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h@w o create a resume using

MS W R Wizard
\S\ ord Resume Wizar

Key for using symbols
®| Next slide
™ Back to last slide
»l End of slide show
¥ To see more information




»To begin using MS Word
- Resume Wizard

Open MS Word
Click on File and New(q.+)

On the right hand side of your screen
under Templates click “on my
computer...” (il rour2)

Click on Other Documents tab and
then Resume Wizard (@¥-ou-.)




S'ta@g the Resume Wizard — Click
S on Next

B
Résumeé Wizard

Thiz wirard creates a réswmné that 1=
tatlored to vour preferences.

Type

Address

Sktandard Headings

Optional Headings

addjSort Heading

Finish

Zancel | Mexk = Einish
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Choese which style you would like

x

Which style would you like?

(™ Professional (™ Conktemporary (+ {Elegant |
Tvpe
O-m bo el G uiHh Crsanli el
Address L e i —
Skandard Headings e —
Cptional Headings rbad e

Add)sort Heading
3din ? ? ?

Finish




-
-

Chy 0Se the type of resume you
N want

In each resume

format, the
difference is
the order of the Style
sections and
the headings
(i.e. Work address
History or
Experience)

Skark

Type

Standard Headings
Optional Headings
Add[Sort Heading

Finish

X

Which type of résume would you like to create?

@ Enitry-level résumé! |9

(" Chronological résumé ?
(" Functional résumeé ?

" Professional résumeé ?

Cancel < Back Mexk =




Enter your contact information you

:Yvﬁﬂxdlsplayed on your resume

i

What is your name and mailing address?

Mame: | John Doe

Type Address:  [123 Any Street
Ay Town, ST 12345
Address

Standard Headings Phone:  |(123) 456-7590

Cptional Headings - |

Add/5ort Heading

Ernail: |janedne@anyemail.cnm

Finish

Cancel | < Back | Mexk = ‘ Einish |




b

De@e what you want on your '
i resume

X

The résumé style you've chosen usually includes
these headings. Select check boxes for headings
you want.

* There is an
additional o
screen of N

headings to s " s

choose from aiineots

when you click -

O n ¢ n eXt” . Finish [ Hobbies

[ Languages
Optional Headings v
v Work experience

Add|5ort Heading

‘ Cancel ‘ « Back, ‘ Mt ‘ Finish ‘




ithionaI headings
S,

x|

These headings are sometimes included in this
type of resume. Select check boxes for
headings yvou want.

Stark

Skyle

T
[ Summer jobs

Address [v Surnmary of gualifications

standard Headings [ Corrmunity ackivities
[+ Professional memberships

Optional Headings
[ Accreditaktions and licenses

Add)sort Heading

[ Patents and publications
Finish [ Civil service grades

[ Security clearance

| Cancel = Back. Mext = Finish |




dd any additional headings you
- want

 If you didn’t find the X
h ead I ng th at yo u Are there any an:'lditiurjal headings you would like
wanted on the to add to your résume?
previous two screens, i |

enter your own Te i

custom heading. You o -

can Cc h an g e th e ) rd er _ | These are your résumé headings.

th at yo ur h ea d in g S Standard Headings e

a p p e a r O n th e res u m e Optional Headings Eh-';lriagsgerience Mave Up
by h I g h I I g htl n g th e Add /Sort Headin g'jllt-leﬂriﬁnireixpﬁﬂﬂﬂt& j Mave Down
heading you want A

moved and then use et —

the “move up” or
“move down” buttons
to Change the Order J Cancel ‘ £ Back ‘ Mest ‘ Firish ‘




JJick.on the “finish™ button to begin)
entering your information on the

resume

Those are all the answers the Wizard needs
to create wour réswmeél Click Fish to wiew
the document.

