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Crafting a Winning CV and
Cover Letter

Welcome to the ReSkillg5+ Career Module! This comprehensive training will guide
you through creating an effective CV and tailored cover letter. Designed
specifically for adults aged 45- 65 who are reskilling and preparing to re-enter the
job market, this module offers clear, step-by-step guidance at your own pace.
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The Modern Job Market for 45+

A Changing Landscape Importance of Reskilling
More adults 45+ are continuing to Many industries require digital
work or returning to work thanin literacy and up-to-date skills. This
past decades. Lifelong careers are presents an opportunity to leverage
less common; reskilling and new training with decades of
adaptability are now essential. experience.

Why Your CV Matters

A strong CV helps you stand out. It's often your first impression and can
determine whether you get invited for an interview.

Recruiters may spend only 6-7 seconds scanning a CV initially, so it needs to
quickly show that you're a fit. Your CV is your marketing tool - make every second
count.




Your Experience - An Asset, Not a Liability
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Valuable Experience Transferable Skills

As a mature professional, you bring rich experience, work ethic, and Leadership, communication, reliability, domain knowledge - these
problem-solving skills developed over years. These are strengths you skills are highly valuable in new roles. Emphasize how your past roles
should highlight. equipped you for today's jobs.

Confidence in Reskilling Positive Framing

Demonstrate adaptability and eagerness to learn. Mention recent Frame your age and experience positively. Present extensive
training or certifications to counter any bias about tech-savviness. experience as a benefit: you can mentor others, handle challenges

calmly, and ramp up quickly.



Learning Goals
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Understand CV Fundamentals Craft Effective Content Design & Format
Learn the purpose of a CV and its key Present your experience and skills concisely Get tips on formatting and layout for a
components: contact information, profile, and relevantly, focusing on achievements and professional-looking CV that is easy to read
work history, skills, and education. avoiding common mistakes. for both humans and Applicant Tracking
Systems.
04
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Cover Letters

Understand how to write a tailored cover letter that complements
your CV and communicates your motivation and fit.

Utilize Tools & Practice

Discover Al and online tools to help write and design your documents.
Engage in activities to apply what you learn.



Module Outline

Introduction

Goals and overview of what we will cover

CV Breakdown

Section-by-section guide through all CV components

Visual & Layout Tips

Making your CV format clean, professional, and ATS-friendly

Al Tools

Using ChatGPT for writing help, Canva for design, and Zety
for templates

Practice

Reflective tasks to apply your learning

10

CV Basics

Purpose of a CV, key principles, and how to tailor it to jobs

Common Mistakes

Frequent pitfalls in CVs and cover letters to avoid

Cover Letters

Purpose, structure, and tips for a great cover letter

Samples

A full sample CV and cover letter with explanations

Summary & Next Steps

Key takeaways and guidance on moving forward
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What is a CV and Why Do | Need One?

CV = Your Professional Story First Impression

Curriculum Vitae, Latin for "course of life," is a document that Employers often see your CV before meeting you. A well-crafted CV
summarizes your professional experience, skills, and education. It's quickly shows that you meet their needs and encourages them to
similar to a réesume - in many contexts the terms are used learn more. If your CV is unclear or unfocused, you might not get a
interchangeably. second chance.

Purpose Relevance is Key

The CV's purpose is to land you an interview, not to list everything Tailor your CV for the job at hand. Include relevant details that show
you've ever done. Think of it as a marketing tool: it highlights the you can do the job. Everything on your CV should have a purpose - if
qualifications that make you suited for a specific job. it doesn't help show your suitability, consider removing it.



Key Principles of an Effective CV
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Clarity and Brevity

Keep your CV clear and concise. Aim for
1-2 pages inlength - enough to show
your qualifications but not overwhelm.
Use simple language and avoid jargon.

O

Honesty

Never falsify information. Present yourself positively, but
truthfully. Address gaps or shortcomings briefly rather than

stretching the truth.

Relevance

Focus on experiences and skills that are
relevant to the job. Limit detail to the last
10-15 years of work and highlight your
most relevant roles.

