When typing a resume, begin without formatting

Type all information flush to the left of the page, pressing the ENTER key to separate sections and create white space

Once all typing is finished, follow the COMMENTS to the right to format the document. 

When you finish, the unformatted document should look like the formatted one on the SECOND PAGE:
Name	Comment by Jasmine Baker: CENTER ALIGN the personal information


Place a BOTTOM BORDER beneath the personal information to separate it from the rest of the resume
12-34 1st Street
Queens, New York 11111
(718) 123-0000

Profile

A brief, well-written statement that conveys that you have to offer to a potential employer
It answers the question, “What can this candidate do for me?”

Skills

Self-Management Skills	Comment by Jasmine Baker: Use bullets and columns to format the skills section

CHALLENGE: insert a table to format this section
Transferable Skills
Job Related Skills

Professional Experience

Company Name / City, State  				           date started-date ended
Job Title
Job duty- include the most important basic job responsibilities 	Comment by Jasmine Baker: Use BULLETS for job duties
Job duty- focus on special projects, duties, tasks 
Job duty- list any above and beyond accomplishments/promotions

Company Name / City, State  				           date started-date ended	Comment by Jasmine Baker: Use the TAB key to move dates to the far right page margin

If you tab too far, use BACKSPACE to move back up to the previous line
Job Title
Job duty- include the most important basic job responsibilities 
Job duty- focus on special projects, duties, tasks 
Job duty- list any above and beyond accomplishments/promotions
 

Company Name / City, State  				           date started-date ended	Comment by Jasmine Baker: BOLD the company name
Job Title	Comment by Jasmine Baker: ITALICIZE the job title
Job duty- include the most important basic job responsibilities 
Job duty- focus on special projects, duties, tasks 
Job duty- list any above and beyond accomplishments/promotions

Education	Comment by Jasmine Baker: CAPITALIZE and BOLD  all section headers 

Name of School/Institution / City, State                   				date graduated
Name of Degree Earned

Name
12-34 1st Street
Queens, New York 11111
(718) 123-0000

PROFILE

A brief, well-written statement that conveys that you have to offer to a potential employer
It answers the question, “What can this candidate do for me?”

SKILLS

	Self-Management Skills
	Transferable Skills
	Job Related Skills




PROFESSIONAL EXPERIENCE

Company Name / City, State  				           date started-date ended
Job Title
· Job duty- include the most important basic job responsibilities 
· Job duty- focus on special projects, duties, tasks 
· Job duty- list any above and beyond accomplishments/promotions

Company Name / City, State  				           date started-date ended
Job Title
· Job duty- include the most important basic job responsibilities 
· Job duty- focus on special projects, duties, tasks 
· Job duty- list any above and beyond accomplishments/promotions
 

Company Name / City, State  				           date started-date ended
Job Title
· Job duty- include the most important basic job responsibilities 
· Job duty- focus on special projects, duties, tasks 
· Job duty- list any above and beyond accomplishments/promotions

EDUCATION

Name of School/Institution / City, State                   			date graduated
Name of Degree Earned
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