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Resume Formats and Basic Guidelines (Adzpted from Shi 74 - 36)

Thereis o standard format for a resume. A resune of an experienced executive would be
quite different fromm that of a gracuate. There are three main types of resumes .- abasic
Tesume (with the most basic information such as education experience as well s general
persanal information), a chrenological resume (ananged in time order), and a functional
Tesume (based on patticular skills for a certain purpose). Each fommat has. . advartages and
disadvantages, depending on the different background and purpose of the applicant.
Applicants can add or delete some sections .. to designa very individual... resume
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Resume Formats and Basic Guidelines (Adzpted from Shi 74 - 36)

There is o sandard fomat for akesune. A resume of an experienced executive would be
quite different Fom that of a gradute. There are three main types of resunes.. a basic
Teswme (with the most basic information such as education experience as well & general
persanal information), a chranological resume (anranged in time order), and a functional
Teswme (hased on perticular skills for a certain purpose). Each format has._ advantages and
disadvantages, depending on the different beckground and pupose of the applicant
‘Applicants can add or delete some sections .. to designa very individual... resume
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Resume Formats and Basic Guidelines (Adzpted from Shi 74 - 36)

Thereis o standard format for afesume. A resune of an experienced executive would be
quite different fromn that of @ gracuate, There are three main types of resumes .- abasic
Tesue (with the most basic information such as education experience as well s general
persanal information), a chronological resume (ananged in time order), and a functional
resume (hased on particular skills for a cettain purpose). Each format has... advartages and
disadvantages, depending on the different background and purpose of the applicant.
‘Applicants can add or delete sorme sections .. to designa very individual... resume
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Resume Formats and Basic Guidelines (Adzpted from Shi 74 - 36)

Thereis o standard format for a resume. A resune of an experienced executive would be
quite different fromm that of a gracuate. There are three main types of resumes .- abasic
Tesume (with the most basic information such as education experience as well s general
persanal information), a chrenological resume (ananged in time order), and a functional
Tesume (based on patticular skills for a certain purpose). Each fommat has. . advartages and
disadvantages, depending on the different background and purpose of the applicant.
Applicants can add or delete some sections .. to designa very individual... resume
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Resume Formats and Basic Guidelines (Adzpted from Shi 74 - 36)

There is o sandard fomat for akesune. A resume of an experienced executive would be
quite different Fom that of a gradute. There are three main types of resunes.. a basic
Teswme (with the most basic information such as education experience as well & general
persanal information), a chranological resume (anranged in time order), and a functional
Teswme (hased on perticular skills for a certain purpose). Each format has._ advantages and
disadvantages, depending on the different beckground and pupose of the applicant
‘Applicants can add or delete some sections .. to designa very individual... resume
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Right-click inside the paragraph you want to format to bring up this menu. OR click on the format menu here

[image: image5]






[image: image6.png]O Resunes_Handout. doc ~ Nicrosoft Word

PEtE S8 A0 BAD #R0 IAD FE® BOO DO s O Acod BEO X
NEERadRBE] B CCR AT RIED| L5 -0 HAES
_xg!ﬁ]ﬂt - Tines Few Ronan = A - | B 7 U - Al A

] e g e s R EEEEEE N

Resume Formats and Basic Guidelines (Adzpted from Shi 74 - 36)

Thereis o standard format for a resume. A resune of an experienced executive would be
quite different fromm that of a gracuate. There are three main types of resumes .- abasic
Tesume (with the ost basic information such as education experience as well s general
bersonal information), a chronological resume (arranged in ime order), and 2 functional
Tesume (based on patticular skills for a certain purpose). Each fommat has. . advartages and
disadvantages, depending on the different background and purpose of the applicant.
Applicants can add or delete some sections .. to designa very individual... resume
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Resume Formats and Basic Guidelines (Adapted from Shi 74 — 86)

There is no standard format for a resume. A resume of an experienced executive would be
quite different from that of a graduate. There are three main types of resumes...: a basic
resume (with the most basic information such as education experience as well as general
personal information), a chronological resume (amranged in time order), and a functional
resume (based on particular skills for a certain purpose). Each format has.... advantages and
disadvantages. depending on the different background and purpose of the applicant.
Applicants can add or delete some sections.... fo design a very individual... resume.

