each of the categories listed. 
Then score and compare your rating against the highest possible total score of 30. Write comments for each category 
receiving a score of less than 3. 

 Category 
Score 

How It Could Be Improved 
1 2 3 

1. Overall Appearance. 
Do you want to read it? 

    

 

 

2. Layout. 
Does the resume look professional, well typed 
and printed, with good margins, etc.? 
Do the key selling points stand out? 

    

 

 

3. Length. 
Could the resume tell the same story if it were 
shortened? 

    

 

 

4. Relevance. 
Has extraneous material been eliminated? 

    

 

 

5. Writing Style. 
Is it easy to get a picture of the applicant’s 
qualifications? 

    

 

 

6. Action Orientation. 

Do sentences begin with action verbs? 

    

 

 

7. Specificity. 
Does the resume avoid generalities and focus 
on specific information about experiences, 
projects, products, etc.? 

    

 

 

8. Accomplishments. 
Are the applicant’s accomplishments and 
problem-solving skills emphasized? 

    

 

 

9. Completeness. 
Is all important information included? 

    

 

 

10. Bottom Line. 
How well does the resume accomplish its 
ultimate purpose of getting the employer to 
invite the applicant for an interview? 

    

 

 

Rating Point Total (Out of 30) ____________  

What are some other ways you would suggest to improve this résumé? 
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CURRICULUM VITAE (C.V.) 
 

A curriculum vitae (frequently referred to as a c.v.) focuses attention on your accomplishments, 
where a résumé tends to elaborate on skills and experience, usually as they relate to an 
employment position. The c.v. is a standard requirement for most professionals, especially 
academics and artists. It can also be especially useful when you are creating paid work, for 
example when offering to teach or coach, when making a portfolio submission to a gallery, or 
when applying for grants. It is essentially a categorized list of all your relevant professional 
accomplishments. 

FORMAT 

The c.v. is usually presented in formal point-by-point, reverse chronological order. There is little 
or no narrative explanation of the items. The sections used are ordered depending on what the 
c.v. is being submitted for and with regard to who the reader will be.   
 
An accessible format is essential. A very long c.v. can be shortened, or the contents made more 
specific to its target audience, by using the word ‘Selected’ in the section heading. This allows 
you to suggest there is more, without overwhelming the reader with less relevant information. 
The specific format and content of a c.v. varies from discipline to discipline. Do your research to 
determine the correct format and content for the purpose. A c.v. does not replace a résumé when 
one is required. 

CONTENTS 

A typical c.v. can include the sections listed here (and others). In preparation for developing your 
c.v., check all those that apply to you, and begin to formulate your full, master c.v. using these 
headings. Look at sample C.V.s used by others in your discipline if these headings do not work 
for everything you do. Although you may decide to create different C.V.’s for the different 
disciplines that you practice, if you have access to a computer, it is very helpful to have everything 
on a master c.v. from which you can draw targeted information (in SEARCH lingo we call this the 
‘mondo C.V.’, a partner to the ‘uber résumé’). 

SUGGESTED HEADINGS – CULTURAL SECTOR C.V. 

These are in no particular order. The order you will use may change, depending on the target 
recipient of the information. 

 Education (usually means academic,level 
achieved, where and when)  

 Professional Development (including 
apprenticeships, workshops) 

 Awards/Grants/Scholarships/Prizes/ 
 Commissioned Work 
 Public/ Private Collections 
 Solo Exhibitions 
 Group Exhibitions 
 Juried/Selected Exhibitions 
 Curatorial Projects 

 Performances 
 Boards/ Committees 
 Public Appointments/Panels/ Juries 

 Collaborations/Collaborative Projects 
 Professional Experience 
 Teaching/ Lectures/ Talks 
 Media Coverage/ Reviews 
 Galleries/Agents 
 Professional Organizations member 
 Residencies/Visiting Artist 
 Catalogues/Publications 
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Sample Curriculum Vitae (“Course for Life”) or Resume 

(aspects of your life that are relevant to the position) 
A simple, neat presentation, free from typographical errors and spelling mistakes is important. 
The current date and a photograph scanned into the top left hand corner can add to the 
presentation.  

Personal Details:  Name  
Address  
Contacts (Phone, fax, e-mail)  
Website 

Education and Training Qualifications: (May also include professional development)  
List date of completion, qualification gained and institution from most recent back, eg:  

2005:  
2002:  
1999:  
 

Employment History  
List employer, place and your position from most recent back. Employment may be substituted 
with different subheadings according to your art form eg:  

Exhibitions  
Performances  
Collaborations  
Publications/Releases  
Commissions  

Work-related Skills  
List any skills you have that would be relevant to the position being applied for.  

