Make a resume fast @ The Chicago Public Library

Theresa Kettler- Humboldt Park Library CyberNavigator
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Format your resume. Look at resume books in the library or go to
Google.com and research what a resume for your profession looks like.
Doing this, ensures you are not missing any valuable information that
your potential boss may be looking for.
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OBJECTIVE Check out the few quick tips below to help you get started. To replace any tip text with your
own, just click it and start typing.

On the Design tab of the ribbon, check out the Themes, Colors, and Fonts galleries to get a
custom look with just a click.

Need another experience, education, or reference entry? You got it. Just click in the sample
entries below and then click the plus sign that appears.

PROFESSIONAL ~ [FIELD OR AREA OF ACCOMPLISHMENT]
ACHIEVEMENTS [Achievement] \ A

[Achievement]

[Achievement]

waoorameaor sccomrusivam . | Need help? Ask for a CyberNavigator
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(hcievement at any Chicago Public library branch
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renievement] or visit www.livecareer.com
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— for sample key words and ideas

SKILLS [Professional or technical skills] "'/‘ on What to put in your’ resume.

[Professional or technical skills]

[Professional or technical skills] K
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WORK HISTORY [JOB TITLE, COMPANY NAME, CITY, STATE]
[Dates From —To]
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Now that your resume is created and complete you must save it in order to

print
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Go to file and click|Save As.
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Ilgnore this message, your document is saved on the desktop, guaranteed!
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Restrictions M

@ This operation has been cancelled due to restrictions in effect on this computer. Please
contact your system administrator.
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