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Activity 6: Download &
Update your C.V.

Activity

In the following activity you will download your C.V. which will
now be populated with the information you have entered into
your digital Careers Passport in the previous activities.

Once you have downloaded your C.V. you will be asked to
review the information included, add any additional
information and ensure it represents your best self.

Helpful Links

The below links will be useful for you when reviewing and
adding additional information to your C.V.

e Beginners Guide to writing your first CV

e YouTube - 7 Reasons Why CV is Important for Job Seekers

e Pinterest - Infographics for writing a CV



https://www.acttraining.org.uk/news/2017/10/17/a-beginners-guide-to-writing-your-first-cv/
https://www.youtube.com/watch?v=5G4XJG6msZY
https://www.pinterest.co.uk/careersdefender/infographics-videos-for-cvs-and-applications/
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Complete the following steps in your Grofar Careers Passport:
Step 1 - Login to your digital Careers Passport
1. Log into Grofar using your registered email address.

You can login at: https://auth.grofar.com/

Step 2 - Download your C.V. from your digital Careers Passport

1. There are 2 places you can generate your C.V. document from. Either find
the ‘Generate C.V. button on the main menu bar or scroll down to the
bottom of your home page and find the same button there.

Home
My Activity oYou have no extracurricular activit\'e

up.
LMI for All

My References

BB My Notes & Attachments oYou have not added any references to
your passport.

o GENERATE C.V.

O  MyProfile

5 Log Out

My Events and Activities

€ GENERATE C.V.

1. Click on the ‘Generate C.V.’ button to download your C.V. into a Word
document on your computer. You can usually find this document in the

‘Downloads’ folder on your computer.

2. Open the downloaded Word Document file to begin editing your C.V.


https://auth.grofar.com/
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Step 3 - Review and edit your C.V.
1. With your C.V. open in Word, inspect this document.

2. Your C.V. will look similar to the below, depending on how much
information you've added to your Careers Passport.

3. There may be more information you wish to add to your C.V. in order to
complete it. Review your C.V. document now and enter any further details
you can think of. The links provided in the ‘Helpful Links’ section on page
one may provide you with some more inspiration.

4. Once completed, share your C.V. with someone you trust to review the
wording and provide you with feedback.

Gary G rofar Tel: 0117 315 5261

Email: johnson233@mmbe_wales.net

Adam Jamiesan, EDF Ener,

Emal

INTERESTS

ACTIVITIES

Careers Fair, 26/02/2020 - 26/02/2020

Loca

EXTRA-CURRICULAR ACTIVITIES

Duke of Edinburgh, 25/09/2019 - Present

Warking towsrds my Silver Duke of Edinburgh award. Have participating in numerous volunteer Week of wark experience at EDF Epergy. Learning about how to support customers.
activ m in the process of planning, training and completing an exped M

s,

/01/2020 - 20/01/2020
ol

Hockey, 15/08/2017 - 28/06/2019
Played hockey for 2 years, competing in my local league.

REFERENCES

lohn Johnson, Margam Mountain Bike Club

Did you find this activity useful? (circle the emoji)
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Well done! You have completed the Activity!



