Résumé Wizard Step-by-Step

Create a new document…your résumé! From the templates page, choose Résumé Wizard.  If Microsoft Word is already open, select “New” under the File menu.
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Professional

Characteristics

· Font: Arial
· Text emphasis and vertical alignment draws readers attention to section headings and body text equally
Contemporary

Characteristics

· Font: Arial (Section titles), Times New Roman (Main body of text)
· Vertical alignment creates illusion of table
Elegant

Characteristics

· Font: Garamond
· Horizontal Blocking

· Stylized document created by using the same font in different sizes for emphasis, lateral headings and a natural, logical flow of text from left to right
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The only major difference between each of the résumé types is the order in which the headings will appear; they contain all of the same information.

[image: image4.png]The résumé style you've chosen usually includes
these headings. Select check boxes for headings
you want.

v Objective |
¥ Education
Addr T uwards received
Standard Headings T Interests and activties

™ Langusges

Optional Headings

¥ work experience
™ volunteer experience
™ Hobbies

™ References

@ el | <ok | o> | e





The objective is an important inclusion on entry-level résumés and for people who have varied work experiences that are not necessarily related or aligned to their education.
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Are there any additional headings you would like
to add to your résumé?
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Entry level job hunters who are also students (or who are seeking internships) may help persuade potential employers by letting them know on the résumé exactly which relevant courses have been taken and/or provide some information about grade point average just below their information on Education.
