
Resume Tutorial-Microsoft Word

1. Open Microsoft Word document.

2. Click on FILE-NEW.

3. Find the link that says “ON MY COMPUTER”.  Click on it.

4. Find the tab that says “OTHER DOCUMENTS”.  Click on it.

5. Find the icon for the RESUME WIZARD.  Click on it.

6. Click NEXT.

7. Choose a resume style. Click NEXT.

8. Choose the ELEGANT for your type of resume. Click NEXT.

9. Choose the ENTRY LEVEL resume. Click NEXT.

10. Complete your name and mailing address.  Click NEXT.

11. You should see checks in front of Objective, Employment and Education.  Click NEXT.

12. Put checks in front of Volunteer Experience and Languages.  Click NEXT.

13. Type “Computer Skills” in the box at the top of this page.  Click ADD.  Click NEXT.

14. Click FINISH.

15. Now you should have a formatted resume.  It should look similar to the resume that you might see on the internet.  Take some time now to look at other examples of resumes.
16. You will see words in (parenthesis).  Click on the words in parenthesis.  Then, type your own information there.