Professionalism

Achievements, Not Just Duties

Emphasize accomplishments over mere
responsibilities. Quantify results (e.g.,
"Improved X by 20%") to show the impact
of your work.

Ensure your CV is free of typos or errors. Use a professional tone
and consistent formatting. Small details contribute to the

impression of professionalism.



Tailoring Your CV to Each Job

Analyze the Job Description

Carefully read the job posting. Identify keywords and
requirements. Make sure those keywords appear in your CV if you
have them.

Prioritize Relevant Info

Order sections or bullet points by relevance. Highlight what
matches the job's needs first.

Mirror Their Language

If the job description says "proficient in Microsoft Excel," and you
have that skill, use the same phrasing in your CV.

Customize Your Profile

Tweak your professional summary for each application. Mention
the specific role and key qualifications that match.

Adapt your CV for each application rather than sending the exact same CV everywhere. Different jobs value different skills - show the
employer that you have what they are looking for. This immediately signals to the reader that your CV is targeted to their job opening.



CV Formats - Chronological, Functional, Hybrid

Chronological CV Functional CV Combination (Hybrid)

The most common format - list your Groups your experience by skills or Blends elements of both - often starts
work experience starting with the most functions rather than by time. This with a skills summary followed by a
recent and going backwards. This format format can deemphasize gaps or career shorter chronological work history. This
highlights your career progression and is changes. It may be useful if you have a can let you shine a light on important
generally recommended for most job very non-linear career or a long skills up front, while still providing the
seekers, including older workers. It's employment gap, but some recruiters timeline employers expect.
straightforward and easy for employers find it less transparent.

to follow your job history.

In most cases, chronological is preferred because it clearly shows your recent experience. Ensure whichever format you use is clear and not
confusing to the reader. Always keep it to 1- 2 pages regardless of format.



CV Structure - Sections at a Glance
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Header / Contact Information

Your name and contact details

03

Professional Profile or Summary

A brief statement highlighting your key qualifications and career
goals

O4

Work Experience

Your employment history with key accomplishments in each role

05

Skills

A list of relevant skills - technical, digital competencies, languages,
etc.

06

Education & Training

Your degrees, certifications, and relevant courses

Additional Sections

Optional: Certifications, Volunteer Work, Awards, Professional
Memberships

Use clear headings to separate each section. This helps the reader (and software) navigate your CV easily. The order can vary slightly based on

what showcases your strengths most prominently.



Contact Information

What to Include What NOT to Include

« Your name, phone number, and email address are essential « Do not list personal details like date of birth, marital status, or

. Use a professional email address (ideally your name; for example, social security number

jane.doe@gmail.com) . Inthe US/UK, do not include a photograph on your CV unless

« Include your LinkedIn profile URL if you have one specifically requested

. Avoid outdated email addresses from Yahoo or AOL - consider
creating a new Gmail address

« You may include your city and state/region, but full home
address is not necessary

Format: Make your name stand out - typically it's at the top in a larger font. Contact details can be on one line or a couple of lines beneath
your name. Double-check that all contact info is current and correct - one typo can cost you an opportunity!



Professional Profile (Summary)

A professional profile (or summary) is a short paragraph at the top of your CV that gives a snapshot of who you are as a candidate. It has
replaced the old-fashioned "Objective" statement. Instead of saying what you want, it highlights what you offer.

Length & Style

Aim for 3-5 sentences or bullet points.
Write in third person implied (usually
you don't use "T" or "my" in a CV). This
section should be concise, confident,
and tailored to the role you're applying
for.

What to Include

Mention your profession or field, years
of experience or a descriptor, and 2-3
key strengths or achievements that
align with the target job. If you're
transitioning careers, mention your
transferable skills and recent
certification or training.

Customize It

This is the first thing an employer reads,
so tailor it each time. Include the title of
the job you're targeting and match key
skills to the job posting. Think of it as
your elevator pitch on paper.

