Instruction Manual

e Thank you for choosing our ATS-Friendly Resume and Cover Letter
templates for your jobsearch journey!

e Please read the instructions carefully to assist with editing of these
templates with your information.

1. Theresume isin a.docx format and easily editable. Choose
what kind of resume you would like — one with or without
a photo.
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3. To move an element
around or to the next

page. Left click on the side
and ensure that the entire

section is selected as
shown in the image.

4. To paste a text from
another file, please
make sure you select
the text that needs to
be replaced and right
click. Ensure you use
the paste-text only
option (in red circle).
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experience, expertise, career aspirations,
skills and any recent achievements. A
personal summary should be a trailer to your
CV. Make sure to mention some personal
and technical skills that you have developed.

TECHNICAL SKILLS

® Technical Skill 1

# For example, if you mention a piece of software like Microsoft Excel,
Adobe Photoshop, or AutoCAD, mention the types of projects it was
used for speak to your ability to execute
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Recruiters like to be able to get an idea of why you move from
company to company. Demanstrate your increasing impact and
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To replace a photo with

your own: Please follow

the following steps:

1. Right Click on the
stock photo in the
template.

e Select change picture option and then select “from a file”.
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e Insert your new picture from the desired folder:

I Insert Picture X
3
€« ¥ D > Uni > v C 5 Search University docume
T o e ! ' Grammarly  Picture Format
Organize *  New folder O- m 3 | @ i+ [ Header v v [
’ ®l g = | :
ety Resumes Sample DS payslips @kataria_divya.p Bl Onine | links | ‘Comment A Footerv o A
1(blue)-images ng Videos v ) Page Numberv  Box~ a -
@l Microsoft Word . Media Comments Header & Footer Text
el
v @ OneDrive - Perso QT:
=)
7] L &
100CANON sd
0001jpg 1L1A2023jpg 1L1A4298jpg 1L1A4421jpg

Borderless Con:

e ot T B B3~ DRNA

1L1A4471_1jpg  1L1A4919jpg 1L1A5026jpg  1L1AS110 (1)jpg

File name: | 111A2023jpg <] Al Pictures (“emfitwmit*jpg:*, ~ LVA RA D O

Tools Insert | ¥ Cancel

e-book

UX DESIGNER

WORK HISTORY

Ak T

e Now, the photo may appear out of proportion, but don’t worry! Click on the photo and

head over to the Picture Format on the main taskbar. Click on crop and choose the desired
shape for the photo.
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e You can even crop freehand by just pressing the crop button!
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Now, stretch the photo out with the edge of the photo to fit the frame. ©
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Tailor your experience sections to the job description. Don’t use up
too much of vour space detailing dailv duties that aren’t relevant

) Focus ]

Page1of3 784words [}  English (India)

&

Editor

Editor

B

P search (Alt+Q Divya Kataria ia ® & =

1:01 PM

(]

X

T —

(C)

Open
Grammarly

Grammarly

- — +

9%

»




6. Remember, once the CV is ready, please always export it to PDF format before submitting
on the job application portal!!
Click on file option on taskbar and click export

DO NOT USE THE PRINT OPTION TO CONVERT TO PDF AS SOME ELEMENTS MIGHT NOT BE
READ!
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7. To split the exported pdf into CV and cover letter separately, head over to a pdf splitter on
google. There are lot of options for free. My favourite one is:
https://www.ilovepdf.com/split pdf

on

That’s it, your resume is ready! &

| am always here if you need any more assistance, please email me on
divyakataria@borderlessconsultants.com



https://www.ilovepdf.com/split_pdf
divyakataria@borderlessconsultants.com

