 Microsoft Word: Formatting Tips for Résumé Writers
Description: Learn how to set tab stops, use bulleted lists, bold and italic formats to make your résumé shine. Prerequisite: Microsoft Word Basics or familiarity with word processing is highly recommended.
Instructor notes: This class requires an installed document: Unformatted.doc. This file is the unformatted version of the Christine Burosek résumé.
Time: 2 hours

Handouts: 

· Word 2007 Quick Reference Card

· Formatting a résumé/Unformatted résumé “Christine Burosek”

· The Ruler
Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)

Student Introductions and goals
Handout overview
Formatting a Résumé
· Discuss Résumé writing techniques and formatting tips 

· Develop in phases:

· 1 page résumé format

· avoid word templates
· Allow time for formatting exercise

· Assist and answer questions

Ruler

· Demonstrate the show/hide paragraph mark setting
· Margins

· Tab stops
· Demonstrate the following:

· Types of tabs tops and margin settings

· Place a tab stop on the ruler

· Move a tab setting

· Remove a tab setting

· Adjust margins 
· Demonstrate using tabs to format work experience list

Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