-
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Eile  Edit Wiew Insert
._.]!.._JH.J_'II

Format  Tools

Tahble:

LA A i =

Wlirdos

=

8% - @ (@ | GaBead @ ab

4__4 Address 2 w Arial 7 =B & 1 1 =] - 1—|5hi:u.i‘tl tdail Merge: Totillziarla.'?-" A - =
| N BT | | | =

Niz= sy Sheet
EnyTowe ST 12315

Jane Doe

Plowe (125 6567590
E-nall |an Eﬂm@al e alloan

Objective [ Tvpe Ohjective Here ]

Education [ Dates Attended ] [ Compamfinstiution Mame ] | City, State ]
[ Degree/Major ]
= [ Details of position, sweard, or achisvemeant. ]

Work experdence [ Dates Attended ] [ Companyinstiution Name ] [ City, State ]
[ Job Title ]
= [ Details of position, svvard, or schievement . ]

Valunteer [ Click here and enter infarmation. |

experience

References [ Click here and enter information. ]

Summary of [ Dates Attended ] [ Compamyfinstiution Mame ] [ City, State ]

qualifications [ Job Title ]
= [ Detzilz of position, ssvard, or sachievement. ]
Professional [ Click here and enter information: ]
memberships
QTa'-"‘i'"'fQ AgtoShapes~ . wm [0 25 o 27z (E] (& | O - —Edﬂg
Sec 1 141 BE A (5,50 I =T = == i EngisRplss 0




ggjﬁﬂjn_g to enter your information|

 On all areas but
the “dates
attended” you John Doe
will click to
highlight the e
area, then e s st |
begin typing. Wekopuions | it |Gt (3

* [ Details of postion, award, or achigvement. |

Ohjective [ Type Objective Here |

References [ Click here and enter information. |




S

-

To-Sel

ect an entire area to copy..

Put the cursor at the
beginning of the
[Dates Attended].
When you see the
black arrow, click and
it will highlight the
entire area.

To copy this area in
order to enter more
than one work history
or education, it can
be done three
different ways:

&P Right Click

n lcons

Shortcuts

456 Aoy Lane
Aoy Chy, 5T S6788

Phone (234 567-8912
E-mail johndoe @@myemail.com

John Doe

Objective [ Type Objective Here |

Echucation o Dates Attended | [ Company/nstitution Name | [ City, State |
[ Degree/Major ]
v | Detais of postion, award, or achievement. |

Work experience [ Dates Attended | [ Company/nstitution Name | [ City, State |
[ Job Title ]
v | Detais of postion, award, or achievement. |

References [ Click here and enter information. ]




Yownare finished with your resume

e Try to limit resume to no more than two pages in
length

* Do list your references (don't put ‘provided upon
request’)

* Print on nice paper (if doing resume at Job
Service, ask us for our resume paper to print on)

* You may also access Resume how-to books at
Job Service which will show you different
resume formats and styles




D;!j Document] - Microsoft 'Word

M2 goen Ctik0
Save Az
-F':age- Setup... :
3 Pint Previe
ﬁ{ Eiint, Chl+P




T vpe a question for helg -

@ @ Wil bl B 22 B

L2

il

il Merge Toalbar | 327 ~ S -

8 M AN #S 2 s al
== I:.#" |
=1 MNew Document b sl 2

"m

MNew

1 Blank document

W] wweb page

| E-mail message

il ] From existing docurment, ..
Templates

search online For:

"%y Templakes on Office

ﬁ O iy computet. )
L Oy WeD sikes. ..




Templates

) "'.;'.'-I'H-.JI- Mg '-|
=¥ i ._.-:; llm{l.._:?-\.i 'I'\. =




Pz (2 3490 SAET-ANU0E
E-rual g hn el seramisel Com

John Doe

Wio ks e pet et ce

To further my carer inthe food industny a5 amaster Chet.

Zoozoov Aoy Hame Culnary School Aoy Town, 5T
Master Chet

= Cetificate of Scheivement

o107 — 0o ABC Festauant Aoy Town, ST
IComnl

= Prepamed, seazored and cooled soups, meats, vegetables, dessats
and other foodshrifs

= Halked, poasted, bmiked and steamed meaks, hsh, vegatables and other
foods

= Cawed meas, potioned food on serving plaes, and added grawvies,
sauces and [@EmEhes

