Computers at Work

Resume Writing

Read about resumes: (Pronounce “REZ a may”)

Do you have a resume in English? You might need one when you look for a job, so it’s a good idea to learn about resumes. Resumes give a one-page history of your work experience, your education, and your qualifications. Resumes begin with your name, address, phone number(s) and your email. 

Everyone can have a resume, even when you look for your first job. You have qualifications, an education, experience, and a job objective-that means the job you would like to get. Don’t worry if you are just starting to work in the U.S. You can write a good, neat resume. 

Some employers will only ask you to fill out a job application. Others will like to see your resume and your cover letter. After you write your resume and cover letter on a computer, it will be easy for you to use them many times. You can change your resume quickly when you get a new address, or new experience or more education quickly on a computer. Sometimes, you can use the same cover letter more than once, too. It’s true that it’s not so easy to write a resume and a cover letter, but after you do this, you can use them many times. 

Project Goals:

· Study a resume to see the way it looks. 

· Work on the resume you can download from our website. 

· Follow the directions to make the resume for Juanita Lopez more beautiful and professional. She has good information, but it’s messy now. You don’t need to add more, or delete. Now just get her resume ready to send. 
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1. Check her spelling. Use spell check. 

2. Fix the spacing problems that spell check does not fix. Read carefully and ask your partners in class to check with you.

3. Save to your flash drive. 

4. She has too many Font sizes. Use the shortcut Control A to select all the text. Make the resume all size 12.

5. Use Control A again. Take off Bold. Try clicking on and off to change Bold. Why? It is in too many places. You will put back Bold in some “important” places. 

6. Now make her name and address size 16. 

7. Make her name Bold. Take off Italics for her last name.

8. Change Objective, Qualifications, Experience and Education to Size 16 and Bold. 

9. Save again. 

10. Look at your spacing on the page. How does the resume look? Too high, too low, too crowded. Use your enter key or your backspace key so the resume looks balanced on the page. 

11. Save. 

12. Compare with a classmate. How are your resumes different?

13. Save again!

14.  Print and hand in.
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