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	 Model résumé 


The model résumé is on the next page. 
You can start by reading the following instructions. 

Guidelines

1. The model contains the sections typically found in a résumé. 
It is intended to help people who are not comfortable using computers write a clear and professional looking résumé.

2. Click between the brackets […] and enter your own information. The resulting text will be displayed to fit the document layout (font size and other format settings).

Complete the following exercise:
	 MACROBUTTON  DoFieldClick [Dates]
	[Name of school]

[Town or city]
	[Diploma or last year completed]


3. To delete the items appearing between the brackets […], e.g. Email address, click on the item and delete it. (You may press the DELETE key several times to delete unwanted lines.) 

4. To add lines in the Education and Work experience sections:

a. Place the cursor to the right of the last character in the table.

b. Press on the TAB key ([image: image1.emf] 

   

).
Complete the following exercise:

	 MACROBUTTON  DoFieldClick [Dates]
	[Name of school]

[Town or city]
	[Diploma or last year completed]


5. To delete lines in the Education and Work experience sections:
a. With your mouse, click the left button and move the cursor over the lines to be deleted (the text is highlighted);

b. In the tool bar, select (Table (delete (Lines 

Complete the following exercise:

	 MACROBUTTON  DoFieldClick [Dates]
	[Name of school]

[Town or city]
	[Diploma or last year completed]

	 MACROBUTTON  DoFieldClick [Dates]
	[Name of school]

[Town or city]
	[Diploma or last year completed]


6. The sections, headings and contents can be changed according to the usual means. For example, you may add an “s” to Spoken language to obtain Spoken languages.
7. The print date and page number appear automatically in the footer of the résumé. If your résumé contains more than one page, your name and occupation appear at the top of subsequent pages.

8. If you write your résumé using someone else’s computer, don’t forget to save your file on a CD-ROM or USB flash drive. 

[your name]

[Number and street] 

[City] (Québec)  [Postal code]

Telephone
Home: [First telephone number]
Other: [Other telephone number]
[Email address]
[your occupation]
Spoken language
· [Indicate the language(s) you speak.]
Written language

· [Indicate the language(s) you read and write.]
Career goal
· [Describe your career goal in one or two sentences.]

Special skills
· [Indicate the skills that describe you best.]

Education

	 MACROBUTTON  DoFieldClick [Dates]
	[Name of school]

[Town or city]
	[Diploma or last year completed]

	 MACROBUTTON  DoFieldClick [Dates]
	[Name of school]

[Town or city]
	[Diploma or last year completed]


Work experience
	 MACROBUTTON  DoFieldClick [Dates]
[Job title]
	[Name of company]

[Town or city]
	· [Duties]
· [Duties]

	 MACROBUTTON  DoFieldClick [Dates]
[Job title]
	[Name of company]

[Town or city]
	· [Duties]
· [Duties]

	 MACROBUTTON  DoFieldClick [Dates]
[Job title]
	[Name of company]

[Town or city]
	· [Duties]
· [Duties]


Leisure
· Indicate the interests that describe you best and leisure activities you enjoy most.
References available upon request
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