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Hiration - Resume Builder, CV, and Cover Letters

Hiration is an Al-powered career platform designed to help you prepare for job opportunities with confidence.

In this training guide, you will learn how to use Hiration’s Resume, CV (also known as Curriculum Vitae), and
Cover Letter features. These tools help you to create, customize, and optimize your professional resumes using
guides, built-in editing tools, and Al-powered feedback to improve overall quality and recruiter readiness.

As part of this experience, Liberty University’s Career Center has created degree-specific resume and CV guides
for you to use in Hiration. These examples are designed to help you develop professional documents that align
with your academic background and career goals. You can find these guides under the Resources tab in the left
navigation menu.

This document contains the following sections:

e How to Access the Hiration Resume Builder

¢ How to Create a Resume in the Resume Builder

* How to Use the Resume Builder Editor

¢ Understanding the Resume Builder Scoring

e How to Access the CV Builder

e How to Create a Cover Letter

How to Access the Hiration Resume Builder

1. To begin, go to Liberty.Hiration.com, then click Login to your career portal.
@ ® & MNewTab

C ® Liberty.Hiration.com|

it Di & liberty.hiration.com

Q  Liberty.Hiration.com - Google Searc

+ Add tabs and more
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http://Liberty.Hiration.com

Liberty University

Welcome to the 1 stop solution
for your job search process

CV Builder, Resume Builder, Job Tailoring, Cover Letter
LinkedIn Review, Interview Practice, Resource Center

2. From the homepage, there are two ways to access the Resume Builder:

A. Option 1: Select the Resume Builder tab from the left navigation menu.

Igy LIBERTY

UNIVERSITY

Login to Your Career Platform

Login to your career portal

By continuing, you confirm that you have read and agree to the
platform's Privacy Policy, Cookie Policy and Terms of Use

Ky LIBERTY

Let's kickstart your careerjourney

We've got your back — with tools to help you build strong resumnes, prep forinterviews, and
@ Home stand out confidently.
& cvBuider

&9 Coverletter
Recommended Step

@ Resume Builder ‘— Resume (2 tasks) LinkedIn

(1task)

M LinkedinReview g ™

B. Option 2: Click the Create Resume card from your homepage dashboard.

Recommended Step
F in| ad

Start from scratch orupload an Optimise your LinkedIn toimpress Practice interviews withreal-time Crez
existing resume recruiters feedback
Create Resume Submit Profile for Review | | Attempt an Interview ‘ ‘

Note: After your first resume is created, this button will change to Download Resume, which opens the Resume Builder

Dashboard.
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How to Create a Resume in the Resume Builder
1. Once on the Resume Builder page, select Create or Upload Resume.

y My Resumes

@
Start your Resume Journey
=
B How would you like to get started?
&
in|

Upload Restime
(W] k

need help creating a fresh Resume | have a resume, but it needs work

-+ No resumes yet
" . = . [> Watch Tutorial
Create your first resume or upload an existing one to get started.First time here? Watch a quick 1-min tutoria

’ =
2. If you choose to upload a resume, locate the file on your device, then click Open to upload it into the
Resume Builder.

@ Recents < m - ¥ Desktop

=9 Shared
B Desktop

B My Resume.pdf

) pDownloads
32 Liberty University Dropb...
A\ Applications
[3 Documents

My Resume.pdf

PDF ument X

Information

Created Friday, March 6, 2026 at 10:57 AM
@® Orange

@ Yelow Show Options
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3. If you choose to create a resume, click Select Template.

Choose a resume design

Choose a design template for your new resume. You can change this anytime.

[First Last
ety e (D) 000000 » e e e aln. s B @
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»
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-
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[m—m—
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+ WD Estmmers (what owicusizne)
+ WY bt (3 bre: . 8 e v S Thin § b st enpe e
* WHO mstement (whathewioscons)
e —

=N Select Template [=*
g [ por | oo |
v,
+ WHO SeeT

General Resume Design

Note: You can click the blue magnifying glass icon to open a template preview before selecting it.

4. Choose whether to Use a Blank Template or Use Pre-Written Resume.

Nw ¢« Back My Dashboard

& How do you want to create your new resume?
=

B

i D B

in|

Use a Blank Template Use Pre-Written Resume

(3] We will help you create a Resume with tips and guidance Select a pre-written or instructional sample
S|

Hiration - Resume Builder, CV, and Cover Letters




5. Selecting Use a Blank Template opens a fillable, structured layout with clearly defined sections and
subsections.

4 My Resumes [ savedatm:33 + Add Section Aa Fonts ~ TI FontsSize ~ (o Margins ~ 1= spacing ~ @ v

Resume Review @ Resume Tailoring ©

@ Total Pages: 1 8) Tips & Guides @D 42/100 <
Switch * ) o so
Design . ° Dops! ¥
FirstName LastName Jomet your
example@email.com + 1234567890 e score to 80
PROFESSIONAL SUMMARY °
1 Structure 12/25 ~
EDUCATION ?
End Date Perfect! Your resume i

Eater Location
best of your skills and experiency

— B — X Your resume does net highlight a dedicated key
PROFESSIONAL EXPERIENCE ° can make it easier

Start Date - End Date

Enter Location

ADDITIONAL WORK EXPERIENCE °

Start Date - End Date Add Skills Section -
Enter Location
You've added a Pr
Adding more d
job title, details about your
| make it more compelling.

