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Introducing Unit 6

This unit should help you to develop your understanding about how to use professional
branding online tools that help to present your digital CV to potential employers.

The unit is divided into 4 distinct parts:

Part A: Tools for creating “traditional” online CVs
Part B: Professional branding tools

Part C: Presenting your digital CV

Part D: Ongoing maintenance and networking

This unit will allow you the opportunity to explore and use online tools that will help you to
create an online digital CV that you can use to help you in seeking a job.



Introducing Unit 6

Digital CV — what is it?

Curriculum vitae, a summary of academic and professional history and achievements (Wikipedia)

That is in electronic form

Don’t forget to include “...that you hope will help you get a job”


https://en.wikipedia.org/wiki/Curriculum_vitae

Introducing Unit 6

What else allows you to collect ...
“...a summary of academic and professional history and achievements”
“‘Business-oriented social networking” tool (a)

“Career-oriented social networking” tool (b)

So, mix the collecting of details, with the ability to share with others, and you have one of
the most popular type of social networking tool used in the world today.


https://en.wikipedia.org/wiki/LinkedIn
https://en.wikipedia.org/wiki/XING

Introducing Unit 6

Lets explore the different elements of this unit.

Part A: Tools for creating “traditional” online CVs
Part B: Professional branding tools — go there
Part C: Presenting your digital CV — go there

Part D: Ongoing maintenance and networking — go there






Tools for Creating Online Versions of “Traditional” CVs

There are many electronic or online tools for development of CVs and covering letters,
as the Google search below shows

Gorsgle "online cv tool" E

All Shopping Images News Videos More - Search tools

About 5,300 resulis (0.45 seconds)

Free CV Templates - Build the Perfect CV for Free - myperfectcv.co.uk
1 www.myperfectcv.co.uk/ ¥

No Writing Experience Required.

No writing exp needed - Customer service support - Step-by-step guidance

Highlights: Online CV Builder, Choose CV Design, Insert Pre-Written Examples...

Create a Free CV Online - Fast & Free CV Creator - Make a Better CV - Free Online CV Builder

Europass: Curriculum Vitae
https://europass.cedefop.europa.eu/en/documents/curriculum-vitae ¥

Create your CV (+ cover letter) online. Follow the instructions and save the completed document
(download or e-mail). Update your CV (PDF+XML) online.

Online CV Tool Archives - Free CV Online

freecvonline.com/online-cv-tool/ ¥
A job-seeker’'s guide to successfully completing job applications...Guides written resume.New to job-
hunting? This article is designed to provide you with the ...

raziloCV Online CV Tool, create, modify and share your cloud resume ...
https://cv.razilo.net/ =

An example is this from the UK Open University


http://www2.open.ac.uk/students/careers/applying-for-jobs/creating-cvs

Tools for Creating Online Versions of “Traditional” CVs

One that is the best known around the EU is one of the 5 elements of

Sxeuropass

Europass CV builder can be used as:
« Atemplate, downloaded and completed using MS Word, or

« Completed electronically and dynamically, downloaded to your computer, but
capable of using existing details, e.g. from LinkedIn, to quickly create a CV.


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

Completing Europass CV

L' Online editor

europass

PERSONAL INFORMATION @ Fillin

English en
TYPE OF APPLICATION © Fillin

; ; WORK EXPERIENCE
Curriculum vitae

European skills passport © Fillin

Language passport EDUCATION AND TRAINING

Cover letter

PERSONAL SKILLS | ]|

You can complete
this by clicking each

pretmese @ L “Eill in”, then
commeensa: @ aoe | @ntering details, for
each heading

=

Mother tongue(s) © Fillin

Organisational / managerial skills © Fillin

Job-related skills © Fillin

Digital competence © Fillin
Options
Erase

w © European Union, 2002-2016 | Important legal notice / Privacy statement
Your opinion

,!, Import

L

EXTRA FIELDS

Photo
Other skills
Driving licence

Additional information

QS+ D #

Attachments

@ Five basic principles
for a good CV

@ Preview

r‘g] Download



Completing Europass CV Import Details

g My computer

m LinkedIn

“ Cloud storage

You can upload a Europass CV, Language Passport, Cover Letter or European
Skills Passport in Adobe® PDF+Europass XML or Europass XML format.

