Formatting a Resume: The Basics Steps
Best Practice Tips:
· Begin by typing your entire resume with no formatting.

· Focus on the content. Spelling, grammar and punctuation errors are easier to spot when all of the text is the same size and shape.
· Be consistent in you formatting. Make sure that all labels at the same level are in the same font, size and style. 
· Show or hide enter key marks and other invisible key strokes by clicking ¶ on the standard tool bar.
The Name Block:

Your name and contact information should be clearly visible at the top of the resume. 

1. Click in the left margin next to the name and drag down to the end of the skills profile block.  This is a quick way to select full lines of text.

2. Select Center from the Paragraph group on the Home Tab
3. Select the name and choose Font size 20 and Bold
Labels
Use CTRL plus click and drag to select multiple objects on a page:

4. Highlight Objective

5. While pressing the CTRL key, select Skills Profile

6. lift the left mouse button

7. find and select Experience, repeat for Education
You now have all the section labels highlighted. This is an excellent way to ensure that the formatting for all like pieces of information are uniform across a short document.
8. Select the Font Size 16, Bold and Center
Job titles and Degree titles
9. Highlight the first Job Title; select the additional job titles and the degree name as above.
10. Select the Font Size 14 and Underline
Company and School Locations
11. Highlight the Company and College names and Locations as above; select Italic 
Job Duties

12. Use the CTRL plus click and drag technique as above to highlight each block of job duties as one group; select the Bullets Icon from the Paragraph group on the Ribbon.

To insert a ruled line below the name block:

13. Select the paragraph mark below the name block and go to the drop down arrow next to the Border button and select Borders and Shading
14. Choose a line type from the Style list in the center column of the dialog box, and then click the Preview object on the right.

15. Remove the top, left and right lines so that the bottom line is the only one displayed.

16. Click OK
Christine Burosek

380 Wellington Lane

Darien, IL 55555

(xxx) xxx-xxxxx    Christine.burosek@att.net
Objective

Administrative Assistant Position which will challenge my abilities

Skills Profile

Communication, organization, and problem-solving skills

Microsoft Office, WordPerfect, Lotus, Excel, Quicken; Type 80 wpm

Bookkeeping, Dictaphone experience

Experience

Legal Administrative Assistant

2005–Present

Shapiro & Lemitz, Inc., Chicago, IL

Interview clients, open files, and draft & file petitions

Research legal issues

General bookkeeping

Independently manage office when partners are absent

Supervisor

2002–2004

Milestone Answering Service, Inc., Bensenville, IL

Revamped training program and reduced employee turnover

Trained and scheduled all operators

Programmed new accounts and updated existing accounts 

Resolved complaints and handled general office problems

Senior Tele-receptionist

1998–2002

Metropolitan Transit Corp., Oak Park, IL

Trained new and existing operators

Independently devised solutions to problems on third shift

Implemented customer service program resulting in fewer complaints

Earned bonuses for outstanding performance

Education

Associate of Applied Science

1996


College of DuPage, Glen Elyn, IL










Hennepin County Library-Public Training

http://www.hclib.org/pub/events/Classes.cfm

