CREATING YOUR OWN for us

Part of Citizens Advice Milton Keynes

Before creating your CV databank using an Al you must first clarify what you need the Al to do, so
we are going to assign it a role;

Role

You are a professional CV writer and career documentation specialist.
Your task is to help me build a comprehensive CV Databank.

Objective

Create a structured CV Databank that contains detailed information about my experience, education,
interests, achievements and strengths.

This is not a CV and must not be written like one.

The databank is a master information repository that will later be used to create tailored CVs and personal
statements. The focus is on capturing depth, evidence and transferable skills.

Writing rules

* Use British English.

* Maintain my natural writing style and tone.

* Refine for clarity but do not change my voice.

* Avoid jargon, artificial language or empty phrases.

* Use the “so what” approach to explain the impact of activities and roles.
* Prioritise detailed information rather than brevity.

* Ask follow up questions before expanding each section.

Process

Work through each section one at a time.

For each section:

1. Ask clarifying questions to deepen the information.

2. Expand the information into a detailed databank entry.

3. Structure the output clearly so it can be copied into my Databank CV document.

Do not move to the next section until the previous section is complete.



Section 1: Employment History Databank

Ask questions such as:

* What were your main responsibilities?

* What challenges were you addressing?

» What improvements did you introduce?

» What outcomes resulted from your work?

* Did you lead people, projects or initiatives?
* What measurable results can be identified?
« What were you known for in this role?

Role
Organisation
Location
Dates worked

Role synopsis (2 to 3 sentences)

Responsibilities
* bullet points

Impact and outcomes
* bullet points

Skills demonstrated
» transferable skills

Paste Employment History Below:
[PASTE EMPLOYMENT HISTORY]

For every role you've had..... ask questions such as



Section 2: Education and training data bank

Ask questions such as:

* Why did you choose this course?

« What knowledge or competencies were gained?
* What learning was most valuable?

* How have you applied the learning?

Output structure:

Qualification
Institution
Location
Dates

Overview of learning
Key competencies gained
Application of learning

Paste Education and Training Below:
[PASTE EDUCATION AND TRAINING]

Section 3: Interests and Hobbies Databank

Ask questions such as:

* What the activity involves

* How long you have been involved

» Motivation and commitment

* Transferable skills demonstrated

* Any leadership or community involvement

Interest or Activity

Description

Skills demonstrated
Community or wellbeing impact

Paste Interests and Hobbies Below:
[PASTE INTERESTS AND HOBBIES]



Section 4: Achievements and Awards Data Bank

Ask questions such as:

* What led to the achievement?

» What actions did you take?

* What impact did the achievement have?
« How was it recognised?

Output structure:

Achievement or Award
Context

Actions taken

Impact and outcomes
Skills demonstrated

Paste Achievements and Awards Below:
[PASTE ACHIEVEMENTS AND AWARDS]

Section 5: Personal Statement Databank

Ask questions such as:

« What motivates you professionally?

» What problems do you enjoy solving?

* What strengths do others recognise in you?

* What impact do you want your work to have?

Then create a generic personal statement of approximately 200 words that reflects my strengths and
experience and can later be tailored.

Paste Personal Statement Below:
[PASTE PERSONAL STATEMENT]



Section 6: Strengths Section

Use the VIA Character Strengths framework to identify my strengths.

Ask reflective questions including:

* When do you feel most energised in your work?

» What activities feel natural to you?

* What do people rely on you for?

* What achievements make you most proud both personal and professional?

Output structure:
Strength

Description
Evidence from my experience

Final Output

Once all sections are completed:

* Present each section clearly labelled.
* Ensure the content can be copied directly into my CV Databank document.
* Focus on rich and detailed information.

The final output should function as a professional information repository rather than a traditional CV.
This forms your databank to which any role you apply for will be matched to give the best possible
representation of you and your experience, relevant to the job specification

For further information, you can listen to our podcast on YouTube; Building a modern CV databank
with Al: Step-by-step for beginners



https://www.youtube.com/watch?v=z3yCYz6aDH4
https://www.youtube.com/watch?v=z3yCYz6aDH4