Example: "Detail-oriented administrative professional with 20 years of experience in office management and data coordination. Skilled in
Microsoft Office and database systems, with a track record of improving departmental efficiency. Currently reskilling in digital data
management and eager to contribute strong organizational and technical skills."




Profile Example - Good vs. Needs Improvement

Y Needs Improvement

"Tam a 56-year-old looking for any entry-level job in IT. I don't

have direct experience, but I am hardworking and willing to learn.

I'was an office clerk and did some computer work."

What's wrong? This statement is too generic and focused on the

candidate's needs. It mentions age unnecessarily, doesn't highlight
specific skills or achievements, and lacks confidence. Avoid phrases
like "looking for a job" or drawing attention to age or what you lack.

v Strong Profile

"Detail-oriented Administrative Clerk transitioning into Digital
Data Support roles. 10+ years experience managing records and
databases in a fast-paced office environment. Recent
certification in Data Management (2025) with up-to-date skills in
Excel and CRM systems. Recognized for accuracy and efficiency -
eager to apply strong technical and organizational skills to

support business operations in a data-driven role.”

Why it works: Highlights relevant experience and skills, includes a
recent qualification, and uses confident language without
unnecessary personal details. It directly aligns with a digital/data
support role.



Work Experience - How to List Your Jobs

1 Reverse Chronological Order

List your work history starting with your most recent or current
position and work backward. For each job, include: Job Title,
Company Name, Location (City, State), and Dates of
employment.

3 Length of History

You generally do not need to list every job you ever had. It's
usually enough to include the last 10-15 years of experience in
detail. Earlier experience can be summarized briefly or left off
if not relevant.
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Describe Each Role

Under each job, add 2-5 bullet points describing your key
responsibilities and achievements in that role. Use action
verbs to start each bullet (e.g., "Managed", "Developed",
"Coordinated").

Addressing Gaps

If you have a significant employment gap, don't panic. You can
briefly mention career breaks in your CV or explain them in
your cover letter. Be honest and highlight any productive
activities during the gap.

@nt
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Emphasize Achievements, Not Just Duties

Go Beyond Job Duties

It's not enough to say what you were responsible for; try to convey
how wellyou did it. Turn passive job descriptions into active
statements of achievement.

Use Action Verbs

Begin each bullet with a powerful verb (e.g., Managed, Developed,
Increased, Reduced, Led, Created). This grabs attention and clearly
communicates your role.

Quantify Results

Whenever possible, include numbers or tangible outcomes. Numbers

provide concrete evidence of your impact.

Compare Examples:

) Duty-focused: "Responsible for data entry and customer

records."

(This is okay, but generic.)

Achievement-focused: "Maintained a 5,000-entry
customer database with 99% accuracy and sped up record
retrieval by implementing a new digital filing protocol."

(This version shows scale, accuracy, and initiative.)

Highlight achievements that relate to the job you want. If you're applying for a digital data role, emphasize any experience with computers,

databases, software, accuracy, and efficiency from your past work.

" A



Gaps and Older Experience

Dealing with Older Experience Career Change Transparency

If you have jobs from 20+ years ago that If you're transitioning to a new field,
aren't directly relevant anymore, it's emphasize transferable skills from your
usually not necessary to list them in older roles (like leadership, data

detail. You can summarize early career handling, customer service). It's okay to
experience in one line if you wish. This label yourself as "Aspiring [New RoleI" or
shows you have a long work history "Professional transitioning from [OIld
without using up space on outdated Field] to [INew FieldT" in your profile.
details.

Explaining Employment Gaps

Include a placeholder in your work
history like "2015-2018: Career break to
care for family" or focus on what you did
during the gap if relevant - for example,
volunteer work, freelance projects, or
courses you completed. Use your cover
letter to provide context in a positive
way.

Stay Future-Focused: When addressing gaps or old jobs, always steer the focus back to how you are qualified now. Highlight how you've

updated your skills recently, rather than dwelling on the gap.



Skills Section - Highlight Your Abilities

A dedicated Skills section gives a snapshot of what you're good at, in terms of specific competencies. It helps recruiters see if you have the
technical skills or soft skills required, and it helps with ATS keyword matching.