You can also or drag and drop the file here.

Accepted formats: Adobe® PDF+Europass XML or Europass XML

Quick and efficient




Completing Europass CV Cloud Options

Select cloud storage

Click option and
€ Google Drive < connect to your

personal Cloud
storage account

6 OneDrive K




Click the logo to view video overview



https://youtu.be/iT94hJvj5Qo
https://youtu.be/iT94hJvj5Qo

XING [  Zerply IS Linked i

Part B: Professional branding tools



Career-oriented social networking site

« Career-oriented social networking tools are beginning to be much more commonly
used in job search, moreso by recruiters that job seekers.

» This next section will look at how some common professional networking tools can
be used to help you get a job.

» Alot of the references are to LinkedIn, the most common empoyability tool. The
same approach to production of online job-seeking detail apply to tools similar to
LinkedIn



Career-oriented social networking site

Career-oriented social networking sites are those whose primary purpose is career-
oriented (e.g. finding new jobs or employees)

Examples include:

_ Linked [T}

$AngelList

)
- zerply XING



Career-oriented social networking site

Career-oriented social networking sites have

You can find and link to

= Sales Assistant, Devon and Slade Sports, West End, London Oct 2006 - Apr 2008
Undertake daily workload in this large and busy West End sports store. Main duties:
* Advising customers on product range and discounted price reductions.

= Displaying products and inventory stock management. ’ ’ ' ’ ’
* Handling complaints. £

= Ensuring shop floor remain clean and tidy at all times. l

* Helping to train new sales staff. n

= Liaising with internal departments. .

Processing payments.
Achievements:

o Consistently achieved / exceeded monthly sales target
o Won monthly Best Staff award on three occasions. p U s

EDUCATION / QUALIFICATIONS:

= St Gregory's Boys School 2002 - 2006
GCSE O - Levels: Passed 5 subjects including Math’s (B) and English Language (C).

ADDITIONAL INFORMATION: o

* Nationalty: Brtish. [+ Driving Licence: Full UK licence. |+ Date of Birth: 2nd May..
INTERESTS:
= Football = Keep-fit | = Socialising | = Snooker

Many, many people

JREFERENCES:



XING is a career-oriented social networking site for enabling a network for professionals.

Founded in Germany

The company claims that it is used by people from over 200 countries.

See this video to get an overview of Xing (in German)



https://www.youtube.com/watch?v=ornSz-p8XFg

Xing - interface languages include:

* Dutch

* English
* Finnish
 French
« German

* Hungarian
« ltalian
« Japanese

Korean

Spanish

Polish

Portuguese
Russian,
Simplified Chinese
Swedish

Turkish.

XING ™



Xing features:

Offers:

* Personal profiles

* Groups

* Discussion forums

* Event coordination

* Common social community features

* Basic membership is free.

* Many core functions, like searching for people with specific qualifications

* Messaging people to whom one is not already connected can only be accessed by the
premium members.

XING’



Premium membership costs UK member — April 2016

Catherine Gormley, go Premium and get the following:

LI View salary forecasts in every job ad
See profile visitors and detailed statistics
Apply filters to narrow down search results
Send messages to non-contacts

See your contacts’ updates at a glance

The premium highlights in detail

3 months’

€995 just €7.95 a month

Select




Xing Interface:

4
XING” Y, .- ok

Network news Comments and likes 5%
2 e Profile visitors

Spread the word
n Share a link or post with your contacts T~
d A
o

Lo anything to show you here,
%z TN v t

Hidden All entries

Your contacts' birthdays

None of your contacts have a birthday coming
up so soon there will be no entries here.

Also on XING:

31 429 Tage Bonn > Tokyo mit dem
*  Fahrrad: Shanghai und zauber...
01)Jun 2019, Ort und Termin noch
offen!