= Wigshed, pesked, ok and shedded vegatables and fuis to prepame
them for uss

S/05 — 1406 Y oozl Aoy Town, 5T
How sedupee pas

= et oned Shocd o ensune adequEt e sUpples on hosskiesping cat

= Soted, courted, foded, markeed and camed inens

= WECLET, SWEeh 3nd mop hoors

= Dust fumibure

= Leansdbahnoedms ard replenished supplies

= Charged bed lirers

= Replienshed supples, such 35 dinkng glasses and utng Supples

= hhintared high standards of ewcelers:

John Doe, 789 Al Streats, Aoy Town, ST S6T39, (1230 7E9-4660
Jim Smich, 146 Aoy Streats, Aoy Town, ST SE7E0, (123 4667290
Jilldores, 452 Some Streas, A Towns, ST 123948, (32 1) 654970



Contemporary Resume Format

Fhome (350 8785012
Faced pohndrsSom v aneell oo

Joln Doe

To fimtheer meoyr career itthe food padnstryr = a Discter et

BEducation 20022007 Axrr Fame Cualitmary Sdwool Axrr Toan, ST
Master Chaf
*  Certificate of Ackedmemet,
Wikorks e erce 0 LADF — 0002 AFEC Bectamwat Ayrr Toam, 5T
Gl
+ Prapared, sexsorved ad codbied sonape  meats wezetables decserts el ofher
foodnnfs

+ Eabed roxted, booiled ared steamed meats, fch, wezatables ol afwer foods
Car ed e ats | poatioted food o serriveplabes, ad added groaries smaces
atvd samicke s

* Wadhed Peelad, ox vl chreddedwezetdbles mad it to prepars them for
1.

0505 — 12006 2 Tiotel Ayer Toam, ST
Hoi_t= b epear

» Roratomed sod to avare adegoate axpplies anbomisdreapiss cart
Sorted, omwded, folded, marked ard carmied e

annmm, sareap 2vd mop floors

Lnxt fimninwre

Cleaxedbattmoomes el raplericded] applie

Chayzed bed Brwete

Eepkrided applice:, aich w= dabaygizlasoe: mdsribng applie
Tifaitaive dhigh standards of woc el

Foefer erces Tokm Droe, 759 A1 Steets, 2oy Tomen, ST 56769 [ 125 ) 759-4560
Tim Smith, 146 fary Streets fary Toam, 5T 5679 123 14.56-7590
Till Tanes, 452 Some Streets., A11 Tomams, 5T 12345, (32 116 549570




BRI ECTIN E

JOHN DDOE

ED LT

T o further mor mTearin the foo dindustnr az aMaster Chef

EEOORK EXPERIENCE

B0z~ 20T o Tlame Cubinawr Seho ol Soor Town, 5T
Aoty CheF
= Certificatr of Schdvemedt.

REFERERNCES

01507 — 03 M08 AEC Resturant Soor Town, 5T

Cook

= FPrepawd smasoned andaooled s cups, meat, vagsiahles, dessarts and
other foo dstuf

= Baked roasted, brodled and steamed meats, fish, vegetables and other
foods

m Camned meas, potioned food on sendng phates, mmd added grdes,
sawees and garmishes

= Tashed, Feeled, cutand shredded vegetahles and fiuts to prepare them
for use

06 05 —12 006 XKV2 Mokl Lopr Town, 5T
Py TLOEo o

s Ihuventoned stock to ensur adeguate supphes on houssheeping cart

= Sorted, o ourted, folded, marked and marmied Hnens

= Tlasimm, swesp mid mop Hoors

» Dust furmtue

= Cleane d hathro oms and replemished supphies

s Chmzed hed Knens

= HPepleydshed supphes, suchas drinking glasses and writize supphes

n Maintained kigh standands of exasllemee

John Dioe, TBY 471 Streets, Soor Town, 5'T 56TEH, (1220 TER-4560
Fom Samith, 146 Sogr Streets, Soor'T owe, 5'T SETER, (123 456-TaR0

B Jones, 422 5 ome Streets, S1T owms, 5T 12345, (221 6542870




JOHN IDDORE

2R BTV E

T o furthes 7oy careerin the foo dindustnr as adase=r Chet

LT T T

Bon2-2an7T o TTame Culinasr Soho ol e 'Town, 5T
Aants Chef
= Certifieatr of Sebesiverment