Technical Skills Soft Skills

- Software proficiency (Excel, Word, CRM systems, data entry « Communication
software) . Teamwork

- Typing speed - Attention to detail

- Programming or digital tools if applicable . Time management

- For someone reskilling, emphasize any new digital skills or . Problem-solving

certifications here . Adaptability

Format: You can present skills as a bulleted list or a separated list with commas. Ensure the skill names are clear. For example, say "Microsoft
Excel" rather than "computer skills"; say "Customer Service" rather than "people skills." Put the most relevant skills from the job description first.

Keep it Real: Only list skills you truly have. If you mention a software or language, be prepared that you might be asked about it or even
tested.



Education and Training

Education Section Additional Training

List your highest relevant education. This typically includes degrees For a reskilling adult, recent courses and certifications are very
(e.g., B.A. in Business Administration, University of Sofia). If important. Include any diplomas, certificates, or workshops that
you earned a degree many years ago, you do not need to include relate to your target job. For example: "Certificate in Digital

the graduation year - especially if it's over 20 years in the past. Marketing, 2024", "Completed ReSkill45+ Data Entry Training, 2025"
The hiring manager cares more about the qualification itself than Showing recent education signals that you're actively upgrading
when you got it. your skills.

Order: You can combine formal education and certifications under an "Education & Training" heading, or separate them. Usually list degrees
first, then certifications. But if you have a recent certificate that's very relevant, you can list it first or bold it. Tailor this section's order to what
the employer will value most.

Details to Include: For each entry, state the qualification name, institution, and location (optional). You can include the year of completion
for recent courses (it shows you've done it recently, which is a plus), but leave out graduation years from decades ago.



Additional Sections (Certifications, Volunteer, etc.)

%

Certifications

If you have professional certifications or licenses that are relevant,
create a section for them. Include the name of the certification,
granting body, and year. Example: "Google IT Support Professional
Certificate - Coursera (2025)".

Projects or Portfolio

For digital roles, you might mention personal projects or link to a
portfolio if relevant. If you completed notable projects during
training, you could list them briefly.

2

Volunteer Experience

Volunteering can demonstrate skills and character, especially if you
have limited recent work experience. List volunteer roles similarly to
jobs (with organization, role, dates, and bullets). Label the section
"Volunteer Experience" or "Community Involvement”.

&

Languages

If you speak multiple languages, list them with proficiency level (e.g.,
"Bulgarian - Native; English - Professional Working Proficiency"). This
can be its own section if languages are relevant to the job or region.

References: It's no longer standard to list references on the CV. You also don't need to write "References available upon request" - employers

will assume that. Save that space for more important information.



Common CV Mistakes to Avoid

Typos and Errors

Nothing can undermine a professional impression like spelling
mistakes or grammatical errors. Always proofread your CV
multiple times. Consider asking someone else to review it as well.

Irrelevant Details

Leave out personal information (age, photograph, marital status)
unless required. Don't include outdated skills or obsolete software
from the 90s. Focus on current and job-relevant skills.

Inconsistent Formatting

Mixing different bullet point styles, fonts, or alignment looks
sloppy. Ensure your formatting is consistent throughout.
Consistency shows attention to detail.

Too Long or Too Much Information

A CV that's 4-5 pages long with every detail from the past 30
years will not hold a recruiter's attention. Be selective and
concise. Remember, around 2 pages is a good target for length.

Unprofessional Elements

Avoid unprofessional email addresses, decorative or hard-to-read
fonts, bright colors, or fancy graphics that distract. Use a simple,
clean format.

Vague Descriptions

Avoid generic phrases like "responsible for various tasks" or
"worked on many projects." Be specific about what you did. Back
up buzzwords with concrete examples.




Formatting Basics - Make It Reader-Friendly

—————0—

Use a Modern, Legible Font

Select a clean font like Arial, Calibri, Cambria, or Verdana. Avoid
old-style serif fonts like Times New Roman - sans-serif fonts are
easier to read on screens and by automated systems. Font size
should be around 11 or 12 points for body text.

