
Unit 6: Digital Online CV



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


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.

Introducing Unit 6

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


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

Introducing Unit 6



6

Part A: Tools for Creating Online “Traditional” CVs



There are many electronic or online tools for development of CVs and covering letters, 

as the Google search below shows

Tools for Creating Online Versions of “Traditional” CVs

An example is this from the UK Open University

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


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

Europass CV builder can be used as:

• A template, 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. 

Tools for Creating Online Versions of “Traditional” CVs

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


Completing Europass CV

You can complete 
this by clicking “Fill 
in”, then entering 
details, for each 
heading

Or, simply 
import  details, 
from elsewhere

You can complete 
this by clicking each 
“Fill in”, then 
entering details, for 
each heading



Completing Europass CV Import Details

Quick and efficient



Completing Europass CV Cloud Options

Click option and 
connect to your 
personal Cloud 
storage account



Click the logo to view video overview

https://youtu.be/iT94hJvj5Qo
https://youtu.be/iT94hJvj5Qo
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Part B: Professional branding tools



• 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.

• A lot 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:

Career-oriented social networking site



Career-oriented social networking sites have 

Career-oriented social networking site

You can find and link to

Many, many people



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

• Italian

• Japanese

• Korean

• Spanish

• Polish

• Portuguese

• Russian,

• Simplified Chinese

• Swedish 

• Turkish. 



Offers:

* Personal profiles

* Groups

* Discussion forums

* Event coordination

* Common social community features

Xing 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. 



Premium membership costs UK member – April 2016



Xing Interface:



Number of members – Germany, Austria and Switzerland

XING E-Recruiting. (2016). Facts and figures. [online] Available here: 
[Accessed 4 May 2016].

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


Xing – 10 million German speakers and more than 15 million 

world-wide

XING E-Recruiting. (2016). E-Recruiting. [online] Available here
[Accessed 4 May 2016]. 

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


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

Viadeo was founded in France.



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

• See here for an overview of Viadeo in China
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Viadeo

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

Available here 
[Accessed 4 May 2016]. 

Viadeo

http://www.streetinsider.com/Press+Releases/Viadeo:+Results+for+the+First+Half+of+2015/10846878.html


How to recruit using Xing and Viadeo
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YouTube. (2016). How to recruit using Xing and Viadeo. [online] Available here 
[Accessed 4 May 2016]. 

https://www.youtube.com/watch?v=lvkK4-09XVk


Zerply for creatives
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YouTube. (2016). Christofer Karltorp of Zerply. [online] Available here 
[Accessed 4 May 2016]. 

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


Zerply

Zerply targets freelancers :

– Artistic 
– 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. 
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Zerply
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AngelList
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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.

32



AngelList
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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. 

• UK residents 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
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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. 



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.
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Part C: Presenting your digital CV



Use a Current Professional Picture

Research indicates that your profile is 11 times more 

likely to be viewed if it includes a picture! Choose 

wisely – you want your picture to show that you are 

‘professional’ 

Use a 
‘Professional 

Name’

Your face 
should capture 
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 you should be included in your online profile

• This should expose your best features

• It should help you ‘shine’ – 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 honest summary 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

• It is 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)



Acknowledge your qualifications

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.g. 

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!



How to build contentTo Shine
To be 
Found

Keywords
Spelling & 
Grammar



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 – you want to Shine!

• 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



Spell-Checker

• 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

• 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 shine and present the best features of the ‘ideal candidate’ they have 

in mind!



BEST PRACTICE EXAMPLES



Best practice example 1

Why this profile is 

‘effective’:

• Professional Picture 

and Name is used

• Details included 

about Employment, 

Work Experience, 

Qualifications

• Summary is focused



Why this profile is 

‘effective’:

• Top skills are listed 

• Skills are endorsed

• Recommendations are 

included

• Headline is eye-

catching



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.
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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)

• A large network – only 1st , 2nd and 3rd degree connections show up in a search, focus especially 

on 1st level

• Update your status regularly, minimum of weekly

• It is 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’t say in your headline that you are unemployed.  Be more positive, such as “looking for my 

next opportunity”

• Using latest cliches

• Outright 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.