1) Basic Resumne|

A basic resume is often used by graduates who have [limited] work experiences. In a basic
resume, applicants should focus on the “Education” section which includes: degree, major,
university, department, date, main courses, special electives, scholarships. honors,
extracurricular activities, certifications and skills. ...

2) Chronological Resume

A clronological resume is the most popular resume used by the applicants with work
experience. This resume should [have] a work objective which reflects both one’s work
experience and professional goals. The work experience section should list one’s employment
history in time order [often presented in reverse chronological order with the most recent job
first]. [1t] will include the names of former employers, [positions held], and employment dates
followed by a brief description of accomplishments, skills, and responsibilities. ..
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To change more than a paragraph, select all of the text you want to effect. Clicking once on the Right Justification button changes it to right justified.
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[Resume Formats and Basic Guidelines (Adapted from Shi 74 — 86)

ere is no standard format for a resume. A resume of an e secutive would be
quite different from that of a graduate. There are three main types of resumes...: a basic
resume (with the most basic information such as education experience as well as geners
Jpersonal information), a chronological resume (arranged in time order), and a functional
resume (based on particular skills for a certain purpose). Each format has. .. advantages and
disadvantages. depending on the different background and purpose of the applicant.
Applicants can add or delete some sections... fo design a very individual... resume.

1) Basic Resume
A basic resume is often used by graduates who have [limited] work experiences. In a basic
resume, applicants should focus on the “Education” section which includes: degree, major,
aniversity. department, date, main courses, special electives, scholarships, honors,

fextracurricular activities, certifications and skills. ...

gical Resume
A chronological resume is the most popular resume used by the applicants with work
perience. This resume should [have] a work objective which reflects both one’s work
[experience and professional goals. The work experience section should list one’s employment
Juistory in time order [often presented in reverse chronological order with the most recent job
first]. (1] will include the names of former employers, [positions held], and employment dates
Jfollowed by a brief description of accomplishments, skills, and responsibilities. ..
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Clicking on it a second time will shift the text to left justified.
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- O Purpose: to get you an mferview, or at least to keep you m the running for a job.
- ume Formats and Basic Guidelines (Adapted from Shi 74 - 56)
H here is no standard format for a resume. A resume of an experienced executive would be
- uite different from that of a graduate. There are three main types of resumes...: a bz
H resume (with the most basic information such as education experience as well as general
- Jpersonal information), a chre al resume (arranged in time order), and a functional
& resume (based on particular skills for a certain purpose). Each format has.... advantages and
s disadvantages, depending on the different background and purpose of the applicant.
- Applicants can add or delete some sections. . to desien a very individual. . resume.
N 1) Basic Resume
& A basic resume is often used by graduates who have [limited] work experiences. In a basic
N resume, applicants should focus on the “Education” section which includes: degree, major,
z miversity, department, date, main courses, special electives, scholarships, honors.
s extracurricular activities, certifications and skills...
. A chronological resume is the most popular resume used by the applicants with work
B experience. This resume should [have] a work objective which reflects both one’s work
- experience and professional goals. The work experience section should list one’s employment
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All finished
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Resume Formats and Basic Guidelines (Adapted from Shi 74 — 86)

1201

There is no standard format for a resume. A resume of an experienced executive would be
quite different from that of a graduate. There are three main types of resumes...: a basic
resume (with the most basic information such as education experience as well as general
personal information), a chronological resume (arranged in time order), and a functional
resume (based on particular skills for a certain purpose). Each format has... advantages and
disadvantages, depending on the different background and purpose of the applicant.
Applicants can add or delete some sections... to design a very individual... resume.
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1) Basic Resume
A asic resume is often used by graduates who have [limited] work experiences. In a basic
resume, applicants should focus on the “Education” section which includes: degree, major,
university, department, date, main courses, special electives, scholarships, honors,
extracurricular activities, certifications and skills....
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2) Chronological Resume
A chronological resume is the most popular resume used by the applicants with work
experience. This resume should [have] a work objective which reflects both one’s work
experience and professional goals. The work experience section should list one’s employment
history in time order [often presented in reverse chronological order with the most recent job
first]. [1t] will include the names of former employers, [positions held], and employment dates
followed by a brief description of accomplishments, skills, and responsibilities. ..
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Click it again the justification moves to the left side.











The Right Justification button toggles between right and left justifications. When your cursor is in a paragraph and you click this, the justification moves to the right side.





Clicking the Justification button will justify your paragraph on both sides.
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