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Unit 6: Digital Online CV  
 
LO1 ï using appropriate online tools 
 
Task 1.1 Tools for Creating Online ñTraditionalò CVs (20 minutes) 

 
1. Using a search engine such as Google or Bing, type in the following search term ñonline 

CV toolò. How many results do you get? 

 
 
 
 
 
 
 
 
 
 
 
 

 
2. You may want to modify your search e.g. key in  ñonline CV UK freeò or for your own 

country 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are a lot of  online CV Builders available.  I 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. 

https://www.myperfectcv.co.uk/
https://www.myperfectcv.co.uk/
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4. Select CREATE CV 
 
5. Choose a template ï Traditiona l. Select Save & Next  and move onto the next screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6. Select Create a new CV from scratch . Select Next. (N.B. You have the option of 

uploading a CV you have already created.) 
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7. Select Next  
 
  



  Page 6 of 29          
 

 
 
 
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.) 
 

 
 
9. Select Save and Next.  
 
10. Look at the options and select  ñI have limited work experience ò. Select Save and Next. 

You will now be matched to the most suitable template ï in this case Retail Template . 
 

 
 
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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15. Select Save and Next  
 
16. Create an account so that you do not lose your work or sign in with Google. I 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. 

 
 
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: 
 

 
 
20. Select Add another position and complete the form as shown below. 
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21. Select Save & Next . 
 
 
22. You will now be shown some tips for entering your education. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
23. Select Next . 
 
24. Key in the education as shown below: 
 

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

 
 
26 Read them and then select Next.  
 
27. Select some top skills as shown below: 
 

 
 
28. Select Save & Next . 
 
29. Select Cancel  
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Tips for Summary screen now appears with some useful tips.  
 

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

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

to pay £2.95. 
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If you pay £2.95 for 14 days , you can download this CV ï see below. 

 
ADVANTAGES 

¶ This CV builder is very useful as it gives you templates 

¶ It also give you tips and suggestions of skills etc that can be included for many roles. 
 
DISADVANTAGE  

¶ You have to pay for the PDF and Word versions. 
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Task 1.2:- Comparison of Features for Creating Online ñTraditionalò CVs (20 minutes) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Search for and choose 2 other online CV Builders  and list the features they contain in the box 
below. I have shown an example below for My Perfect CV  
 

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 - http://europass.cedefop.europa.eu/ 
 

2. Select Create Your CV  
 

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

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

 
 
 
 
 
  

http://europass.cedefop.europa.eu/

