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Assignment: Professional Tools 

 
Summary 
 
These assignments will guide you in producing a portfolio of documents that will serve as 
essential tools in reaching your goals. There are four separate assignments included in the 
“Professional Tools” assignment: 
 

• Personal Essay 
• Short and Long Bios 
• Informational Interview Request 
• Resume and Cover Letter 

 
I suggest you complete all four, but I’ll ask you to choose just three of these assignments to 
submit towards your final grade. 
 
Meet with a tutor from the Writing Center or an EM Staff Member at least once to access support 
in conceiving, writing and/or editing at least one of these assignments (see syllabus for contact 
information). I’d be happy if you met with more than one person, on more than one occasion, but 
for this assignment I’ll ask you to provide documentation of one meeting. 
 
Please make appointments early, as slots will fill up closer to the deadline.  
 
What to Submit 
 
Complete three out of the four assignments. Submit your completed work on Google Drive, 
shared with me at tanya.kalmanovitch@gmail.com by midnight on Wednesday, March 29. This 
assignment is worth 30% of your final grade for this class.  
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Overview 
 
Write a compelling personal essay (1000 words, double-spaced, 12 point font) that you would be 
proud to submit as part of a graduate school, scholarship, fellowship or job application. You may 
choose to write either a general, comprehensive personal statement, or one that’s intended for a 
specific purpose (e.g. a prompt from a specific application, or one that will be useful in 
advancing you in a new direction).    
 
Meet with a tutor from the Writing Center to access support in conceiving, writing and/or editing 
your essay (see syllabus for contact information). Please make your appointment early, as slots 
will fill up closer to the deadline.  
 
What to Submit 
 
Your personal essay (1000 words, 12 point font, single spaced). Submit your essay by sharing it 
with me on Google Drive at tanya.kalmanovitch@gmail.com).  Be sure to enable “editing” on 
your essay so that I can provide comments on the file itself. 
 
Sample Prompts for a Personal Essay 
 
Fulbright Personal Statement 
 
This 1-page narrative is designed to give the reviewers a picture of you as an individual. It is an 
opportunity to tell the committee more about the trajectory that you have followed and what 
plans you have for the future. Whereas the Statement of Grant Purpose focuses on what you will 
be doing in the host country, the Personal Statement concentrates on how your background has 
influenced your development and how that relates to the Fulbright opportunity. 
 
The statement can deal with your personal history, family background, intellectual development, 
and the educational, professional, or cultural opportunities to which you have or have not been 
exposed; explain their impact. This should not be a reiteration of facts already listed in the 
Biographical Data sections or an elaboration of the Statement of Grant Purpose. 
 
The Juilliard School 
 
At Juilliard we encourage students to become advocates for the arts, and to use their artistic 
talents to improve the world. What kind of social or political responsibilities do you set for 
yourself as an artist? How do you plan to fulfill them? 
 



Manhattan School of Music 
 
The Admission and Scholarship Committee seeks not only dedicated and talented musicians, but 
individuals who might contribute to the MSM community even apart from their music. Let us 
know who you are in addition to being a musician. What are your non-musical interests? Where 
do your priorities lie outside of your musical pursuits? What do you treasure most apart from 
your dedication to your craft? 
 
Community MusicWorks Fellowship 
 
In a 1-2 page letter, please describe why you are an excellent fit for Community MusicWorks 
and the Fellowship Program, and why you want to join us. In your letter please address the 
following questions:  

• How do you think music performance and music education can make an impact on a 
young person, their community, and beyond? 

• What ideas do you have for establishing and/or working in an urban musical residency 
like Community MusicWorks in the future, and where might that be? 

• How will the Community MusicWorks Fellowship experience help you to achieve your 
future goals? 

 
Harvard Law School Personal Statement 
 
The personal statement provides an opportunity for you to present yourself, your background, 
your ideas, and your qualifications to the Admissions Committee. Please limit your statement to 
two pages using a minimum of 11-point font, 1-inch margins, and double spacing. 
 
The personal statement is intended as an opportunity to give the Admissions Committee a better 
sense of who you are as a person and as a potential student and graduate of Harvard Law School. 
In many instances, applicants have used the personal statement to provide more context on how 
their experiences and strengths could make them valuable contributors to the Harvard and legal 
communities, to illuminate their intellectual background and interests, or to clarify or elaborate 
on other information in their application. Because applicants and their experiences differ, you are 
the best person to determine the content of your statement. 
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Overview 
 
Write a pair of engaging, informative bios (short and long) that are suitable for your professional 
use. As you consider “professional use”, think about both the contexts in which you are working 
now, or aspire to work in the future. You may choose to write a formal bio, or one that uses a 
non-standard approach. Either way, your short and long bios should tell the reader everything 
pertinent about you and your music in a captivating and direct manner.  
 
What to Submit 
 
Submit the following components by sharing them with me on Google Drive 
(tanya.kalmanovitch@gmail.com). Submit your bios as a Google Docs file, and be sure to enable 
“editing” on your essay so that I can provide comments on the file itself. 
 

• A short bio (250-350 words) 
• A long bio (750-1000 words) 

 
Format your bio for professional use: include all relevant contact information on each bio sheet, 
and label your files for professional use (e.g. Justine Chen – Bio – Long; Justine Chen – Bio – 
Short).  
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Overview 
 
An informational interview is an informal, but professional, conversation between you and 
someone who’s involved the kind of work you’d like to do. Informational interviews can be done 
with people who are already in your network, or people you haven’t yet met but would like to 
include in your network. They’re a key strategy in making yourself available to opportunity: 
useful at every stage and in every aspect of your artistic, personal and professional development. 
 
