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Filling in a Resume Template
Microsoft Word 2007
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Saving Your Resume






If you don’t need a row, simply delete it:





Resume Language: Some Pointers
· Start sentences with action words. 
· Say it in as few words as possible.
· Don’t repeat yourself- every section in a resume should contain new information.
· “Spin” your statements to make yourself look good- without being dishonest of course!

· What makes you the right person for this job?

· Match your resume to the job description.
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Click on the Table Tools - Layout tab





Each field asks for a piece of information. Click once between the brackets to highlight. The example text will be replaced by what you type.





Click on View Gridlines.


NOTE: These do NOT show on printed copies of your resume
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Your objective is a short description of your job or career goals. What do you have to offer the company?
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Click on Save As





Click on the Office Button





Select where you want to save your file
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Give your resume a title
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Save as a .docx if you need to do more work. Save as a .pdf if you are ready to send it out!
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Click anywhere in the row you want to delete





Go to the Table Tools - Layout tab
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Click on Delete





Click on Delete Rows





Sample Action Words


Managed	Transported


Arranged	Demonstrated


Collected	Acted


Built		Ensured


Provided	Planned


Created	Maintained


Operated	Monitored


Oversaw	Evaluated


Identified	Produced


United	Compiled





WHERE TO GET MORE HELP:


The CTC: come to the desk and ask for help, schedule a 1-on-1 tutoring lesson, attend one of our open labs, or attend more classes!


Craigslist 101


Job Search Basics


Job Search Tools: Beyond the Basics


Computer Basics Series


Online Resources


�HYPERLINK "http://www.careeronestop.org"�www.careeronestop.org�


�HYPERLINK "http://www.gcflearnfree.org/career"�www.gcflearnfree.org/career�


�HYPERLINK "http://www.denverlibrary.org/jobs"�www.denverlibrary.org/jobs� 


�HYPERLINK "http://www.myskillsmyfuture.org"�www.myskillsmyfuture.org�





