Fuhrungskrafteseminar in #Lunen
#Westfalen #Logistik #Hand...
05 Jul 2016, Lunen




Number of members — Germany, Austria and Switzerland

NEXT LEVEL RECRUITING

Facts and figures

Facts and figures

Reach an attractive target group on XING

Number of members in Germany, Austria and Switzerland

XING E-Recruiting. (2016). Facts and figures. [online] Available

[Accessed 4 May 2016].


https://recruiting.xing.com/en/facts-and-figures/

Xing — 10 million German speakers and more than 15 million
world-wide

NEXT LEVEL RECRUITING

» o = . %
X'NG .0 E-Recruiting solutions Facts and figures Success Stories Events Downloads Contact

E-Recruiting

E-Recruiting with XING

XING gives you access to more than 10 million German-speaking candidates and more
than 15 million candidates worldwide.

& @

XING XING Jobs Employer Branding eqipis
TslentMsnager Profile ReferralMansger

NEXT LEVEL RECRUITING. XING is the careers network for business contacts in all industries. No other platform in
German-speaking countries offers as many up-to-date profiles. XING's product portfolio is a clever way of linking

innovative e-recruiting solutions and genuine employer reviews

XING E-Recruiting. (2016). E-Recruiting. [online] Available

[Accessed 4 May 2016].



https://recruiting.xing.com/en/

viadeo

P - C || G Viadeo.com - United Kingd... *

Make a date with your network.
Engage with'the'people that matter.

Sign up for free ' _{.&b{
Already 8 member? Sgrin ‘
< 7‘3
- o s
7 < % ] ffT— e
i e -

Carry your entire network (and your future bosses) in your pocket.

Anywhere, anytime, your contacts are just a finger swipe away.

Viadeo is a Web 2.0 professional social network whose members include business
owners, entrepreneurs and managers.

Viadeo was founded in France.




Viadeo

As of 2014, the site had 65 million members — 25 million in China.

See here for an overview of Viadeo in China viadeo

View Favorites Tools Help
Bl Suggested Sites v &' Web Slice Gallery v

GROUPE VIADEO

viadeo

LE GROUPE PRESSE PARTENAIRES INVESTISSEURS CARRIERES

Viadeo, leader des réseaux sociaux professionnels en France

DECO! R LE GROUPE

Construire sa carriere, enrichir son carnet d'adresses, trouver des nouvelles opportunités : autant de solutions pour
les p ionnels, eprises et étudi qui se retrouvent chaque jour sur nos sites et applications mobiles.

Vous étes... Nos communiqués de

Entreprise PresSs

« Des offres demplo



http://corporate.viadeo.com/en/2014/12/11/viadeo-continues-to-grow-65-million-members-worldwide-including-25-million-in-china/

« The leading Professional Social Network (PSN) in France and China,

« Dan Serfaty, Viadeo’s CEO, stated: “The first half of 2015 was marked by the launch
of new features (particularly Let's Meet and Rate Your Company) as part of the “New
Vision” strategy.

« These new services and marketing investments to promote them helped to pass the
landmark total of 10 million members in France and to increase significantly the
traffic on the platform (increase of 18% of unique visitors per month on average, web
and mobile, compared to the first half of 2014). ”

* “The first half of the year was also marked by the strong Corporate revenue growth
which helped offset the decline of online subscriptions revenues.

Streetinsider.com. (2016). Viadeo: Results for the First Half of 2015. [online]
Available here

[Accessed 4 May 2016].
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http://www.streetinsider.com/Press+Releases/Viadeo:+Results+for+the+First+Half+of+2015/10846878.html

How to recruit using Xing and Viadeo

= Y|j|||Gg viadeo

cednesday
chbinar

Xing & Viadeo:
The Oth'er Professional

— e ——

| 3 LY 008,/ 20:03

How to recruit using Xing and Viadeo

Social Talent

Subscrib 6,709 o
1,558 views

YouTube. (2016). How to recruit using Xing and Viadeo. [online] Available here
[Accessed 4 May 2016].
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https://www.youtube.com/watch?v=lvkK4-09XVk

Zerply for creatives

’@ln https://www.youtube.com/watch?v=8rlwlxawVIhc o-ac ” 3 Christofer Karltorp of Zerpl...

