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Here are some rules and reminders to keep in
mind.

Turn off your microphone. Feel free to
type your questions 
in the chat box.

Questions will be entertained
at the Q&A after the presentation.

House Rules
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Please ensure you have filled in both
the Pre-Training & Recruitment
Surveys.
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Today's
Agenda

Cyber Security 101
CV Writing
Acing your Interview
Digital Tools for Job Seeking

What we'll learn:
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CV WRITING
What do people look for in an outstanding CV

PURPOSE OF CV

5 C'S OF CV
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DO'S
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DONT'S



What employers look for
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Use an online tool!
Many cv/resume templates 
available online.

Plan for different job applications.

Good CV takes a lot of refining.

Be proactive rather than reactive.

Try out Canva, or any other online
software.



Never send a 'naked' CV
Should be three short paragraphs
Opening paragraph - WHY you are writing
Paragraph 2 - SHOW knowledge of employer, highlight your skills
Paragraph 3 - REFER to your CV and availability

Do check online for the different templates available, but remember -
DO NOT COPY word for word, they will know.

COVER LETTERS
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Acing your Interview!
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Suit (Solid colours only)
Long sleeve shirt
Belt
Tie
Dark socks & proper shoes
No Jewelry
Neat, professional hairstyle
Limit the aftershave
Neatly Trimmed Nails
Portfolio

MALES
Suit (Solid colours only)
Baju kurung (Well fitted)
Suit skirt should be long
enough
Proper shoes
Limited Jewelry
Neat, professional
hairstyle/Tudung
Light makeup
Neatly Trimmed Nails
Portfolio

FEMALES
PROFESSIONAL ATTIRE
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Watching youtube videos on
interviews helps alot too!
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DIGITAL TOOLS FOR 
JOBSEEKERS





• Online Courses for Job Seekers and Professionals – Grow with Google

• Google Job Seekers Course and Guides – Grow with Google



THE JOBSEEKER’S TOOLKIT
Resume Writing

• Resume - Jobscan
• Resume Templates and Builders – The Balance Careers

• Anatomy of the Perfect Resume - Glassdoor
• How to Write a Resume - Glassdoor

• The Anatomy of a Perfect Resume – Top Resume
• Resume Summary Examples – The Interview Guys

• What Kind of Skills to Include in a Resume – Balance Careers
• Resume Guide – The Balance Careers

GENERAL INFORMATION MATERIALS
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BASIC INTERNET TOOLS
Gmail

• Google Account Help
Google Meet

• Google Meet in Gmail Quick Start
• Google Meet Video Tutorials

• Star or Join a Video Conference with Google Meet – Grow with Google



Google Drive
• Organize and Share Files on Google Drive (Video Tutorial)

• Google Drive Video Tutorials
• Google File Storage, Collaboration, and Docs
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Q&A



Don't forget to complete your final post-training survey and
get your cert from Google!



FOR MORE INFO.

EMAIL:
HELLO@BIGBWNPROJECT.COM


