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Unit 6: Digital Online CV

LO1 7 using appropriate online tools
Task1.1Tool s for Creating @mihuesg ATraditional o C

1. Using a search engine such as Google or Bing, type in the following searchtermfion | i ne
CV t.dlow ntany results do you get?

GO gle “online cv toal” Q

All Shopping Images News More Settings Tools

=t
i
(-]
[

About 16,200 results (0.41 seconds)

Create a CV for Free - Free Online CV Builder - myperfecicv.co.uk@

] www.myperfectcv.co.ukl «

Make Your Perfect Rezume Today!

Mo writing exp needed - Customer service support - Step-by-step guidance

Steps: Choose Your CW Design, Insert Our Pre-Witten Examples, Download And Print our New...
Fast & Easy GV Crestor®) - Make a GV Employers Love (™) - Make a Better GV - Perfect GV
Builder \T

Creative Resume Builder Template | Realtime Cv&@

www.realtimecv com/cvdetails «

A new modemn and quick way to transform your ev info creative design using our online cv tool
‘Which offers tons of features like manage your education section, ...

Realtime CV: Resume Builder and Resume Templates @

2. You may want to modify your search e.g. keyin fionl i ne CV UK freeo o
country

mEdit View Favorites Tools Help
x EFConvert - FHSelect

GO gle online cv uk free Q
All Images Shopping News ideos More Setlings Tools
About 5,460,000 results (0.54 seconds

Create a CV for Free - Free Online CV Builder - myperfectcv.co.uk @
BB www.myperfectcv.coukl -
Make Your Perfect Resume Today!

Customer service support - No writing exp needed - Step-by-step guidance
Steps: Choose Your GV Design, Insert Our Pre-Witten Examples, Download And Print Your New...

Fast & Easy CV Creator ™ - Make a G Employers Love (™) - Make a Better GV - Perfect GV
Builder ¥

There are a lot of online CV Builders available. | have chosen My Perfect CV
(https://www.myperfectcv.co.uk/ ) as an example.

3. Please type in the URL - https://www.myperfectcv.co.uk/ and create a CV following the
simple steps shown below. We are going to create an online CV for a student with not
much experience.
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https://www.myperfectcv.co.uk/
https://www.myperfectcv.co.uk/

I e —

File Edit View Favorites Tools Help
x  &FjConvert = [FHSelect

myPerfectCV rern s summonr

Just three
simple steps

1 SelectaCVfromourlioraryof
professional designs

,  BuldyourCyvith ourindustry-
specific bullet points

e [ e ]

getit ready to send!

4. Select CREATE CV

5. Choose a template i Traditiona |. Select Save & Next and move onto the next screen.

What do you want your CV to look like?
Seroll to view all styles and dlick to select a specific style.

CHHRISTIMNA JOHMSON

Traditional Traditional 2 Creative

Save & Next

6. Select Create a new CV from scratch . Select Next. (N.B. You have the option of
uploading a CV you have already created.)

mypeff‘e_‘gcv (M HELP & SUPPORT

CHOOSE TEMPLATE BUILD YOUR CV FnaLsE DOWNLOAD

How do you want to start?

@ Create a new CV from scratch

C Upload my CV

Back MNet
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7. Select Next
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8. Select Student CV , Business and Retail as shown below. (N.B. Notice that there are a lot
of templates for difference experience levels, career fields and career sub-fields.)

mYPE?fE'CfCV (8P HELP & SUPPORT

CHOOSE TEMPLATE BUILD YOUR O FIMALISE DOWMLDAD

Select the following based on your desired position:

This information helps 1s match you to a template with relevant writing examples,

Experiznce leve

Student [»]
Career fighd Career sub-field
Business ] Rel ¥
Back Save & Mext

9. Select Save and Next.

10. Look at t he o ptlhaetinitedavorkd exgegehce cd .  SiBaveeand Next.
You will now be matched to the most suitable template i in this case Retail Template .

mYPE?ﬁftCV (B HELP & SUPPORT

CHOOSE TEMPLATE EUILD YOUR OV FINALISE DOWNLOAD

Congratulations!
We've matched you to : Retail Template

If you'd like bo change your template, dick here.