Demonstrated Abilities  
List any abilities you have that have been able to showcase in previous jobs  

Professional Affiliations  
List any groups you are a member of.  

References or Testimonials  
Letters or statements written generally about you by someone who has employed you, worked 
alongside you or someone of professional standing.  
 
The name and contact details of people who can verify what you have said in your application or 
curriculum vitae.  
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SAMPLE RESUME 
 

Lisa Ranson  

105-185 Quail Ridge Rd  Winnipeg, MB.  R2Y 2G6 
Tel: (204) 291-9305  Email : lj885@mts.net 

Enthusiasm + Business Development + Time Management + Strategic Planning + Relationship Building = Results 

 
Profile 
 

 Sales Marketing Professional –  with  7 years experience developing and 
implementing sales plans which helped to increase sales revenue by 50%, exceeding 
targets (Maxill) 

 Resourceful Territory Organizational Professional - who uses proven strategic 
planning skills to maximize territory coverage.  Regained over 60% of clients lost over 
previous 3 years prior to me assuming the territory (Maxill) 

 Product Marketing Specialist – responsible for successfully introducing new 
specialized products to the marketplace and accounting for 30% growth in total revenue 
(Oral Science) 

 Communications Professional - Diplomatic and socially adroit with a natural sincerity 
that has won loyal support and motivation of customers, colleagues, managers and 
suppliers. 

 Resourceful and Confident Leader – with exceptional work ethic, organization and 
communication skills and ability to create a highly motivated team environment (Pacific 
Community Resources) 

Summary of Qualifications 
 

 Territory/Time 

management 

 Effective execution of 

strategic and tactical 

initiatives 

 Strong negotiation and 

communication skills 

 Strategic planning 

 Results oriented 

 Relationship development 

Career Experience 
 
Territorial Sales Manager 2009 - Current 

Oral Science 

Oral Science provides the dental industry with dental care products and protocols.  

 Introduce Oral Science’s products and protocols to Manitoba/Saskatchewan and 
Northern Ontario. 

 Create value of Oral Sciences new product lines to groups of dental professionals 
through interactive presentations.   

 

 

mailto:lj885@mts.net
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Territorial Sales Manager                                                                                  2007 - 2009 

Maxill 

Maxill provides the medical/dental industry and select retailers with dental care and infectious 
control products.  

 Educated existing and potential customers in the quality benefits of Maxill products 

 Created strategic initiatives to increase client base and increase sales of existing clients 

 

Sales Representative 2006 - 2007 

GBC Canada 

GBC Canada provides custom document finishing solutions to businesses around the world, 
including laminating, binding, and creating corporate identity solutions on custom binders and 
folders. 

 Expanded and maintained Winnipeg territory through cold calling and building 
relationships with established clients.   

 

Sales Associate 2004 - 2006 

Jacob 

Jacob provides its customers with affordable upscale women’s fashions and accessories.   

 Engaged customers and helped them create a look that reflects their style and 
personality.  Assist in creating merchandising displays throughout the store. 

 Interact with professional women and provide a level of professional service that I am 
accustomed to.   

 

Sales Associate  2001 - 2004 

GAP 

Gap has long been known as one of Canada’s most successful casual clothing stores.  Gaps 
diverse market share providing fashions ranging from youth to adults, provided an opportunity 
to assist individuals and families in choosing wardrobes and fashion accessories for a wide 
variety of age groups.   

 Assisted customers in coordinating wardrobe purchases.  Created merchandise displays 
throughout the store including window displays.   

 

Account Executive/Sales Manager 1998 - 2001 

Decorworld Magazine 

Head office in Oakville Ontario. Decorworld Magazine provided the Interior Design industry with 
Canada’s largest professional resource guides and information forums bringing all aspects of 
residential and commercial design together under one roof. 

 As an Account Consultant with Decorworld, I was responsible for contacting Interior 
Designers, Architects, Interior Decorators, and industry suppliers to introduce them 
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Decorworld, and sell them on the benefits of promoting their products and/or services 
within our print and online resources. 

 

Manager 1992 - 1998 

Pacific Coast Community Resources (Group Home)  

            Supervised both the Day Program and the Recreational Program of a Group Home for 
mentally and physically challenged individuals.  I maintained a staff of 30.   

             Duties included: 

- scheduling 

- meal planning 

- meeting with professional support members on an ongoing basis (Dr.’s, dietary, 
licensing, etc.) 