le Edit View Favorites Tools Help

i [B Suggested Sites v &] Web Slice Gallery v

You GE zerply a

TechCr unch

Christofer Karltorp of Zerply
TechCrunch
daaacy 1,551 views
= Adc o & Share eee More o Po
|

YouTube. (2016). Christofer Karltorp of Zerply. [online] Available here - Z€Y, ply

[Accessed 4 May 2016].
28


https://www.youtube.com/watch?v=8rJwAxwVIhc

Zerply targets freelancers :

— Atrtistic

— Engineering

— Management talent

— in film, games & VR

— Less formal than LinkedIn

Animators, illustrators, designers, and other creative pros can build a comprehensive
portfolio to share their work and discover opportunities with ease.

- zerply

29



Zerply

Sign In

Employers About Us

. ~\ ’
Y

~ MEET YOUR
' MAKERS:

/ Start booking the best artistic,

* engineering and management talent in
- film, games & VR
\ -~

w
»

You are in good company — big or small, we help grow studios around the world

METHOD
STUDIOS




AngelList

g@l 5 https://angel.co/ PL~ac H & AngelList - Where the worl... > | l
x @Co

File Edit View Favorites Tools Help

5 B Suggested Sites v &7 Web Slice Gallery v

g SYNDICATES ~ STARTUPS  STARTUPJOBS  RECRUMING  MORE~ Q SEARCH Join Log In

Find a Startup Job

¥$AngelList

Raise Money Online

” Pl fRpmeess

Invest in Startups

Get a Jobh at a Startup

Post a Job
© N T R yAngelList

GUSTO

Gusto Patreon Asana Medium Hinge GV

31



AngelList

AngelList is a US website for startups, angel investors, and job-seekers looking to
work at startups.

The platform has a mission to democratize the investment process.

It started as an online introduction board for tech startups that needed seed
funding.

Now, the site allows startups to raise money from angel investors free of charge.,
angel investors, and job-seekers looking to work at startups.

$AngelList

32



AngelList

In 2014

* AngelList raised $104 million online
* The platform funded 243 startups

« 2,673 investors participated in 2014

In February 2015
* AngelList launched its UK syndicate counterpart.

* The syndicate allows individuals to co-invest with early investors in successful billion
dollar European startups.

« UKresidents who invest can take advantage of tax breaks through government backed
incentives such as the Enterprise Investment Scheme.

 However, the European regulatory environment has made it difficult for the UK
counterpart to operate as the platform planned.

$AngelList




AngelList

In October 2015

AngelList received $400M in funding from CSC Venture Capital, the U.S. arm of China
Science & Merchants Investment Management Group, also known as CSC Group.

$AngelList

34



Summary — Professional branding tools

* In part B, you were introduced to several websites that are used internationally, that
employers can use to search for potential employees

« Although some websites offer free key features that can help you to present your
digital CV to potential employers, some websites offer a Premium version

* In the next section, ‘Part C: Presenting your digital CV’, you will learn how to structure
your profile and how to build content.



m viadeo zerply $AngelList »
B Linked [}

Part C: Presenting your digital CV



Use a Current Professional Picture

Linked in . Account Type: Basic | Uj
Profile

Use a

‘Professional

= 7
Jorgen Sundberg G in Name
Founder & Director of Link Humans - Social Media
Marketing Agency

London, United Kingdom | Marketing and Advertising

Current Link Humans
Previous Personal Branding UK, Red Commerce, Skandia
Education  Stockholm University

’ Send InMail | ~ ‘ m?.,oto:

Your face

Research indicates that your profile is 11 times more
should capture

likely to be viewed if it includes a picture! Choose

wisely — you want your picture to show that you are
‘professional’

about 80% of
the space in the
picture




Use an eye-catching headline

Your headline should say what you do or what you can do for employers — it
should entice prospective employers to want to know more about you!

Pack your headline with key words
You have 120 characters to hook your employer — to grab his/her attention!

Some examples:
Amanda Klein, MBA: Director of Strategy & Marketing at Star % Creating + Building
Lasting Impressions for Exhibits & Events

Dustin Wellik, PHR: Talent Acquisition Lead — Consumer & Industrial Business
Groups | Recruiter at 3M | Be part of what’s next!



