Microsoft Word: Resumes

Resume Formatting Tools

Creating Bullets
To remove a bullet you can press backspace twice, or press enter on an empty bullet.

Start a bulleted list.
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Adjust text alignment with
these four buttons.

The Format Painter
The format painter copies the formatting of text (not the text itself). Click the button once to copy the formatting one

time, double click the button to copy the formatting multiple times (click the button again to deselect it).
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Click this button to use the

format painter.
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Inserting a Table
Tables can help you organize the layout of text in your resume.

E] H g = Tacumentl - Word P EH - x
G MOME | INSERT Select the Insert tab. vIEw cresuat - [0
Bj Cover Page~ % |j‘|:| @ . nk IJ [ Header~ [E Quick Parts ~ @'S\gnature Line = 7L Equation ~

[ Blank Page N mark [ Footer - A WordArt ~ E’%Data&T\me € Symbol -
o Table Pictures Online Shapes ’ My A . Online Comment Text .
*— Page Break - Pictures ~+ @+ Screenshot~ oF My Apps Video E|_:| Cross-reference [#] Page Number~ Bax~ Drop Cap [ Object ~

Pages Ax2 ‘[a}._\ Apps Media Links Comments Header & Footer Text Symbols ~

L e 75000
I I S

EEEED[ Click on Table and define the \ |
Bl Insert Table.. size of the table.

Removing Lines Around Tables
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Inserting Lines
Lines are an elegant way to create sections in your resume.
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Adjusting Margins
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Adjusting Spacing
Adjusting the spacing on your resume to 0 pt “Before” and 0 pt “After” is recommended. 1 pt (or 1 point) is 1/72nd of
an inch. The Spacing option defines how much space is added Before and After you press enter.
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Review Spelling
Before you ever send a resume off to an employer, make sure you run Spell Check. This can prevent you from having
embarrassing and simple mistakes that you should have corrected.
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Saving Your Resume
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Resume Writing Tips

Start sentences with action words.

Say it in as few words as possible.

Don't repeat yourself — you should have new infor-
mation in every section.

“Spin” statements to paint yourself in the best light
— without lying or exaggerating!

Match your resume to the job description.

Use Save As to create a new version of your resume
using a different name.

WHERE TO GET MORE HELP:

The Library: come to the desk and ask for help, or attend more classes!
Job Search Basics

Computer Basics Series

Online Resources

LearningExpress Library & Career Cruising Databases
careeronestop.org

gcflearnfree.org/career

myskillsmyfuture.org

Adapted, with permission, from Denver Public Library’s Computer Class curricul
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