- Hiring 

- Training 

- Meeting with clients parents 

- Putting Protocols in place 
 

COMMUNITY INVOLVEMENT 

- Siloam Mission 

- Oasis Community Church 

- A Joyful Noise School 

- Big Sisters Winnipeg 

            

References 
 
Will be provided upon request 
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Sample Biography 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Mark A. Melymick, currently the Coordinator of the Performing Arts Preparation Program 
at Sheridan College in Oakville Ontario, has extensive experience as a professional actor, 
writer and teacher. He is a published playwright and has optioned a screenplay, The Wise 
High Guys. He has received a Saskatchewan Arts Board grant, a Canada Council “B” grant 
and, most recently, Telefilm funding for his writing. 
 
He has numerous television and movie acting credits, including recurring roles on Due South 
and Flash Forward and guest lead on the Cagney and Lacey TV movie (his performance 
received a glowing review in the Hollywood industry magazine, Variety. He has also 
performed in dozens of television commercials. 
 
His professional stage debut was at Twenty-fifth Street Theatre. He is also one of the ounders 
of the long running improv show, “The Saskatoon Soaps,” and performed in the first season 
of “Shakespeare on the Saskatchewan.” 
 
In New York, Mark played “The Magistrate” in the Off-Broadway production of The Ecstasy 
of Rita Joe and was the director-founder of the The Village Soaps improv troupe. He received 
his MFA in New York under the guidance and direction of Academy award winning actor, F. 
Murray Abraham and Obie award winning playwright and director, Jack Gelber. 
 
In Toronto, he studied with Al Waxman, with whom he also worked as an actor on Scales of 
Justice and Twice in a Lifetime. 
 
Mark won a comedy contest while attending the U of S and later performed stand-up comedy 
at Yuk Yuk’s (Toronto), The Comedy Store (London, UK), The Gilded Balloon (Edinburgh), 
The Improv (New York), Paradise Island (Bahamas), and the original Comedy Shoe 
(Saskatoon). In Saskatoon, he also wrote and produced the popular comedy revue Madness. 
 
Mark was a high school teacher for 17 years, mostly at White Oaks Secondary School where 
he was Head of Performing Arts. While there, he directed numerous plays and nurtured the 
talents of hundreds of students, including present day Canadian stars Gerri Hall and Brandon 
McGibbon. 
 
In 1999, he was elected Vice President, External Affairs for ACTRA, where he served on 
council for two terms, until stepping down when he was asked to head up the new program 
at Sheridan College. In 2005, he was elected to serve his third term as Co-Chair of Audio 
Visual & Live Performing Arts on the Board of Directors for the Cultural Human Resources 
Council, where he has chaired several working committees developing Arts curriculum. 
 
He is proud Canadian and a strong promoter of Canadian Culture … but is most proud of 
coproducing his two sons Luke and Lee. 
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Heather Bishop Business Plan               
 

Ultimate Career Goal  

To sustain myself in abundance with my creative endeavours by launching and growing my career 
as a keynote speaker and visual artist while nurturing my music industry career into semi-
retirement. 
 
Vision Statement 

To create beauty and healing through music, keynote speaking, and visual art that touches and 
opens the hearts of enquiring minds around the world while living in abundance.   
 
Mission Statement 

Work with a manager to create the majority of my work in the high-end keynote speakers’ market 
worldwide. 
 
Identity Statement  

Heather Bishop is an internationally known musician, keynote speaker, visual artist, and teacher 
who endeavours to create beauty and healing that touches and opens the hearts of enquiring 
minds. 
 

Profile Statement  

For close to 4 decades, Heather Bishop has travelled the world, delighting audiences both young 
and old with her amazing voice, her time tested song writing skills, and her great sense of humour 
– all beautifully captured on her 14 award winning CDs. Any spare time finds Heather plying one 
of the many trades skills she possesses – building a house or wiring a barn or being an innovator 
in green building techniques. Most recently she has launched an exciting new career as a 
hypnotherapist and keynote speaker, while simultaneously returning to her easel and her first 
love, painting. All this and more won the respect of her country when Heather was awarded the 
Order of Canada, the highest honour this country bestows on one of her citizens.  
 
Values Statement 

My core value is integrity and forms the foundation for my drive to create through a spiritual and 
political lens. I strive to share the absolute magic I experience as an artist and sprinkle that dust 
around to all who might heal and grow in its light. I am dedicated to an environmentally 
sustainable, spiritually fulfilling, and socially just world. 
 

 