Provide a sharp description — a ‘3D bio’

« A summary description of should be included in your online profile
« This should your best
* It should help you — to stand out from the crowd

* It can be written in first or third person i.e. ‘I’ or ‘She/He’...

« It should represent an of you and should contain no more than
2000 characters



Write an effective summary

Consider the following points when writing a summary about YOU:

* Who your ideal audience is
« What you want them to know about you
« How you want them to feel about you as a person and an employee

*  Your special features — most important accomplishments, values and passions,
‘super powers’ (what you can do better than anyone else), interesting facts about you




List all of your work experiences

* These should include paid employment and voluntary work

» List your working history in order of most recent

You should state:

« Title of job role

* Name of organisation
« Dates worked




Endorsements

* By connecting to other people, you get an opportunity to endorse skills for others, and
they get the chance to endorse you too!

What'’s the big deal?

« Skill endorsements enable people in your network, who know you, to acknowledge
your skills

» Your skills therefore become more valuable and credible for prospective employers
— they showcase and highlight skills that you are known for

* ltis super important that you showcase your strengths, honestly, for prospective
employers

* You should initially acknowledge skills that you have, that would promote you as a

potential employee i.e. public speaking, mentor, coach, management, leadership,
Microsoft Office, communication...



Projects you have worked on

* You should list all of the projects that you have worked on ....
*  66% of employers hire people based on their experiences

« This demonstrates that you can work in teams and that you have unique
experiences that can make you become ‘more attractive’ for potential employers

» Ideally, you should link with people in your network who you have worked on projects
with — that way, you can endorse him/her with skills and you can also ask for or
give recommendations (find out more in the next page)




Education

School *

Acknowledge your qualifications

+ Add education

3

Dates Attended

- W — |- N Or d graduation year

Degree

Field of Study
Grade

Activities and Societies

Examples: Alpha Phi Omega, Chamber Chorale, Debate Team

Description

See examples

Save Cancel ‘

Online tools such as LinkedIn ask users to
state specific details about their
qualifications. Have a look at the image to
the left. Where you see the word ‘Degree’, this
implies formal professional qualifications.

If no degree has been achieved, then you
could state Undergraduate here instead or
state the type of qualification you have e.qg.
International Baccalaureate.



Recommendations

You should ask for and give recommendations to people in your network

Receiving recommendations from people in your network can provide more
evidence to potential employers, about who you are as an employee, colleague
or person

Giving recommendations to others, helps people in your network to showcase
their best features, but it also enables you to build your network!

Building a network is an important aspect of personal online branding!

For employers, they get to see your connections as well as gain an insight into who
you are as a person and as a potential employee — so choose carefully, who you
connect with!



To Shine How to build content

Spelling &
Grammar




To Shine To Shine!

» By presenting yourself online, in hope to be noticed by potential employers, you want
to be able to showcase the best features of you —

« To Shine, you need to use appropriate language i.e. words and phrases that are
honest and that represent you

* You need to ensure that you spell words correctly and the choice of words you use
are positive



Spelling & y
Spell-Checker

Spelling

Grammar

* Use spell-checker software (e.g. built-in Microsoft Office software) to check your
spelling before publishing your profile online

* You should present your profile initially, using software like Microsoft Office Word, to
observe for errors and to save an off-line copy

« ...(having a saved copy can be easily amended for other purposes e.g. physical CV
or a job application form)




Keywords Keywords

* You want to be sure that your profile is easily accessible by potential employers who
are ‘searching’ for specific keywords

* You want to be found easily

* You want to and present the best features of the ‘ideal candidate’ they have
in mind!




