
Internship CV Writing

Workshop



This workshop is Not being recorded

*Please have your cameras turned on 

for the whole workshop*

Thank you



Partnering with the

Arts Internship Office



Introductions

✚ YES Employment+Entrepreneurship

✚ You



YES 
Employment+Entrepreneurship

✚ 25+ years

✚ Helping people find jobs, start a 

business or monetize their art

✚ Workshops and 1:1 coaching

✚ All in English

✚ Almost 10 years partnering with the 

McGill Arts Internship Office

✚ Office in Montreal

✚ Serves people who live anywhere in 

the province of Quebec



You (please turn on your mic 
or write in the chat box)

✚ First Name

✚ Your Major



1) Understand expectations around 
the format and purpose of CVs

2) Use strategies for customizing 
your CV to specific internships

3) Articulate your skills and 
accomplishments within your CV

Learning
Outcomes





CV 

Expectations



Chat Box:

Write in the chat box - what you think the 

Internship Organization

is expecting from your CV



That your CV:

• is easy to read

• formatting & punctuation are consistent

• has a lot of key words

• has no spelling and no grammar mistakes

Expectations the organization has about 

the Formatting of your CV



That your CV shows:

• your interest in the field of the internship

• how organized you are

• how detail oriented you are

Expectations the Manager has about the 

Purpose/Goal of your CV





2 CV Examples
-easy to read

-formatting & punctuation are consistent

-has a lot of key words

-has no spelling and no grammar mistakes



1-Page 
CV

Write in the 
chat box -
why you 
find this CV 
easy to read



1-Page
CV

Write in the 
chat box - why 
you find this 
CV detail 
oriented



What are the differences 
between these 2 CVs?



1-Page
CV

Write in the 
chat box - How 
does Fatima 
nurture her 
interest in her 
fields? Give 
specific 
examples



Strategies for 
Customizing your 

CV to Specific 
Internships



.

3 Strategies for Customizing your 

CV to Specific Internships

1. Use key words from the internship posting
2. Use key words from the internship organization’s 

website (if there aren’t enough key words in the 
posting)

3. Describe relevant activities you're participating in 
at McGill using key words from the posting/website



Strategy #1
.Use Key Words from the Internship Posting

Key Words are:
• Any words that are repeated
• All acronyms
• Any words that are capitalized
• Any words you think are key words

Start with the Qualifications/Requirements section of the posting
2nd look at the Responsibilities section of the posting



.

How to Set & Achieve these 

Learning Objectives

Rewrite them as 
SMART goal statements! 



.

Key words from the internship posting
Requirements Section

• French (capitalized)

• English (capitalized)

• Youth (repeated)

• Social (repeated)

• Human rights (repeated)

• Justice

• Equity

• Anti-racism

• BIPOC (acronym)

• Newcomer

• Refugee

• Inclusivity

• Discrimination

• SDGs (sustainable development goals) (acronym)

• Indigenous cultures

• LGBTQI+ rights (acronym)

• Gender-based

• Intersectional 

• Approaches (repeated)

• Trauma-informed 

• Anti-oppression

• Practices (repeated)

• Decolonizing

• Work collaboratively

• Database management

• Microsoft applications (capitalized)

• Children

• Non-formal setting

• Online setting



Strategy #2
.Use key words from the internship organization’s website (if 

there aren’t enough key words in the posting)

• Any words that are repeated
• All acronyms
• Words that are capitalized
• Any words you think are key words



The Canadian Federation of Friends of Museums (CFFM)



Strategy #3
.Describe relevant activities you're participating in at McGill 

using key words from the internship posting/website



Strategy #3
.Describe relevant activities you're participating in at McGill 

using key words from the internship posting/website



Strategy #3
.Describe relevant activities you're participating in at McGill 

using key words from the internship posting/website



How to Articulate 
your Skills & 

Accomplishments 
within your CV



How to articulate your 
Skills on your CV



How to articulate Accomplishments

on your CV

.



ACCOMPLISHMENTS



Accomplishments

don’t have to be ambitious



How to Identify your Accomplishments
What have you felt proud of?

What did your supervisor and/or colleagues 
specifically thank you for at any of your 
jobs/internships/volunteering?

What feedback did your supervisor(s) or 
professor(s) give you?



Examples of Accomplishments

• Ability to assess the writing of others
• Research (qualitative, quantitative methods)
• Managing multiple research projects simultaneously
• Ability to synthesize information and knowledge
• Ability to analyze and communicate complex information 

to a wide range of audiences
• Ability to work with a variety of people (managers, 

directors, colleagues, freelancers, consultants etc.)



More Examples of Accomplishments

• Contributed to a successful grant proposal

• Completed a school or work assignment by the deadline

• Taught a colleague(s) how to use an application or platform

• Took clear and concise executive meeting minutes

• Executed an idea from beginning to end while you were a member of a 

club or student union

• Took initiative

• Met or exceeded targets/deliverables

• Submitted work by or before the deadline

• Taught yourself how to use a new software/platform



1-Page
CV

Write in the chat 
box - what you 
would say the 
accomplishments 
are and why



How to articulate 
your 

Accomplishments 
on your CV



How to articulate Accomplishments 

on your CV

• Add numbers

• Add symbols $ %

• Add time markets (daily, monthly, annually, quarterly)

• Add details



1-Page
CV

Write in the chat box
How would you add 
more 
accomplishments to 
this CV? Please be 
specific

OR

How would you add 
numbers, symbols, 
time markers, details 
to create 
accomplishments?
Please be specific



Write in the chat box - What is 

1 of your biggest take aways 

from this workshop?



Meeting with a career advisor

1

McGill CAPS

Free one time 30-min meeting 

with an employment counsellor

2

YES Employment+ 
Entrepreneurship

Meeting with a McGill alumni

3

McGillConnect

1:1 Guidance



Questions



Thank you!





info@yesmontreal.ca

Be part of our community. Search for YES Employment + Entrepreneurship.
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