Consistent Style

Maintain uniform formatting. If you bold job titles, do so for all
jobs. If you use bullet points in one section, use the same bullet
style in others. Align dates consistently. Consistency gives a
polished look.
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Whitespace is Good

Don't cram text edge to edge. Use margins (about 1inch on each
side is standard) and leave blank space between sections. A CV
with sufficient whitespace looks organized and is easier on the
eyes.

Avoid Clutter

Steer clear of excessive use of italics, underlines, or different
colors. Generally, black (or very dark) text on white background
is best for readability and printing.

— — o —

Length & Paper Size

For most regions, stick to A4 or Letter size paper format. Try not
to exceed 2 pages of content. If you have a second page, put
your name and a page number in the footer.

Save as PDF

When sending electronically, saving your CV as a PDF preserves
your formatting so it looks the same on any computer. Name the
file professionally (e.g., JaneDoe_CV.pdf).

an



Layout and Design Tips

Keep It Simple and Structured

A straightforward layout is usually best. Use clear section headings
to guide the reader. You might use horizontal lines or bigger font for
headings for emphasis. A one-column layout is standard because it's
easier for both humans and software to follow top-down.

Consider a Two-Column Layout (Carefully)

In some templates, people use a narrow side column for things like
contact info or skills and the main column for experience. This can
look modern and save space. If you do this, ensure it's still easily
readable and not confusing.

Use of Color and Graphics

A touch of color can make your CV visually appealing. Stick to a
professional color scheme (e.g., navy blue or dark green for
headings). Avoid background images or elaborate graphics.

Emphasize Key Information

You can use bold or italics to highlight important points - for
example, bold your job titles or company names. But use these
sparingly; if everything is bold, then nothing stands out.

Visual Consistency

If you use bullet points for one job description, use bullet points for
all. Margins, line spacing, and font sizes should remain consistent
throughout. This uniformity signals professionalism.



Make It ATS-Friendly

Many companies use Applicant Tracking Systems (ATS) - software that scans resumes for keywords and formats. To ensure your CV isn't
filtered out by an ATS, follow these tips:

Use Standard Section Headings

1 Stick to common headings like "Work Experience" or "Professional Experience" instead of something quirky like "My Career Journey".
ATS are programmed to look for standard headings.

Avoid Tables/Text Boxes

2 While a creative layout might use tables or text boxes, some ATS software can't read content inside them. It's safer to use simple
formatting.

No Fancy Graphics

3 Logos or graphics might be skipped by ATS. Ensure your key info is present as text too. Don't rely on a chart to show your sKills -
write them out.

Include Keywords from the Job Posting

Ay If the job description repeatedly mentions a skill, and you have that skill, use that phrasing in your CV. Some ATS will rank you
higher if you match more keywords.

File Format

5 PDFs are generally ATS-friendly, but occasionally an ATS might prefer a Word document. If an employer specifies a format, follow
that.



The Cover Letter - Why It Matters

Purpose of a Cover Letter Tailored Communication

The cover letter is a one-page letter you send with your CV to Unlike the CV, which is a structured outline, a cover letter is written
introduce yourself to the employer. It should complement your CV, in full sentences and is addressed to the employer. It allows you to
not repeat it. This is your chance to personalize your application - speak directly to the needs of the job and the culture of the

to explain why you're interested in the position and how your company.

experience makes you a great fit.
Tone

Do Employers Read Them? _ o
Your cover letter should be professional and enthusiastic. It's formal

Many do, especially for roles that require good communication. A business correspondence, but it should also convey your personality
well-crafted cover letter can set you apart. Some hiring managers and excitement for the role. Striking that balance is key.
use it as a writing sample or to judge your motivation.

Remember: The CV might show you can do the job; the cover letter should show why you want to and how you will do the job. It connects the
dots between your CV and the specific position, telling the story of why you are the right candidate.



Cover Letter Structure - The 4 Paragraphs

Header & Greeting

Start with a polite salutation, e.g., "Dear [Namel" (if you know
the hiring manager's name) or "Dear Hiring Manager:" if not.
Avoid old-fashioned "To Whom It May Concern".

