Creating a Resume in Microsoft Word


1. Open Microsoft Word program.
2. Under the New Document panel to the right, click on General Template.

3. Select the other documents tab.
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4. Under the other documents tab, select Resume Wizard.
            [image: image2.png]Standerd Headings
Optonal Headings

Add/Sort Heading

Résumé Wizard

This wizard creates 2 résumé thatis
tallored to your preferences.





5. Read the instructions that appear on the screen and click next to continue.
6. Select the Style of resume you want and click next.
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7. Select the type of resume that is appropriate for you and click next.
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8. Continue to go through the Wizard and fill in the requested information.
9. When you finish, the Resume Wizard will tell you to click finish to view the document. 
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10. To put your own information into the resume template, click on [the words in brackets to edit the information]. The area you click on will be highlighted and this means that you can begin to type in your information.
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11. Type your personal objective, education, and job information into the resume.
12. Repeat steps 10 and 11 until you have completely filled in the resume template with your own information.
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