TEEIR R ERP ERDENOCE

0107 — 03 M8 OHFBC Pesturamt Bapr 'Town, 5T 1

ook

m Prepard smsoned mdzooled s oups, meats, vemetahles, descerts and
other foo detufic

n Faked, roasted, hroik=d and steame d meats, fish, vegetahles and other
foods

= Camsed meat, portionsd food on sendng phtes, i added gradas,
sauses and garHishes

n Dlached, Peeled, cutand shredded vemstables and fndts to prepare them
for use

06 05 — 12006 HYZ Mokl Srpr Town, 5'T
o Fp s

m Imventored stock to ensue adeguate supphes on houwseheeping cart

m Sorted, o ounted, folded, marked and married Fnens

s Vacimm, sweep and mop flo oTs

n Diust frsituse

m Cleane d hathae oms and repladshed supphes

= Chonmed hed Hynens

m Aeplkmished supphes, suchas dinkng glasses and wrntiveg supplies

» Mrisgained ioh standamds of exaellarees

EEF ERE®SCES

John Dioe, TEH 51 Streets, ooy Town, 5T S6TER, (123 TER-4560
B Smith, 146 Soaor Streets, Soor'T ouny, 3T S6TEY, (1237 456-TEH0
B JTones, 432 5 ome Streets, S0 T owmns, 3'T 12245, 2210 6542570




CNronoloc

R ECSTIY

T o furthes oy careerin the foodindustnr as aMaser Chef

WEORR EXPERIENCE

0L 0F —02 M08 SBC Resturant ooy Town, 5'T !

far. T ]

m Prepaxd, ssmsomedandeooled s cups, meats, vegestahles, desserts and
other foo dstufiE

m Fakesd, roasted, hroike d and steame d meats, fich, vegetahles and other
foods

m Camed meats, porioned food on sendnz phtes, and added gpravdies,
sauces aHd garmiches

m T¥ached, Peelad, rutand shredded vegetahles and fuits to prepare them
foruse

08 05 —12 506 XYE M okl oy 'Town, 5T
T cm B pyns

= IDnuentoried stozk to snsuse adeguate supphies oH house heepine aart

= Sorted, 2 ousted, folded, marked and oarried Krens

» Waziman, swesp and mop oo

n Dust fimdtuse

m Cleane d bathre oms and repledshed supplies

n Changed hed Enens

m Replrishe d supphes, suchas dinking glasses and writiver supphes

n Maintained kigh standards of exoellanoe

E L AT 1
2002-2007F o Tlamne Cubinas Sohoe ol ooy Town, 5'T
Alasds i
= Certifica of Seheiveineat.

RIEF ERE®CES

John Dioe, 782 471 Streets, Soor 'Town, 5'T S6TER, (L2230 TER-4560

Fom Smmith, 146 Soor Streets, S0or'T aum, 5T S6TER, (1230 456-TERO

PO Jones, 432 5 ome Streets, S0 T oums, 5T 12245, @221 6549570



JOHN DOE

R ECTIY E

T o furthes oy m@Teerin the foodindustnr as aMasier Chet

E P Loy = T
01 07 =03 008 5B Aecturamt oy 'Town, 5'T
ook
m Prepard smsomedandecoled s rups, meats, vemetahles, desserts and
other foo ds it
= FEaked, roasted, hroiled smd steamead meats, fish, vegetahles and other
foods
s Camed meats, porticned food on sendng phates, and added grawies,
sawaes aid spriches
n Tifached, Feeled, sutand shredded vegeiahles and fnits to prepare them
for use
06 05 —12 /08 Y2 W ohel Srpr 'Town, 5T
I on B s
= Inuentoried stock to svsue adeguate supphes oH Hotse he s e cart
m Sorted, o ounted, folded marked and carmied Hnens
s VWacimm, swerp and mwop floors
» Dust furntue
m Cleane d bathae oms and replemished supplies
m Changed bed Enens
= Feplerdche d supphes, suchas drinkour glasses and writiver supphes
= Maintrined kgh standands of exoellence
E LT T
2002-200°T Sor Fame Cubnasr Scho ol Srpr 'Town, 5T
Alasdes e
m Cerfifiate of Sohsivement
REF ERE®MCES

John Dioe, TEP AT Streets, Soor Town, 3T S6TER, (1220 TER-4560 |

Fom Smith, 146 Soor Streets, Soor'T ousy, 5T SETER, (123 456-TE0O

B Jones, 422 5 ome Strests, ST oums, 5T 12245, 221 6549570



JOHN DDOE

R e e e ey

2002-200°7F Sypr ITame Culinawr Scho ol

Alasis (e’

Certificate of Sohumbivetnesd.

