
PLAR English class 13 out of 16: Monday, October 24th, 2016

ASSIGNMENT 27: WRITE A RESUME USING A COMPUTER

Today, we will go through the steps that you need to follow in order to 
make a resume using a Microsoft Word template. 

We will go through each step, and then we will fill in the template.

The template that we fill in will be our example of how to write a 
resume on a computer. 

The final example resume will be revealed in class.
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First of all, here is a list of what your resume must include:

1. typed words (must be typed out using a computer)

2. an objective (looking for a particular job, or trying to find work in a certain field)

3. experience/employment history section, listing 3 employers

4. education section, including what you are currently working on

5. relevant skills/qualifications section

6. interests/activities/community involvement section

7. references section with three references

NOTE: You are allowed to make up information.
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So, this is how your resume will be evaluated:

Resume Evaluation  Marks

a clear objective                                                       
(a particular job or work in a certain field) 3

3 employers listed 3

relevant skills and/or qualifications listed 3

interests/activities/community involvement section 3

3 references listed 3

proper format 5
TOTAL 20

Term 1A PLAR English notes after class Mon. Oct. 24, 2016

A27: Write a resume using a computer 3 of 20

ACole
Typewritten Text

ACole
Typewritten Text
You will NOT be marked on spelling and grammar, but you must have all of the sections that you need, and you should use things like bold font, larger main headings, some bullet points, and a little bit of space to separate each heading. 

ACole
Typewritten Text

ACole
Typewritten Text

ACole
Typewritten Text



Step 1 a): Open Microsoft Word. 

 

 

  

There might be a 

shortcut on the 

desktop that you 

can click on. 

Or, you could 

search the 

programs to find 

“Word” and open it. 
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Step 1 b): Find a template to use and open it. 

 

 

 

 

 

 

 

 

 

 

 

 

  

I have chosen this template for our example because it is the 

one that needs the least amount of changes to have 

everything that you would need for the assignment. 
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Step 2 a): With the template open, select all of the text. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We want everything selected (in grey) so that we can change the 

amount of space in between each line of text. Remember to keep 

your resume between 1 and 2 pages long. This example will be 

one page long 
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Step 2 b): Change the spacing in between the lines of text. 

 

 

Go into the 

paragraph settings 

by clicking on the 

tiny arrow to the 

right of “Paragraph”. 

Spacing should be at 

0pt before and after, 

then click “Ok”. 
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Step 3: Activate the “TABLE TOOLS”. 

 

 

 

 

 

 

 

 

 

 

 

With any of the text selected, you should see a tiny box 

with four arrows. Click on that. 

After you click on it, you will 

bring up the “TABLE 

TOOLS”, and then you will 

want to click on “LAYOUT”. 

1. I will show you how to see gridlines to understand how the template is like a 

chart with rows that you can delete, or merge. Then, the text inside each row can 

be aligned on the left, in the centre, or to the right. I will centre it for this example. 

Please continue to read on the next page. 
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Step 4 a): Use the “TABLE TOOLS” to make the person’s 

name and contact information look better (page 1 of 2). 

 

 

 

 

 

 

 

 

 

1. Have “View 

Gridlines” 

selected, so that 

you can see 

how there is a 

blank box and a 

box with the 

name and 

contact 

information. 

2. Using the cursor, select everything 

along the top (both boxes, the blank one 

and one with text). 

NOTE: If you forget how to turn the 

gridlines off, don’t worry because they 

won’t show up when you print anyway. 
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Step 4 b): Use the “TABLE TOOLS” to make the person’s 

name and contact information look better (page 2 of 2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on “Merge Cells” so that all of the information will be 

spread out into one box at the top. It will look nicer, and 

there will be more space to write information. 

Now, just center the text if you want. 
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Step 5: 

Delete the "LEADERSHIP" section because it isn't needed 

for the assignment. 

 

 

 

 

 

 

 

 

 

 

With everything in the 

“Leadership” row selected, 

“Delete,” “Delete Cells,” then 

“Shift cells left,” then “OK”. 

TIP: If you make a mistake or 

delete the wrong thing, just 

click on the “undo” botton. It is 

above “FILE” and “HOME” 

beside the “Save” icon. 
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Step 6: Remember to save your work before you continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“FILE,”  

“Save As…” (so that you know where you are saving 

your work…I suggest saving in “My Documents”) 
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Step 7: Add two more entries to the “Experience” section 

by copying, pressing “Enter” twice and pasting.  
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Step 7: Add two more entries to the “References” section 

by copying, pressing “Enter” twice and pasting.  
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Step 9: Change the name of a section, and use the full 

word, “and” in another section. 

 

 

 

 

___________________________________________________ 
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Step 10 a): Get a few sections ready for bulleted points (or 

bulleted lists). 
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Step 10 b): Get another section ready for bullets. 
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Step 11: Line up the bullet points with the main text 

(NOTE: This step can be tricky, so it is optional.) 
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Step 12: 

Now you're ready to start filling in the resume.This is wh

at it should look like right before you fill everything in: 
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ANDREA SMITH 
5678 Orange Rd., Sioux Lookout, ON. P8T 1A1 |  asmith@email.com   |  (807) 000-000 

OBJECTIVE I am seeking a part-time customer service or community service position. 

SKILLS AND 
ABILITIES 

 Working with and motivating others 

 Managing time effectively 

 Writing documents 

 Using a computer 

EXPERIENCE SWIM INSTRUCTOR LIFESAVING SOCIETY (DRYDEN, ON.) 

MAY 2014 TO PRESENT 

I plan lessons, and I teach swimming skills and safety to young children. 

 

SALES ASSOCIATE PURPLE CLOTHING STORE (SIOUX LOOKOUT, ON.) 

APRIL 2013 TO APRIL 2014 

I assisted customers, completed purchases, and organized the storage room. 

 

PART-TIME EDITOR PINK NEWS COMPANY (SIOUX LOOKOUT, ON.) 

JANUARY 2012 TO APRIL 2013 

I edited a variety of articles before they were published. 

EDUCATION WAHSA DISTANCE EDUCATION CENTRE, SIOUX LOOKOUT, ON. 

COMPLETING MY HIGH SCHOOL DIPLOMA 

 Anticipated completion date: June 2017 

INTERESTS AND 
COMMUNITY 

INVOLVEMENT 

 Teaching and coaching children 

 Volunteering (White Community Centre, Sioux Lookout, ON.) 

 Public speaking (Toastmasters in Dryden, ON.) 

REFERENCES RONALD SUMMER, MANAGER 

LIFESAVING POOL 

(807) 000-0000, rsummer@email.com  

 

FRANK WINTER, MANAGER 

PURPLE CLOTHING STORE  

(807) 000-0000, fwinter@email.com  

 

ROBIN SPRING, OWNER 

PINK NEWS COMPANY 

(807) 000-0000, rspring@email.com  
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