For the purpose of this assignment, I’d like you to focus on one of two options for your 
informational interview subject: 
 

• An individual who is within your immediate audience, but who you’d like to reach out 
to in a new capacity (for example, a former teacher/coach with whom you’d like to speak 
about professional development, rather than artistic, matters). 

• An individual who is outside your immediate network, but with whom you share a 
degree of relationship (e.g. an alumni of your school, a colleague of your teachers’, the 
director of a programme you participated in, a friend of a friend. It’s OK to ask for help 
in getting the initial introduction.) 

 
In either case, the purpose of the interview is gain information and insight that will help you to 
enter into their line of employment – so it’s important that there be clear overlap between your 
interests and their experience. 
 
 
How to Prepare this Assignment 
 
First, identify and research someone you’d like to speak with. Look carefully at your intended 
subject’s bio, work history, and professional engagements. Try to indentify the path they’ve 
taken to where they are now. Look for areas of alignment between where your interview subject 
has been, and where you’d like to go. 
 
Then, prepare a professional email requesting an informational interview. Read the resource 
materials posted on the class website. The Harvard Law School website offers excellent 
templates for professional communication. Under the surface of these emails is extensive 
homework – the writers go the extra mile to show that they know the readers’ backgrounds and 
interests, and that there’s a significant overlap between the writer and the reader’s professional 
goals and values.  
 
Although this is professional communication, it’s aimed at personal relationship-building. 
Accordingly, make sure your writing includes something of your personal voice. This might 



come through in the content you include (check out the email written by a former student at the 
end of this assignment sheet, and how she mentions her history as a dancer) or in your choice of 
words (all writing can be expressive – even professional emails – so think carefully about your 
word choices).  
 
Edit your email carefully. Tip: work offline, in a word processing program, then copy the text 
carefully into your email message window, with the email addressed to yourself.1 Once you’re 
satisfied with the content, send yourself a test message and proofread it carefully. Pay attention 
to all the elements of professional communication: your subject line, your name and email 
address as they display to the reader, the opening and closing salutations, and your signature file. 
In written communication, these elements can make all the difference between your request (and 
you) being taken seriously, or not.  
 
Finally, send off the email! Fingers crossed for a response. (And if you are fortunate enough to 
get an interview, please don’t forget to send a thank you note. If you want to go the extra mile – 
a handwritten note in the mail is never a bad idea.) 
 
 
What to Submit for this Assignment 
 
To receive credit for this assignment, submit a PDF of the email as it appears in the “sent” file of 
your email client. You’ll be graded on the clarity and professionalism of the email itself, and not 
the outcome of your request. (Though I do hope that you’re able to secure a meeting with the 
recipient.) 
 

	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
1 This precautionary step can prevent tragic email accidents. I write from experience. 



An Email Written by a Former Student  
(Names and identifying details changed.) 
	  
	  
From: Elizabeth Small elizabeth.small@gmail.com  
To: david.largo@nycb.org 
Subject: Informational Interview Request from a Mannes Student 
 
Dear Mr. Largo, 
 
My teacher Marie Murphy suggested that I contact you and asked me to pass along his well wishes. I 
understand that you are acting principal of the New York City Ballet Orchestra, and I am particularly 
interested in learning more about your involvement with the ballet and your collaborations with non-
classical recording artists. I hope to perform in symphonic and ballet orchestras upon graduation from 
Mannes College next spring. 
 
Before I started to play the cello, I was a devoted ballet dancer. When my passion for cello overtook my 
dancing, I realized that my main attraction to ballet had principally been the spellbinding music. My years 
of perfecting pliés and absorbing the music were the initial sparks for my interest in a career in classical 
music. I plan to remain in New York City after graduation and would greatly appreciate the opportunity to 
meet with you to discuss your ideas for starting a career in a ballet orchestra. 
 
I realize that your time is valuable and I would greatly appreciate any time that you could spare to speak 
with me. I will be leaving for winter break on December 24th; it would be great to meet with you before 
that date, if possible. Thank you in advance for your help. 
 
Sincerely yours, 
 
Elizabeth Small 
 
Elizabeth Small  // Cellist 
P.O. Box 2001, New York, NY 10023 
T (212) 799-5000 
E elizabeth.small@gmail.com 
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Overview 
 
Identify a job, fellowship or other opportunity of interest to you, and prepare a cover letter and 
resume/CV that is specifically tailored to this opportunity.  
 
This should be a publicly advertised position or opportunity that is directly related to your real 
personal and professional goals. Since you are not required to follow through with the 
application for this assignment, it’s perfectly acceptable to choose a posting with a past deadline, 
or one that you'd apply for in the not-too-distant future. In addition to paid employment, consider 
internships, residencies, fellowships, post-graduate fellowships, fiscal sponsorship, etc. 
 
Consultants from the Entrepreneurial Musicianship department can help you to identify 
professional opportunities. I recommend doing an extensive search of NEC’s Bridge database as 
well as an in-person meeting as you choose an opportunity to “apply for”,  and again as you 
prepare your application materials.  
 
What to Submit 
 

• Resume or CV, as requested by the posting 
• Cover Letter 
• A copy of the original job posting 

 
 
 
 
 



The Entrepreneurial Musician 
Professional Tools: Consultation Form 

 
 
 
Your Name:  
 
Date of Consultation:  
 
Name of your consultant: 
 
 
Use the space below to summarize the advice received from your consultant: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Consultant’s Signature:   ______________________________________________________ 