PROFESSIONAL AFFILIATIONS

cation section. It would be
COMMUNITY ENGAGEMENT stronger with m tail in: name of your school

or university, degree or program name

2 SKill Level Analysis

[ ATS Compatibility vzofzoe

A& Contact Info * 0f5
Note: This option is ideal for those who want full control over both content and structure.

6. Selecting Use Pre-Written Template opens a collection of sample resumes organized by Liberty schools and
degree programs.

Iy  Back
Browse Resume Guides

Select and personalize a template tailored to your job profile or career objective

A

w

Choose your profile:

&
Besumeicategones Fillable Resume Templates
in| [ Enter Job Role
+ Blank Template
M Fillable Resume 01
Templates
= General Resume 02 General Resume Templates
Templates
Aviation 04 + General Base Resume + General Masters Resume
Behavioral Sciences 06
Business 0z AViatiOn
|m|
College of Arts and 13
& SCRCEE + Aeronautics Aviation « Aviation Maintenance
[ i 04 . .
N emmunication « Aviation Management + Unmanned Aircraft Operations

Note: These resume guides were created by Liberty’s Career Services team to provide you with a strong foundation to build
from.
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7. Choose a resume that aligns with your field and customize the content to reflect your experience and goals.

4 My Resumes [ Savedat 1133 + Add Section Ag Fonts ~ T1 Fontsize ~ [ Margins 1= Spacing v

Total Pages: 1 8) Tips & Guides @D

- e
First Last
Champaign, 1L « (000) 000-000 = fi il.com « linkedin.com/in/firstlast « www.github.com/firstlast °
EDUCATION °
Bachelor of Science in Information Technology, Liberty University, Lynchburg, VA End Date
« GPA:3.8/4.0
+ Honors: Dean's List, 2021-Present
PROFESSIONAL SKILLS °
Systems: Microsoft Windows, Unix, Kali Linux, Mac OS X, Mobile, CICS/ISPF/Mainframe
Databases: Oracle, Access, Relational Databa:
3 C#++, CBI, Perl, JavaScript
int, Access, Project), MS Visio
CERTIFICATIONS
Mierosoft Certified Systems Engineer {MCSE) End Date
EXPERIENCE e
Information Systems Intern. Caterpillar, Inc.. Champaign, IL End Date
« Provided end-user support of enterprise resource planning (ERP) applications and madules using Oracle
+ Upgraded and maintained ERP system for supply chain and manufacturing processes, improving ease of use
« Created and maintained SQL views and surveys
« Created new and modified existing Crystal reports
Project Manager, LU-Cloud Project, Liberty University. |Lynchburg, VA Start Date - End Date
« Collaborated with a multidisciplinary team of students majoring in business, information technology, eybersecurity, and (]

information systems to enhance the existing information system used by Liberty University

Resume Review © Resume Tailoring ®

75/100 ——————— c

) 7o scormg powerea oy responsae &

r resume!
o increase you

1 Structure

v 25/25 ~

Perfect! Your resume is a p

ideal length. En:
best of your

ng a separate pro

al experience

Il make it easier for recruiters to learn

more about your capabilities.

You have included a section for your

onal backgrou

3 Skill Level Analysis ¥
[2 ATS Compatibility v 20/20 ~

2 Contact Info. . 5I5__

Note: All pre-written resume guides are available on the Resources page, allowing you to browse your options before getting

started.

How to Use the Resume Builder Editor

projects, internships, or custom sections.

—_—>

< My Resumes [ saved at 11:33 Aa Fonts ~ T1 Font Size ~

Total Pages: 1

First Last

Champaign, IL » (000) 000-000 = firstlast@gmail. com « linkedin.com/in/firstlast « www.github com/firstlast

Add Section X

Internship
A detailad repe r past intarnships

Projects

Summary
uick

Custom Section

Interests, References, ete.

Advanced Custom Section
n tf

Add a sectic

Awards, et al

Certifications,
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8  Tips & Guides

In the Resume Editor, click + Add Section in the top menu to add and create additional sections, such as

- 1= Spacing ~

©

¢




2.

