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CREATING YOUR OWN CV

DATA BANK

Imagine your CV databank is a library containing every skill, job, achievement and qualification you've ever
had. When you apply for a job, the employer doesn't want to see the entire library, They only want to see the
books that are relevant to them.
So your process looks like this:

First Time Setup (Only Do This Once)

Create a Project

1.Open ChatGPT.
2.Click Projects on the left-hand side.
3.Click New Project.
4.Call it something like: (Your Name) CV Databank

Inside this project, create a chat called: Master CV Databank

Put ALL your information in there:
Every job
Every qualification schools, college, Uni, other
Every course and training (Online or other)
Every achievement (personal and work)
Every skill ( Hard skills and Soft Skills)
Examples of things you've done well
Hobbies and interests

This is your master record.
Think of it as your "career library".

Applying for Job Number 1

Let's say you find a Retail Assistant job with Primark;

Step 1
Inside your CV Project, click: New Chat

Step 2
Name the chat for example; Primark Retail Assistant Application

Step 3
Paste the job advert into the chat.

PT.2



Step 4
Type:
Using my CV databank, tell me which experiences and skills are most relevant for this job.
It will then go through your career library and pick out the best bits.Check through thoroughly and see if it has forgotten
anything or if there is anything else you think should be included.

Step 5
Then type; using the relevant information to this job role 
Create a tailored CV for this role.

Step 6
Save that CV somewhere on your computer as:
(Your Name)- Primark CV.docx

Applying for Job Number 2

A week later you find a Teaching Assistant role.

DON'T
❌ Edit the Primark chat.
❌ Delete anything.

DO
Inside the same Project click: New Chat
Name it: Teaching Assistant Application
Paste the new job advert.
Then say: Using my CV databank, tell me which experiences and skills are most relevant for this Teaching Assistant role.
It will now ignore the Primark job and look for evidence that matches teaching.
Perhaps:

Helping train new staff
Customer support
Patience
Communication
Working with different people

Then say: Create a tailored CV for this teaching assistant role.
Save it as: Teaching Assistant CV.docx

Applying for Job Number 3

Maybe you find an IT Support role.

Again: New Chat
Name it: IT Support Application
Paste the advert.
Then ask: Using my CV databank, identify the most relevant evidence for this role and create a tailored CV.
Save it as: (Your Name) - IT Support CV.docx



What your Project will Eventually Look Like

📁 (Your Name) CV Databank Project

Master CV Databank
Primark Retail Assistant Application
Teaching Assistant Application
IT Support Application
Delivery Driver Application
Customer Service Advisor Application

The Master CV Databank never changes much unless you obtain new certificates, qualifications, volunteer roles, or employment
etc, in which case you can add this to your databank.

Each new job gets its own new chat.

That way ChatGPT doesn't get confused by previous job adverts and every CV is tailored specifically to that employer. You are also
able to ask for a matrix to see if your Cv now matches the job specifications. Simply ask” can you give me a matrix to show how my
CV matches to the job specification, highlighting any areas of deficiency that needs attention on my part.Let’s use the third role for
the IT desktop support role, as an example.

Desktop Support Match Matrix

Traffic Light Key
🟢 = Strong Match
🟠 = Partial Match / Transferable Experience
🔴 = Gap to Address

You will see from the above that there are some areas that need attention and it may be that you need to go and develop
those skills.

Requirement

Customer Service
Skills

Communication Skills

Problem Solving

Team Working

Reliability & Time
Management

Working Under
Pressure

Willingness to Learn

Microsoft Windows
Knowledge

Microsoft Office /
Microsoft 365

Hardware
Troubleshooting

Match

🟢

🟢

🟢

🟢

🟢

🟢

🟢

🟠

🟠

🔴

8+ years in Costa and Skechers

Supervisor, Manager and Retail Sales roles

Retail management, customer issue resolution,
operational responsibilities

Costa management roles and football team

Long-term employment history 
and progression

Retail and hospitality environments

Google AI Certificate, Cyber Security studies

General user experience likely

Likely daily use but not 
demonstrated professionally

No evidence currently

Comments

Major strength. Desktop Support is fundamental for
customer service

Experience dealing with customers, complaints and
colleagues daily.

Strong transferable evidence.

Excellent examples available.

Consistent employment and promotion history
demonstrate reliability.

Strong evidence available.

Very strong evidence for career transition.

Need stronger evidence and practical examples.

Worth strengthening with training and examples.

Common requirement 

Evidence from your background



Area

Customer Service & Soft Skills

Professional Maturity

Technical Aptitude

Desktop Support Experience

Learning Potential

Score

🟢 Excellent

🟢 Excellent

🟠 Developing

🔴 Limited

🟢 Excellent

Overall Assessment

Finally if you want to stay aware of the roles and applications you have made within the project you can ask for a master
application log giving roles and dates, interviews and outcomes to be added to your databank. You can ask to see the
application log at any time.

Master Application Log

Date
Started

16/06/2026

16/06/2026

16/06/2026

Role

First Line IT 
Technician

Office 
Administrator

IT Support 
Technician

Employer

SG4 School 
IT Company

Haynes Court 
Limited

Employer 
Unspecified

CV Version

IT Support 
v1

Administration
v1

IT Support 
v2

Status

CV
Created

CV
Created

CV
Created

Outcome

Pending

Pending

Pending

Interview
Date(s)

-

-

-

Unknown

Unknown

Unknown

As you can see, this will enable you to keep track of your applications.

Application
Submitted



A quick word about using AI safely

AI tools such as ChatGPT, Gemini and Copilot can be very useful for creating CVs, preparing for interviews, improving digital
skills and finding information. However, it is important to use them safely and responsibly.

Is my Information safe?

Reputable AI providers use security measures to help protect user data. However, as with any online service, no system can
ever guarantee 100% security. For this reason, it is best to be cautious about the information you share.
A good rule is: Only share information that you would be comfortable storing online or sending in an email.

Information you can include

✅ Work history and job titles 
✅ Skills and qualifications
✅ General employment experience
✅ Career goals and aspirations
✅ Training courses and certificates
✅ Hobbies and interests
✅ General examples of workplace situations

Information you should NOT include

❌ Passwords or login details
❌ Bank account or credit card information
❌ National Insurance numbers
❌ Passport or driving licence numbers
❌ Copies of official identity documents (P60s, Payslips etc)
❌ Medical records or sensitive health information
❌ Full dates of birth
❌ Personal information about other people without their permission
❌ Any information you would not want shared publicly

A Safer Alternative

When creating CVs or practising interviews, you can often replace personal details with placeholders such as:
[Your Name]
[Your Address]
[Your Phone Number]
[Your Email Address]

(Or you could use a name such as John/Jane Smith, and use company or organisation names such as ABC Ltd, DEF Ltd. Just
don’t forget to change them back to the real names for your actual CV!!)

Remember

AI can be an excellent learning and career support tool, but you should always think carefully before sharing personal
information online. If in doubt, leave it out.
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