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To begin using MS Word  
Resume Wizard 

• Open MS Word 
• Click on File and New(   Figure 1) 
• On the right hand side of your screen 

under Templates click “on my 
computer…” (   Figure 2) 

• Click on Other Documents tab and 
then Resume Wizard (   Figure 3) 



Starting the Resume Wizard – Click 
on Next



Choose which style you would like 



Choose the type of resume you 
want   

• In each resume 
format, the  
difference is 
the order of the 
sections and 
the headings 
(i.e. Work 
History or 
Experience) 



Enter your contact information you 
want displayed on your resume 

John Doe 



Decide what you want on your 
resume 

• There is an 
additional 
screen of 
headings to 
choose from 
when you click 
on “next”.  



Optional headings 



Add any additional headings you 
want 

• If you didn’t find the 
heading that you 
wanted on the 
previous two screens, 
enter your own 
custom heading.  You 
can change the order 
that your headings 
appear on the resume 
by highlighting the 
heading you want 
moved and then use 
the “move up” or 
“move down” buttons 
to change the order 



Click on the “finish” button to begin 
entering your information on the 

resume 



Here is what your resume will look 
like after clicking on “finish” 



Beginning to enter your information 

• On all areas but 
the “dates 
attended” you 
will click to 
highlight the 
area, then 
begin typing. 

 



To select 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: 

 
•          Right Click 
 
•          Icons 

 
•          Shortcuts 



You are finished with your resume 

• 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 
 



Figure 1 



Figure 2 



 

Figure 3 



Professional Resume Format 



Contemporary Resume Format 



Elegant Resume Format 



Entry-Level Resume Format 



Chronological Resume Format 



Functional Resume Format 



Professional Resume Format 



Copy & Paste using right click 

• 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 



Copy & Paste using toolbar icons 

• Highlight the area to be 
copied 

• Click on the two papers 
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 
paste the information 

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



Copy & Paste using shortcut keys   

• Highlight the area to be 
copied 

• 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 + I = Italic 
– Ctrl + A = All (select 

all) 
– Ctrl + F = Find 

 