Middle Paragraph(s) - Match Your Skills

Explain in 1-2 short paragraphs how your background aligns with
the job. Pick 2- 3 requirements from the job description and
illustrate how you meet them, using examples. Show enthusiasm
for the company too.

Opening Paragraph - Introduction

State the position you're applying for and where you found it.
Then give a concise "hook" - one or two sentences summarizing
why you're a strong candidate. This grabs attention with relevant
highlights up front.

Closing Paragraph - Wrap Up

Reiterate your interest and briefly summarize why you'd be a
great fit. Express enthusiasm about the possibility of an
interview. End with a professional closing like "Sincerely," and
your full name.

Length: Keep the cover letter to about 3- 4 paragraphs on one page (typically 250-400 words). Be concise - hiring managers often skim. Each

paragraph should have a clear purpose as outlined above.



Tailoring Your Cover Letter

Never Send a Generic Letter

Just like your CV, your cover letter should be tailored to each job
and company. Employers can tell if you're using a form letter. It's
worth the effort to customize - it shows genuine interest.

Address the Company's Needs

A good mental trick is to imagine the employer asking, "Why
should we hire you for this role?" Your letter should answer that.
Focus on how you can solve their problems or contribute to their

goals.

Personalize the Greeting if Possible

Finding the hiring manager's name can make it more personal
(e.g., "Dear Ms. Petrova"). Sometimes the job ad or company site
will tell you. If not, "Dear Hiring Team" is fine.

Use Keywords and Company Info

Read the job description carefully and incorporate some of its
language in your cover letter. Mention the company name and
perhaps one specific thing about them - e.g., their mission, values,
or a recent project. This shows you've done your homework.

Highlight Relevant Achievements

You might have many accomplishments, but pick those that
matter for this job. If you're switching careers, tell a short story
about what inspired your transition and how your previous success
translates to this new field.



Tone and Content - Dos and Don'ts in Your Letter

v Do This 0 Don't Do This

. Professional yet Approachable: Write in a polite, formal tone - Emphasize Age/Experience Length: Don't mention how many
but let your enthusiasm show. Use positive language. years you've been working in the opening line. Focus on

. Show Eagerness to Learn: Highlight that you recently learned a achievements rather than time.
new software or earned a certification - it demonstrates . Rehash Your CV Line by Line: The cover letter shouldn't just list
adaptability. everything again. Choose a few key points to elaborate on.

. Be Honest and Authentic: Don't use flowery language or . Sound Desperate or Apologetic: Even if you're anxious,
clichés. Be genuine about why you want the job. maintain a confident tone. Avoid sounding desperate.

. Confident and Positive Tone: Write in a confident tone - say "I - Use Overly Complex Language: Don't use technical jargon that
am confident I would excel" rather than "I think I might be a good muddles your message. Keep it clear and natural.
fit.” - Forget to Proofread: Ensure names and titles are correct, and

. Polite and Positive Close: Thank the reader for their time and no embarrassing typos sneaked in.

say you look forward to discussing the role further.



Common Cover Letter Mistakes

Being Too Generic

A letter that could be sent to any company is a missed
opportunity. Avoid phrases like "I am writing to apply for the job
at your company" without specifics. Always customize with the
company name and job details.

Too Long, Didn't Read

Keep it to one page. If your cover letter spills onto a second page
or is a dense wall of text, it's likely too long. Be succinct - every
sentence should have a purpose. Cut out fluff.

Not Addressing Potential Concerns

If you have an obvious gap or major career change and you don't
mention it at all, the employer might be left wondering. One line
of proactive explanation can preempt doubts, but don't dwell on
it.

Repeating Your CV Word-for-Word

While you will touch on the same experiences, the cover letter
should not just list your jobs and duties. It should interpret and
selectively highlight them with insight about why those
experiences matter.