ERP ER ™

R EF ERE SRS

0107 —03 08 SFC Restaurant oy Town, 5T
ook

Frepawd, seasoned andeoole d s oups, meats, vegetahles, desserts and
other foo dstufis

Eaked, roasted, hroike d and steame d meats, fish, vegetables and other
foods

Camed meats, porioned food on sendng phtes, and added grades,
sauces and garmishes

Tashed, Feeled, cutand shredded vemetahles and fnnts to prepane them
for use

0p 05 — 13008 XLE M otsl Sagr Town, 5T
i e oy poes

Inventoried stoek to ensue adeguate supphes on house ke mng cart
Sorted, ¢ cunted, folded, matked and sarried Hnens

acumm, sweep and mop flo ors

Duct furmatuwe

Cleane d hathro oms and replermis hed supphies

Changed hed Enens

Replemishe d supphes, suchas dinking glasses and writing supphes
Maintained high standands of &xoslleree

o BTN

Johy Diae, T8 &1 Streets, Soor 'Town, 5'T 56789, (1237 TEV-4560

B Smith, 146 Soor Streets, Soor'l owey, 5T SETES, (123) 456- T30
O Jones, 432 5 ome Streets, ST owms, 5T 12245, 221 6542570

T o further oy ;aTeerin the foo dindus iy as aMase=r Chet




With the area
highlighted, use the right
click button to show a
drop down menu

Select Copy

Place the cursor at the
end of the last line in the
highlighted section (the
highlighting will go away)
Hit enter twice, right click
to bring the drop down
menu again and select
Paste to paste the
information

Do this for each work
history or education that
you will need to enter

ylhmFmeHkMHt

Hi3iVRiABaa ST ¥ i

8 Gk 4
] - ShowMaiMerge Tnckr

John Doe

| Type Obyective Here |

- Pﬁug

= ImeetTabe

otk experience sompamictehon Name: | | Gy, Siate |
Delte Tk
=

Bencers 2nd Shadng. piston, |

1 oracheement |

[} e Drectior
= Cadgue '
Lt ’

Tl Properties.

4 s \NCOIOS A4S I3 24~ -_?.Jjj
Sel 4t RIT w5 Gt = Basius 4

ESOE BT * _vbe Hoosk_| ) Doomen2 Mo | Z] Docres- Mo [ Documenttt . HionetPone? | 1o ]




Copy & Paste using toolbar icons

T4 Document2 - Résumé: John Doe Apr - Microsoft Word

Highlight the area to be FRER" FEIS NE Nk =N EREI0N SIh e
copied I o W [ W 5 - .:DWV__ REWEN |
Click on the two papers L] T e R U T

icon on the toolbar

Place the cursor at the
end of the last line in the
highlighted section (the
highlighting will go away)
Hit enter twice, click on : :
the icon of a clipboard to ol AT B kBT
paste the information P giord iy ;__Past;l__ |
Do this for each work : AR AR IS

history or education that
you will need to enter

! Fle Edit Wew Insert  Format  Tools able N\Window  Help

E John Doe
<




To copy

, hold down the

“Ctrl” key and the “C”
key at the same time

To paste, hold down
the “Ctrl” key and the
“V” key at the same

time

Other shorts cut keys
include:

Ctrl + X = Cut
Ctrl + B = Bold
Ctrl + U = Underline
Ctrl + | = ltalic

Ctrl + A = All (select
all)

Ctrl + F = Find

B'.ﬁlﬂ ilﬂ L)
| ﬁil EJE]DE]DI-

DHDIDDIICS

niif‘-m =




