Resume Review and Editing Exercise (Jacob C. Smith)
Revise the resume format given by applying the following style and formatting changes: 

Format

	
	Pre-
WORD 2007 
	WORD 2007

	1. Change the margins of the document for top, bottom, and right to .5 and the left margin to .6
	File – Page Setup – Margins
	PageLayout – Margins – Custom Margins

	2. Make all headings and the address Arial (a sans serif font) and the text Times New Roman (a serif font).
	Formatting toolbar – font dropdown
	Home – Font or Home – Styles  

	3. Make the address 10 point font size and the major headings (Education, Experience, etc.) 12 point font size.
	Formatting toolbar –point size dropdown
	Home – Font / Home – Styles  

	4. Right justify name Jacob C. Smith and make it 20 point font size—bold.
	Formatting toolbar –right justify button
	Home – Paragraph / Home – Font 

	5. Make the major headings (Education, Experience, etc.) bold.
	Formatting toolbar –B button (bold)
	Home – Font / Home – Styles

	6. Create a 1 1/2 point border (50% gray) on top of each major heading.
	Format – Borders and Shading
	Home – Paragraph
Border button – 
Borders & Shading

	7. Make sure major headings have 9 points of space above the paragraph and 0 after.
	Format – Paragraph
	Home – Paragraph

	8. Make sure all right indents are moved over to align with the right margin.
	Ruler
	Ruler

	9. Adjust bullets to make sure they all line up at a 1.25 inch tab line. 
(Delete unnecessary tabs by dragging tab marker down off the ruler.)
	Ruler – or –
Format – Bullets and Numbering
	Ruler

	10. Make sure bullet text lines up at a 1.50 inch tab line.
	Ruler – or –
Format – Bullets and Numbering
	Ruler 

	11. Make all general job information (dates, title, company, and location) begin at the 1 inch tab. List the dates first. On the same line, center the company name, and right justify the company location. On the next line, list the job title at the 1 inch tab directly below the dates.
	Tab toggle button – center and right tabs
	Tab toggle button on ruler – Center and Right Tabs 

	12. Italicize and bold the job title. (Dates and location should be non-bold and company name should be bold.)
	Formatting toolbar – I and B buttons
	Home – Font – I and B buttons

	13. Make sure each line with the dates for a new job has 6 points of space above the paragraph and 0 below. (Except for the position “Upgrade Specialist” which goes with the Pandesic company titles and needs only 3 points of space above.)
	Format – Paragraph
	Home – Paragraph 

	14. Make sure the first entry of the Education and Certificate section and the first entry in the Skills and Contributions section have 3 points of space above the paragraph and 0 after.
	Format – Paragraph
	Home – Paragraph 


Style

1. Delete unnecessary colons after major headings.

2. Use an active verb in the appropriate tense (present for current job, past for previous jobs) at the beginning of each bullet item.

3. Revise for parallelism in bullet lists (same grammatical structure throughout).

4. Make sure each list includes at least two bullets.

5. Check to make sure bullet items follow a consistent pattern of punctuation.

6. Check for the use of personal pronouns and delete "I."

7. Include beginning and end dates (month and year) for each position. (Make them up for the purposes of the exercise.)

8. Make sure education is listed with the most recent degree/training first.

9. Spell-check the resume.

Tips

1. Don’t use the space bar or the tab key to create margins!! Use the margin markers on the ruler to adjust margins.

2. Create your own styles if you choose to use them and base them on Normal or on another style you created, rather than using standard Word styles.

3. Make sure lines with borders or with right tabs line up to the right margin (7⅜”).
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