Tone Missteps

Avoid sounding either too stiff or too familiar. Don't start with
"Hil" or use humor/emojis. Conversely, don't use overly formal or
archaic language. Never complain about previous employers.
Keep it courteous and upbeat.

Typos or Wrong Names

Double-check spelling, grammar, and especially names. Nothing
looks worse than writing the wrong company name because you
forgot to change it from a previous template. Meticulousness
signals attention to detail.




Leveraging Al - ChatGPT for Writing Help

{co) Why Use Al for CVs/Letters

Writing about yourself can be hard. ChatGPT can act as a
virtual writing assistant. A survey found nearly half of job
seekers have used Al like ChatGPT to write resumes or cover
letters, and 78% of those got an interview from it. It's a
popular and effective tool when used right.

Improve Your Bullet Points

Give ChatGPT a simple bullet from your CV and ask it to
enhance it. For example: "Rewrite this as an achievement with
more impact: I was responsible for inventory." It might return
something more powerful that you can then adjust to be
accurate.

— Use as a Proofreader

Beyond content generation, Al can help check your grammar
and tone. Prompt: "Please review the following cover letter for
clarity and professionalism,” and paste your text. It can
suggest corrections or more formal wording if needed.

¥
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Brainstorm and Overcome Writer's Block

If you're stuck, try prompting ChatGPT: "Help me write a
professional summary for a CV. I have experiencein X, Y, Z."
The Al can produce a draft that you can then refine. It's great
for generating ideas or phrasing you might not have thought
of.

Cover Letter Drafts

You can ask ChatGPT to draft a cover letter tailored to a job
description. Paste the job listing and say "Write a cover letter
for a candidate with Lyour experiencel applying to this job." It
will create a structured letter that you can personalize further.

Caution - Always Edit

Al doesn't know you personally. Never send out Al-generated
text verbatim. Use it as a starting point or helper, then infuse
your authentic details and voice. Make sure the final output is
accurate. Think of ChatGPT as a helpful collaborator, but
you're the final editor.



ChatGPT Example - Turning Input into Polished Text

Prompt Example (CV Bullet)

O You type into ChatGPT:

"I managed a team and we finished projects on time. Can
you make this sound more impressive with numbers?"

(0 AI Response (Example):

"Led a team of 5 to successfully complete 10+ projects
within deadlines, improving on-time delivery rate by 20%."

Analysis: The Al took a generic statement and added specificity
(team size, number of projects, outcome). You would then double-
check those numbers and edit if needed.

Prompt Example (Cover Letter)

[J You type:

"Write a short cover letter introduction for a data entry
clerk job. Mention I have 10 years of admin experience and
a new certification in data management.”

Al Response (Example):

"Dear Hiring Manager, I am excited to apply for the Data
Entry Clerk position at ABC Corp. With over a decade of
administrative experience and a recently earned
certification in data management, I have honed a keen
attention to detail and fast typing skills that I'm eager to
bring to your team...”

Usage: This gives you a nicely worded opening which you can then
customize further with specifics about ABC Corp or additional
strengths you want to highlight.

Refining the AI Output: If the first output isn't perfect, you can tell ChatGPT to adjust the tone or add/remove details. Use these Al outputs
as inspiration. Mix and match phrases that resonate with you. Ensure the final text truly reflects your voice and experience.
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Desighing with Canva - Polishing the Visuals

What is Canva?

1 Canva is an online design tool that offers many resume/CV templates. It's user-friendly (drag-and-drop style) and has free
templates that you can customize. Using a template can help give your CV a clean, modern look without needing advanced Word
formatting skills.

Choosing a Template

2 In Canva, search for "CV" or "resume" templates. You'll find a variety of styles. For an ATS-friendly approach, lean towards simpler
templates - ones that are mostly text with maybe a touch of color. Avoid templates that look too "designer" with heavy graphics.

Customization

3 Once you select a template, you can click on any text to edit it. Replace the placeholder text with your own details. Adjust font
sizes or sections as needed. Ensure that the template's sections align with what we've covered.

Visual Elements

4 Canva might allow you to add small icons or graphics. While these can look nice, remember that too many visuals 