11. Select Next.

12. Complete the online form with your own information  and e-mail address as shown in
the example in the next diagram.

13. Check the e-mail address in particular is correct.
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myPerfégCV (B HELP & SUFPORT

'CHOOSE TEMPLATE BUILD YOUR O FINALISE DOWMNLOAD

1OV Heading Work History Eduraion Sis Profesdonal Summany

Let's complete your CV heading [ | p——
This section shows your contact information so hiring managers can contact you. R
First Name Sumame
Catherine Gormley
Street Addrass
12 Strand Road
City County Postcode
Londondemy Marthern Ireland BT48 TAB
Home Phone Mobie Phone
OZBT1345372 07779736456
Email Address

catherine. gormiley@marc.ac.uk

Back Save & Next

15. Select Save and Next

16. Create an account so that you do not lose your work or sign in with Google. | have signed
in with my Google account.

17. You are now going to enter your work history. This page contains tips on how to enter your
work history.

myperﬁgcv MyHome [EFHELP & SUPPORT

CHOOSE TEMPLATE BUILD YOUR CW FIMALISE DOAWRLOAD

OV Heading ‘Work History Edurafion Silis Professional Summary

Tips for work history

* Enter basic information about your previous jobs so employars can ses where
you have workad.

* Don't abbreviate job titles. Using your full titkz looks more professional and is
easier for managers w understand,

= Include start and end dates for each position. Missing out dates will make
employers think that you're hiding something.

Don't show me tips ey mans

Back Nexct

18. Select Next.
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19. Complete the form as shown below clicking that you currently work here and by selecting
the appropriate examples for retail:

myPEIj‘eL‘tCV MyHome  [BPHELP & SUPPORT
ioomtevrse | mmovoumcy | s cowwom

Gtventng - Womsestory - Exumn - Sz - S Summery
Where have you worked? &) See heloful ops +

Employer
Marks & Spancers

Employer Location
LONDONDERRY

Job Title
Sales Assistant

Start date
Aug 2018

End date
Feb 2017 BT currenty work hera

Describe what you did in this pasition

* Demanstrsted use and care of merchandiss.
* Grested customers snd ascertsined customers’ pesds.

» Meirtsined records reisted 1o sales.

» Halped cugtomers with questions, protlems snd ssmpleints in n Mainitzin=d r=cords relat=d [ ssles.

* Argwered questiors regarding the siore and it merchandiss.
m Grested customers and ascertsined customers’ needs ~

perzon and vis telzzhane.

m Pragarad sales glipz ard zales coniracts.

Helped customers with questions, pradlems ard complaints
in persan 2nd via telephone.

m Stocked shafves and suppiies and crganizad deplays. -

Back Add another position Save & Next

20. Select Add another position and complete the form as shown below.

/build/where-you-worked aspx?docid=54256871 O ~ @ C || {2 NWRC STAFF Portal_Template... | &~ Work history - My Perfect CV

mYPe?"f‘egCV MyHome [ HELP & SUPPORT

CHODSETEMFLATE | BUILDYOURCY  FINALIE | DOWNLOAD

O Headrg > Wark History > Eucstion > Scis > Professionel Summery

Where have you worked? &) see helphul tips +
Emplayer
Dunnes Stores Positions you've listed
Marks & Spencers
Sales Aszistant
Errng::egrnLn:annn 2016 - Currert.

Job Title
ZSales Assistant

Seart date
Mar 2014

ul 2018 T 0T cumently work hare

Describe what you did in this position

Examples for
tail

« Arswersd questions regarding the siore and its merchandiss. "]
~
+ Demensirated uss arg care of merchendizs.
» Grezted customers and sssarisined custemers’ nesds. Maintsinzd rzcards related o ssizs.
* Stocked shelves and sugglies 2nd organised display=|

m Prazarad sales slips =nd zsles contracts,

Helped customers with questions, problems srd complsints
in persan 2nd vie telephone.

m Stocked shefves snd supplies and crganis=d dsplays.

N Crgarise racks and shetves T maintsin Ue visual sppesl of

Back Add another position Save & Next
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21. Select Save & Next.

22. You will now be shown some tips for entering your education.

myPer“ﬁ:ct CV MyHome [BHELP & SUPPORT

CHODSE TEMFLATE BUILD YOUR CV FINALISE CXIWNLDAD

W Heding > WirkHstry > Edscation > SHis > Profectionsl Summery

Tips for education

= List any places of education that you have attended (school, college,
university) and any qualifications that you have earned, starting with the most
recent.

= If you didn't go to university, focus on the qualifications you gained at school
or collega.

