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Microsoft Word Exercise #13: Templates (Résumés)
The exercise will focus on creating résumés.  As in the last exercise, we will employ a wizard to optimally customize your content.  Again, a wizard is denoted by an icon with a magic wand on it and once clicked, it will take you through the creation process through a series of carefully pre-defined steps.  After you complete the wizard, you will have the opportunity to customize the final product using the formatting techniques and controls you learned in prior exercises.
1. Start the computer if it isn’t on already and log into Windows 2000.

2. Launch Microsoft Word.

3. On the View menu, click Task Pane.

4. Click General Templates in the New from template section to open the templates dialog box.

5. Click the Other Documents tab.

6. Click the icon titled Resume Wizard and click OK.  The resume wizard appears.
7. Click the Next button.

8. Select the Professional style and click the Next button.

9. Select the Entry-level résumé and click the Next button.

10. Complete the name and address fields as indicated.  Do not complete the fax and e-mail fields if you don’t have a fax number or e-mail address.  When complete, click the Next button.

11. Make sure that the following standard headings checkboxes are marked: Objective, Education, Interests and activities, Volunteer experience and References.

12. Click the Next button.

13. Mark the following optional headings: Extracurricular activities and Summer jobs.

14. Click the Next button.

15. Optional: add any additional headings you feel the wizard has left out but check with me before you add them.
16. You can change the order which the headings appear on your résumé by clicking on a heading in the window and moving it upwards or downwards by clicking on the Move Up or Move Down buttons respectively.  Make the order of the headings appear as follows: Objective, Education, Work Experience, Volunteer Experience, Summer Jobs, Extracurricular Activities, Interests and Activities and References.
17. Click the Next button.

18. Click the Finish button.  The Office Assistant has appeared on top of your résumé so click the Cancel button to hide it.  What follows in the next several steps are some suggestions for completing the placeholders in the headers you selected in steps #11-#16.  From now on, feel free to customize any part of the overall structure which best conforms to your preferences.  Don’t be frivolous.  A resume is not intended to be a work of art but rather a document outlining generally where you are in the world and what kinds of experiences you can bring to bear against the requirements for the job to which you’re applying.  The object, therefore, is to do this better than any other applicant in the pool.  It should stand out but not overly so and not in the wrong ways.  Be as concise as you can and use only the words you need.
19. Objective: should be stated as clearly and concisely as possible.  As with all business documents, use only the words you need to make your point.  In this case, you should include the type of position you are looking for in the industry which you are seeking to enter.  An example might be “To obtain a technical support position in the information systems field.”  Please feel free to have me evaluate your suggestions.
20. Education: should contain a list of high schools and colleges which you are either currently attending or have graduated from.  For many of you, you will want to list Hope Charter School.  First, place the date you graduated in the Dates Attended placeholder (2004).  Also complete the Institution Name and City-State placeholders.  In the Degree-Major placeholder, place the following: General education.  If you’ve completed any advanced placement classes list them in the Details… placeholder.  Any received honors you received during your time in school should be mentioned here as well.
21. Work Experience: should begin with the start and end dates (month and year).  If the position is still current, list “since” before the start month and year.  Continue with the name of the establishment you worked for as well as its location (city and state).  Be sure to include your job title.  Don’t inflate this.  List only the title as it exists in your personnel file.  List also the department(s) in which you worked as well as a general description of what your responsibilities are or were.  The Comer resume handout provides a good example of this so use it as a model.  I have found it helpful to include every position I’ve had so I leave no appreciable gaps in my resume.
22. Volunteer Experience: should contain experience you’ve had with community service or civic organizations.  Volunteer fire or ambulance companies are usually the most common.  As with work experience, list the dates of your tenure.  Also list any positions you’ve held and any awards you’ve received during this time.  I’ve had experience with all of these things so feel free to confer with me personally if you wish.
23. Summer Jobs: use this only if you’ve had no appreciable work experience.  If you have any viable entries in work experience, delete this header entirely.
24. Extracurricular Activities: most examples include varsity or junior varsity sports.  Regular performances in school pageants or plays may be listed here

25. Interests and Activities: I would include only the interests relevant to the position you’re applying.  If you’re applying to jobs in the computer field, examples include computer programming and repair.  Additionally, list only the most important and don’t get too carried away.  It would be better not to list anything at all in this case.

26. References: “Available upon request.”
27. Execute a spell check in the Tools menu.
28. Save your resume to a floppy disk.  Did you remember to bring one?
29. Print your resume.
30. At this point, turn in your printed copy for a grade.