BEST PRACTICE EXAMPLES



Brittney Borowicz
Marketing Manager at GridConnect.com and
ConnectSense.com

Groater Chicago Area  Marketing and Advertsing

She Owns i, Gre Connect, Freelarce
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Faderal Credt Unicn

Ursvarsity of Siingis at Urbana Champagn

o

w M Conmact info [ www inkedin cominieg

. Yerermary

- B TRAre at parvavarce Orven D21 v (LY raweAcg DTAMIOW 0% 81 rae vheted
ot

e B R L L LR
A bty aw A aad . -

Dorrg TRy B Taegs mApke poomets 0F Wt restrms Pt wiere & e ety awl v

Prohourt on Mee srd PO s shanond snowdgs of Virssod Oftce Bts Mot Baow, wed
P Puat) At Craaton Bt Trammtog aal s sn) oW o swwry of Domert Vw agerws
Croarn Cattore Notshost o Vs mpor s vy 8¢ ove ¢obeh g hithes

. Exgerance

Featrad Corerbumor
e Dt

wrwary JOVN - Proners (3 murdn) | eewe svmneret w

Wrmt CRgre Ay Gorde 1 TR b TAsAore Ml e rated et

Q) Coreact
Mt DUTH - Prament (1 ot § sy | Obmster Conngs A

e ety bA b 8 g ) | | ———) R ) Tty Sy O Y g m——
D R B e R A L L I ]
ISy e BT W PO Aty T e ey it elerge

AcSaty wlng 80t d relng COMITE STw e e Gbuact of Ta e of Thags

Published by Britiney

L

Taacher
PPongre Youm Tream

' Volertewr Expuriarce & Caunas

Magmrvte oty Iogh fictoo! e Motoscs
Moverrior 314 Prasart 15 reom

Mevewer D14 - Praserd 10 el | Avts oo O

Opporsurties Betiney is losking for

Scews w2 Tervwmgy

19 Outstanding Points from  One is Greater Than Zero - N ———
Seth Godin on Art &... Why You're Never Too... St whrdestry §o bure asnuting
March 4, 2018 Fabruary 4, 2018
a Oganzstons
Socil Media Club Chieage
Marted
\ duav il Irteerat Consortum (3C)
e =Ew

I am currently the marketing manager at an embedded computer networking company
that largely focuses on the Internet of Things space. | make sure to keep my Linkedin

profile as up-to-date and complete as | can with job descriptions, volunteer
experiences, groups, endorsements, elc.

Why this profile is
‘effective’:

» Professional Picture
and Name is used

* Details included
about Employment,
Work Experience,
Qualifications

« Summary is focused



Melissa (Both) Heisler
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Summary - Presenting your digital CV

* In part C, you will have learned about what you should consider when structuring your
digital profile for employment purposes; and how to build appropriate content.

* In the next section, ‘Part D: On-going maintenance and networking’, you will learn
about how to maintain your digital CV and to develop your network.



XING " R T e

Part D: Ongoing maintenance and networking



Maintaining Your Profile

You must realise that a LinkedIn, Xing or similar profile needs to be updated, regularly.



Building and Maintaining Your Network

The effectiveness of an online CV depends on a strong network of contacts, achieved by having:

*  Compelling, up-to-date profile, using powerful key words video guide here (Youtube)

* Alarge network —only 15, 2" and 3" degree connections show up in a search, focus especially

on 1% level
Update your status regularly, minimum of weekly

* |tis easy to publish attractive, informational posts — use them, often — video guide here (Youtube)



https://www.youtube.com/watch?v=BIPmHDMnnMU
https://www.youtube.com/watch?v=QHaicm8-9G4

Building and Maintaining Your Network

(Continued) Building a strong network of contacts, achieved by :

Checking connection requests regularly, at least weekly, better if more often
* Linking to your LinkedIn presence from your email signature

*  Groups are highly valuable — join relevant ones, participate with them, groups to the area

where you want a job are important — video guide here (Youtube)

* Engaging with updates from your connections; comment, like or share them


https://www.youtube.com/watch?v=zyqIXfppTZY

Building and Maintaining Your Network

You should avoid these:

Using a bad picture, due to: bad quality, not enough head and shoulders; not professional scene

* Don’tsayin your headline that you are unemployed. Be more positive, such as “looking for my

next opportunity”
* Using latest cliches
*  Qutright lies or exaggerations

*  Profile being out of date, looking like it is not updated recently



Building and Maintaining Your Network

* Using a professional networking social media tool such as LinkedIn or Xing is becoming the

norm for job seekers and recruiters, so embrace it, but

* Remember — it will only be as useful as the effort you put into it.
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