3.

Use the Fonts and Font Size menus to adjust font styles.

— ..’ Aa Fonts ~ T1 Font Size  ~ T 2 .,> T1! Font Size ~ By Margins ~ 1= Spacii
Heading Very Small
Times New Roman»
Small
Body: Medium
Times New Roman > Large
Custom Font Si
FE® @ 18.0 pr
‘Your Name on top of the Resume
First Last First Last Resume Level Job Title @ no =
. . sually your Jab tit Nz ;
Champaign, IL = (000) 000-000 « firstlast@gmail.com * linkedin.com/in/firstlast n, IL = (000) 000-000 « firstlast@gmail.com ucua v qu"em oo e et ynrieme
; . ontact Info @
« www.github.com/firstlast * www.github.com/firstlast orabliE m. Emall Linkedin, & other Saclal Inks N0 m
Section Headings @ 120 &

ATION

Summary, Experlence, Educatlon, Skllls, e1c.

Select Margins or Spacing to adjust how your text is spaced throughout your resume document.

1= Spacing v

e e’ IB_-, Margins A~

11:33 + Add Section oo mueins
Default
T 2Bin, Bott i
Default 1Inch
Total Pages: 2 Tap: 1.00in. Bott 1.00in, Left: 1.00in, Right: 1.00in
3/4 Precision
T 7 L Left: 0.77in, Right
Half-Inch
T R . |
First Last Custom Margins

* linkedin.com/in/firstlast e

Champaign, IL = {(000) 000-000 « firstlast@gmail.com

« www.github.com/firstlast

EDUCATION 2
Bachelor of Science in Information Technology, Liberty University, End Date

Lynchburg, VA

For extra support, you can turn on the Tips & Guides feature in the top right corner.

Total Pages: 1

ﬁ I 8  Tips & Guides OI

.
2
Eirst Last
I.‘Etl(l.\". + www.github.com/firstlast °
@ Tips: Name
Q
* Please ensure that your name is the largest font on the page. End Date
+ Font should either be 14 or 16 point font
* Include your name lec ame and then you can include a preferred first
name in narentheses veen vour first an ?
; o e - inframe
v Is this helpful? 02 el

Languages: Visual Basic, SQL, HTML, ASP, C55, C++, CBI, Perl, JavaScript
Software: Microsoft Office (Word, Excel, PowerPoint, Access, Project), M5 Visio

Note: This feature provides Al-powered suggestions to help strengthen your resume, highlight areas for improvement, and

guide you using best practices.
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5. To reorder sections, add or duplicate subsections, or adjust formatting, hover over a section to display the

toolbar.
T o4 W
EDUCATION 2
Bachelor of Arts/Science (B.A./B.S.), . Liberty University, | Lynchburg, VA End Date

* Minor: xxx (If you do not have a minor, you can remove this bullet point)
* Honors: xxx (If you do not have honors, you can remove this bullet point)
* Relevant Coursework: List pertinent courses (not all courses but up to 2 lines, courses separated with a semicolon)

RELEVANT EXPERIENCE (Highlight the experience you want seen first. Always reverse chronologic order.)

Position, Emplover, City, St Start Date - End Date
+ WHO statement {what'how/outcome)
+ WHO statement (Should have a min. of 3 bullets and no more than 5 for relevant experience) _b‘
+ WHO statement {what'how/outcome)

Position, Employer, City, St Start Date - End Date

+ WHO statement {what'how/outcome)

Note: You can also change date formats, show or hide specific details, and enable/disable short titles.

Understanding the Resume Builder Scoring

1. Your resume score is located on the right-hand side of the screen. The score shows how well your resume
aligns with recruiter expectations and industry best practices.

@] bl * Preview & Download

Resume Review @ Resume Tailoring @&

75/100 c

X
@ Fair sooring powerad by responsiole Al

You've made good progress on your resume!
Consider making additional changes to increase your
chances of being noticed by employers.

I Structure v 2525 ~

Perfect! Your resume is a page long which is the
ideal length. Ensure that this page presents the
best of your skills and experiences.

That's awesome! You have incorporated a skills
section in your resume.

Great! Keeping a separate professional experience
section will make it easier for recruiters to learn

more about your capabilities.

Fantastic! You have included a section for your
educational background.

= Skill Level Analysis ~

ATS Compatibility ~ 2020 ~
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2. Your resume score evaluates key areas, including:
A. Structure

Skill Level Analysis

0 w

Application Tracking System (ATS) Compatibility

Contact Info

m ©O

Reverse Chronology

m

Bullet Analysis

O Structure v 25/25 ~

Perfect! Your resume is a page long which is the
ideal length. Ensure that this page presents the
best of your skills and experiences

i

That's awesome! You have incorporated a skills
section in your resume.

