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Gather your information firstGather your information first

For each job and school:

• Exact name of company or school

• Exact address

• Exact title of your position

• Exact date of employ or attendance

• Ex: 01/15/2004 – 06/22/2016

You may not need all this information for your 

resume, but you will probably need it for your job 

application.



Gather your information firstGather your information first

Get at least three professional references

• Name, address, 

• Phone number

• Email address

• The person’s title

You may not need all this information for your 

resume, but you will probably need it for your job 

application.



Gather your information firstGather your information first

Get at least three personal references

• Name, address, 

• Phone number

• Email address

• How you know the person, ex: pastor, 

You may not need all this information for your 

resume, but you will probably need it for your job 

application.
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documents for  
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first



Save and archive your informationSave and archive your information

Update information:

• New skills and responsibilities

• Promotions and new jobs

• Reference info.

Save documents where you can easily find 

them:

• In the cloud

• In email

• On a flash drive



Chronological

Resume

Source:

www.resumegenius.com



Functional

Resume

Source:

www.resumegenius.com



Combination

Resume

Source:

www.resumegenius.com



Home tab

1 – Font name, size, bold, italics, color

2 – Justification and bullets

3 – line spacing 

MS Word 2016 



Layout tab

1 – Change margins

2 – Change tabs

MS Word 2016 



Want a copy of this presentation?

Visit www.skokielibrary.info/handouts 

where this presentation will be available 

for four weeks.

Thank You
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