= Coursework is optional. List relevane courses if you don't have much work
experience.,

LDonl shew me tipe any mere

Back

Mext

23. Select Next.

24. Key in the education as shown below:

myPe?ﬁct CcvV My Home [ HELP & SUPPORT
CHDOSE TEMFLATE BUILD YOUR OV FINALISE DOWNLOAD
Od Heaclng = WorkHistory > Education > Sdis > Professonsl Summery
Tell us about your education G Se= helpful tips +

Institution name
Morth West College of Education

Institution location
LONDCNDERRY

Diegres

Enter your degree

Enter your degree
Edexcel Level 3 Business

Field of study

Retail

‘fzar of graduation
Current I am currently studying here

ADD A DESCRIPTION @
TO THIS SECTION

25. Select Save & Next.
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Tips for Skills screen now appears with some useful tips.

myperﬁ'gt CV My Home  [EJHELP & SUPPORT

CHOOSE TEMPLATE BUILD YOUR OV FINALISE DOWNLOWD

O Haasing Wikork History' ==T=_- = Sdlis Professionsl Summany

Tips for Skills

= Highlight &-B skills that are most relevant to your desired job.

o If you don't have much experience, consider listing soft skills such as "fast
learner”, "highly dependabla" or "sxcellent attention to detail”,

o Usa short bulleted phrases — 3 words or fewer, You don't need to use a full
stop [.) at the end.

o by o b sy mzes

Back Next

26 Read them and then select Next.

27. Select some top skills as shown below:

mYPETfE_CfCV My Home [P HELP & SUPPORT

CTHDOSE TEMFLATE BAILE YOUR CV FINALISE DOWNLDAD

10! Haading Viiork Hisiory Exczdior Sudlis Professonal Summany

Let's highlight your top skills {3 Se= helpful vips +

Examples for il -
Pimtail | Other examples (T)

® Ewceglicnal customer Imventory management ~
==rvice

= Fashion knowl=dge

= Abl= to p=rsuade others Shig t pro ing
=fTmctivety]

m Fashion knowledg=

m Admpt to divers= groups

m Able to persuade otfers effectively
W

Back Save B Next

28. Select Save & Next.

29. Select Cancel
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Tips for Summary screen now appears with some useful tips.

myPEiﬁ,{.'t CV My Home [ERHELP & SUPPORT

THOOSE TEMFLATE BAFILD YOUR OV FINALIEE DOWWMNLOAD
Wiork Hstory = Educabion Sl Profescional Summary

' Haacing

CHanEma o

Tips for Summary

o Write a caresr overview so that hiring managers can immediztely see the value
that you bring.

s Mot sure how to writz this? Choose one of our examples and adit it to match
your background,

= Make your summary scund stronger by writing it in the present tense. Foous
on what you can do for a company, rather than what you have done in the

past.

Don'T show e tigs any more:

Next

1n ]

Back

30. Select Next. Complete this section using the prompts.

# Summary section - My Perf..

P hitps://www.myperfectev.co.uk/rwz/build/freeform-section.aspx?docid=542568T1 &secti O ~ @& &

File Edit View Favorites Tools Help

x @ Convert v [GHSelect
My Home [ HELP & SUPPORT

myPerfectCV

CHOOSE TEMFLATE DOWNLOAD

O Hending = WorkHstry > Bdcion > Sk

Almost done! Add a brief summary of your background (G sea helpful tips +

Examples for

Retail
12m & sales sssistart with 3 y=ars sxzeriance in retsil sales and [Job Titi=] with [Numier] years in retail sales and n
management. I am 2 passicnats l=sder who develops highty manegement, Passionate leader who develops ghly
mctivated teams through 2nd superior i e e e
Enthusiastic self-starter with sxcsliznt customner service skills. Sesking e
shift or store position in & [
Meticulous [Job Titl], whe mxcels ot juggling multipls tasks
2nd working under pressurs. Brosd industry mxperi=nce
includes Healthcare, Finance and Legal.
Retail professional who excels in fast-paced environments.
Extansive mxperience in customer ==rvice, marchandising,
POS systems and cash handling.
Enthusiastic seif-starter with excellent customer service:
=kills. Smaking =it or stors manag=ment position in & [Stzre
Type] store. ~
Back Save & Next
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31. Select Save & Next