Great! Keeping a separate professional experience
section will make it easier for recruiters to learn
more about your capabilities.

Fantastic! You have included a section for your
educational background

B —> (53 Skill Level Analysis

C —’ ATS Compatibility +~20/20 ~
D 4 A& Contact Info v 5/5 ~
E * = Reverse Chronology x 0/10 ™~
E _’ i= Bullet Analysis 25/40

3. Within Bullet Analysis, you will receive specific suggestions to strengthen your individual bullet points.

X
. i= Bullet Analysis 25/40 ~

o Click on a bullet to s2e WHO (What-How-
Outeome) analysis and how to improve it.

Poor Bullets ©  Okay Bullets 8 Great Bullets 3

Provided end-user support of enterprise
resource planning (ERP) applications and
modules using Oracle

“« Previous 1of 8 Mext -

«+ What: Strong opening with a clear action verb
and a well-defined task.

« How: Clear explanation of how the work was
executed, with specific tools or methods that
strengthen credibility.

Tools/Technologies: Oracle
e
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4. Use the color indicators as a quick guide:
A. Green “v” marks indicate strong bullet points
B. Yellow “!” marks suggest areas for improvement
C. Red “X” marks highlight bullet points that need significant revision
End Date

oftware

4+
security &) ::
®

5. To tailor your resume to a specific job, click the Resume Tailoring tab.

g~ @1 b + Preview & Download
ﬁ I Resume Tailoring @ I

! Paste the Job Description below.

Orm

To match your resume, copy and paste the
job description here.

6. Inthe Resume Tailoring tab, copy and paste a job description into the field, then click Analyze.

pacing e v + Praview & Download

Resume Review (@ Resume Tailoring @

=] Paste the Job Description below.

To match your resume, copy and paste the
job description here.

—

Note: This tool shows how well your resume matches the listing’s qualifications and provides guidance to help you tailor your
resume to improve alignment.
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How to Access the CV Builder

1. To create a CV, select CV Builder from the left navigation menu.

Eg LIBERTY
Let's kickstart your career journey
We've got your back — with tools to help you build strongresumes, prep forinterviews, and
@ Home stand out confidently.
E) cvBuilder I 4 .
|"’ . "'| ___________________________________ | lin| "'| ____________
B Resume Builder Resume (2 tasks) Linkedin (1task)

B9 Coverletter
Recommended Step
M LinkedinReview IL [m

O3 Interview Practice

B Resources Start from scratch or upload an Optimise your LinkedIn toimpres
existing resume recruiters

Note: The CV Builder is a separate feature within Hiration, but it functions the same as the Resume Builder.

2. Tocreate a CV, select Create CV or Upload CV, then follow the same steps outlined in the Resume Builder
section above.

Eu; My CVs

Start your CV Journey

How would you like to get started?

g a

Create CV Upload CV
[ 4]

need help creating a fresh CV I have a CV, but it needs work
No CVs yet
Create your first CV or upload an existing one to get started
&
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How to Create a Cover Letter

1. You can quickly generate a cover letter from a completed resume by opening the Resume Builder.

EgLIBERTY
Let's kickstart your career journey
We've got yourback — with tools to help you build strongresumes, prep forinterviews, and
{@ Home stand out confidently.
& cvBuilder

B Resume Builder I h Resume (2 tasks) LinkedIn (1task)

BA Coverletter
Recommended Step
B LinkedinReview l; ﬂ

O3 Interview Practice

B Resources Start from scratch orupload an Optimise your LinkedIn to impress

existing resume recruiters

Note: This feature is not be available until a resume has been uploaded or created in the Resume or CV builder.

2. Locate the resume you want to use and select Generate Cover Letter.

My Resumes View: # i= O Create New Resume |

RESUME #1
@ Medified: 17 Apr 2026, 12:09

My Resume Vi

2 Edit | Create a New
m [ Make A Copy i @ Create a customize

! I increase your chang

* Download

(] i Delete
| B Generate Cover Letter ‘—

Created: 17 Apr 2026, 11:56
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3. Copy and paste the job description for your target position, then click Submit.

Generate Cover Letter

Please enter the job description (optional):

Enter job description...

— =]
4. Once Hiration generates your cover letter, select View Cover Letter to review and edit it.

Generate Cover Letter

Your cover letter has been successfully generated.

_GM’ View Cover Letter

5. If you encounter technical issues at any point while using the Resume, CV, or Cover Letter features, you can
contact Hiration Chat at the bottom-right corner of your screen.

Attempt an Interview ‘ ‘ Create Cover Letter ‘

Need Assistance?

If you have any additional questions while using Hiration, please email Careers@Liberty.edu.
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