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Using a Template

Microsoft Word

Let’s take a look at creating a resume using Microsoft Word. One advantage to
using a program like Word is the availability of templates for certain kinds of
documents, including a resume. Since resumes use complex formatting, it can be
a lot easier to use a ready-made template in Word.
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Michelle has already opened Word which shows a blank document. To find a
Word template, Michelle clicks on the File tab,

Document] - Word ? a X

Open

‘L LY Recent Documents  Folders

You haven't opened any documents recently. Pick a place to browse for a

&%  shared wiith Me document.

Y CneDrive
i thiskc
#= AddaPlace

Browse

then clicks on New.
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Documentl - Word

Take a
tour
Blank document Velcome to Word Basic resume Single spaced (blank)
Title =] Title Title Title
Heoding teading )"7

This brings up a gallery where we can browse for templates. Many types of
documents are listed here but we can search for what we’re looking for using the
search box. In the case of resumes, there is already a suggested search for
resumes.

Documentl - Word

6 : Aa

Take a
tour
Blank document Welcome to Word Basic resume Single spaced (blank)
Title 2 Title Title Title

Michelle can just click it to bring up the resume templates.
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Documentl - Word

New

€% Home | Resume el

[4] category

i

Chrenological resume Chronological

Small Business

Empioyee

r

Some of the resume types are traditional, some are functional, and some have
been made for specific types of jobs. Michelle clicks on a resume to bring up a
larger preview.

Resume (caolar)

Provided by Microsoft Corporation

Then she can click on the left and right arrows to cycle through the other
templates.
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Chronological resume
(Simple design)

Provided by: Mierasaft Comparation

Resume (caolar)
Provided by:  Microsoft Corporation

nd it by clicking o
Change the alors

Download size: 28 KE
Rating: % % # o fr 472 Votes)

Since most employers skim through resumes in a matter of seconds, it'’s best to
choose a design that is clean and simple. It is recommended to stay away from
templates with lots of colors and lines.
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Resume
Provided by: Microsoft Corporation

Enteryour personal information, job skils and joa
history into this resume template to create a
professional-looking resume and make 3 good
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. Check out the quick tips below to help you get started. To replace tip text

b with ynur awn, just chick it and start typing.

; SKILLS & ABILITICS

i On the Design tab of the ribbon, check out the Themes, Colors, and Fonts

galleries to get a custom lock with just a click.
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NAME

[Address, City, ST ZIP Code] | [Telephone] | [Email]

SUMMARY

Check out the quick tips below to help you get started. To replace tip text with your
own, just click it and start typing.

COMPUTER SKILLS

Languages
- Need another skills, experience, or education entry? You got it. Just click in the last
sample entry for the section you need and then click the plus sign that appears.

Software

- On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to

get a custom look with just a click

EXPERIENCE

Once the template is opened, Michelle is able to fill in her own information. To do
so, she just clicks in each field and types over what'’s there.
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NAME

T 2P Cox [Telephone] | [Emai
SUMMARY
b ck tips below to help you get start, s
t clic ind start typing

COMPUTER SKILLS
Languages

Need another skills, experience, or education entry? You got it. Just click in the last
sample entry for the section you need and then dlick the plus sign that appears

Software

On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to
get a custom look with just a clic

EXPERIENCE

When Michelle clicks in the name field, the current text is highlighted. Once the
text is highlighted, it can be replaced by simply typing over it. Michelle types out
her name,
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<MICHELLE MARTINEZ

i

SUMMARY

Check out the quick tips below to help you get started. To replace tip text with your
‘own, just click it and start typing.

COMPUTER SKILLS

Languages

+ Need another skills, experience, or education entry? You got it. Just dlick in the last
sample entry for the section you need and then dlick the plus sign that appears.

Software

+ On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to
get a custom look with just a dlick.

EXPERIENCE

then she types out her address,

S
«MICHELLE MARTINEZ

7Elmw:v,Sprm¢ﬁdd,W67521\-llEmail

SUMMARY

Check out the quick tips below to help you get started. To replace tip text with your
own, just click it and start typing.

COMPUTER SKILLS

Languages

+ Need another skills, experience, or education entry? You got it. Just click in the last
sample entry for the section you need and then dlick the plus sign that appears.

Software

+ On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to
get a custom look with just a dick.

EXPERIENCE

phone number and e-mail address. Just by clicking in each field, highlighting it,

and typing over.
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7 Eim Way, Springfield, MO 67521 | 417-555-1212 | msm m m
FSUMN
Check out the quick tips below to help you get started. To replace tip text with your
m,j%duaﬂwmnm
JTER SKIL!
Languages
Need anothe pe: educ Youg int
sample entry for t ved 2 3ppes
Software
On the Design tab of b T i Fo
get a custol
EXPERIEN

Next Michelle comes to the summary section, as with the other areas of the
template, she can just click into the area, and then type in any text.

+COMPUTER SKILLS

Languages
+ Need another skills, experience, or education entry? You got it
sampie entry for the section you need and then click the plus sign that appears.

Just click in the last

Software
On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to
get a custom look with just a dlick. %
XPERIEN
[Dates]
ry o b m
[Dates) [Job Title], [Company]
the place for a brief summary of your key responsibilities and most stellar

complishments.

Michelle decides not to list any computer skills so she needs to remove this
section of the template. To remove this section, she clicks and drags over the
section to highlight it. Then she presses the delete key on her keyboard to
remove the section. You can delete any section in a template that you don’t want

to use.
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EXPERIENCE
[Dates]

esponsibilities and most ste 3
[Dates]
EDUCATION
[Dates] [Degree Earned), [School]
[Dates] [Degree Eamed], [School]

In the work history section, Michelle will continue to click and type in each field.

UMMARY
Experie s-oriented administrative professional with proven abilities in
viston tior
EXPERIENCE
[Dates] [Job Title], [Company]
- This ce for a brief summary of your key responsibilities and most stellar
acce

[Dates] [iob Title], [Company]
This is the place for a brief summary of your key responsibilities and most stella
accomplishments

[Dates] [Job Title], [Company]
- This is thy for 2 brief summary of your key responsibilities and most stellar

accomplishme

EDUCATION
[Dates] [Degree Eared], [School]
[Dates] [Degree Earned], [School]

Michelle will continue to fill in the template by clicking in each field and typing in
the information. After she’s done, Michelle will be sure to save her resume. If you
would like more information on saving documents, or more on using Microsoft
Word, visit the beginning Microsoft word class on this site.
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