32. You have the option of adding additional material but just select Save & Next .
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The completed CV will appear

lit View Favorites Tools Help
Convert ~ (B Select

myP grf_:’,;tjCV MyHome (B HELP & SUPPORT

CHOOSETEMPLATE | mALOYOWACY | FNAUSE | DOWNORD
Finalise your CV

R R | B B

. /
CATHERINE GORMLEY
[T rr—— B
¥ e gk
Summary /
tem wits Tems -
it sl e s : with
e e,
Skills /
. [
+ Fohion bmowloAge
& Bk o prrasadi others lfestvely
oy wr————
Work Histary /
Sales Amimami. C53018 v Cusrrem:
Backs & Spencers - LONDONTEREY
& Answered queations regufing the icss 5ol it meschasdise.
* Domoeatraind v snd care of
& Grested costommers and sacestsined cavtomeny rech.
Still P TS ——— -
. e v teepbone.
Wiark: Hiztory Salea Axsintent, C32014 12 07206
" D Stomea -
& Answeres queations regering the sore s it meschasdfise.
Eucation + Demoemeraied e oo care of
P Y J—— Y
+ Stocked shehves 2o appics £ arganiacd disglopa.
+ A sections Education 4

Edenee] Level 3 Business: Rl Cisrment
Dioeth Wese Callege of Edurstion - LONDONDERRY

Back Save & Next

34. Select Download as txt option. If you select PDF, MS Word or Web page, you will have
to pay £2.95.

" Download

(¢ Which format do you want to use?

B O Adobe POF (pdf)
O Vieb pege (i)
L ® Peini= (b
L O MS Word document [.doo)
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] ALTIETITE TUTITIRY WY L= INOLEpau — ) j—

File Edit Format View Help

Catherine Gormley

12 strand Rroad

Londonderry, Northern Ireland BT48 7aB
02871345678

07779736456

catherine. gormley@mwrc., ac. uk

summary
I am a sales assistant with 3 years experience in retail sales and management. I am a passionate leader who deve’
skills

Exceptional customer service
Fashion knowledge

Able to persuade others effectively
Able to persuade others effectively

work History

August 2016 to Current
Marks & Spencers LONDONDERRY
sales Assistant

Answered guestions regarding the store and its merchandise.

pemonstrated use and care of merchandise.

Greeted customers and_ascertained customers' needs.

Maintained records related to sales.

Helped customers with questions, problems and complaints in person and via telephone.

March 2014 to July| 2016
Dunnes Stores Olllﬂg
sales assistant

answered guestions regarding the store and its merchandise.
Demonstrated use and care of merchandise.

Greeted customers and ascertained customers’ needs.
stocked shelves and supplies and organised displays.

Education

current North west college of Education LONDONDERRY,
Edexcel Level 3 Business Retail

If you pay £2.95 for 14 daysl , you can download this CV i _see bel_gw.

Subscription features

Download & save in

& 14 days full access £2 .95 multiple formets Monthly access £4.95
[POF, Word, RTF)
* Unlimited printing and downloeding —= Lovering Letter B.ulld:r . * Full access to all festures including
= Dowrnload a covering letter in }
far 14 deys i covering letters
multiple formets
* Create wnlimited additional CVs and = Aurtomatically renews sach year,

|f you're unhappy for any reason

covering letters cancel st sy time

during the first 14 days, just et us
After 14 deys, suto-renews at £16.55 knaw and well refund your = Pay £59.40 up front and sawve 75%

billed every 4 weeks money

* Pay once, use all y=ar long

Cancel at any time=

Continue »

ADVANTAGES
9 This CV builder is very useful as it gives you templates
1 It also give you tips and suggestions of skills etc that can be included for many roles.

DISADVANTAGE
1 You have to pay for the PDF and Word versions.
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Task 1.2:- Comparison of Features for CreatingOn | i n e

Ssncioge i O - @ C |72 NIRC STARF Bortl Yempliter.| £ Pertect i Buider and mare

Y i+
N @

[ D —

et EXCLUSIVE ACCESS to all our features
Sign up today

Search for and choose 2 other online CV Builders and list the features they contain in the box

below. | have shown an example below for My Perfect CV

ATr a@0nminues) al o

CVs

Free Online CV Builder Features

Name: My Perfect CV

Name

Name

CV Builder

Covering letter builder

Pre-written content to include in
your CV

Database of Sample CVs

Pre written covering letter
templates

Help and Support 7 days a
week

Access to over 100 Frequently
Asked Questions

Unlimited download, print and
email in .txt
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Task 1.3:- Using Europass (10 minutes)

1. Go to the Europass site - hitp://europass.cedefop.europa.eu/

2. Select Create Your CV

w

Key in the following information into the CV sections as shown below

4. . Remember to save each section as you go along.
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