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INTRODUCTION

This short course is aimed at those who already know the basics of word
processing and would like some help in producing a curriculum vitae (CV).

There are different types of CV, for example a chronological CV for use when
your work has been continuous and your experience highlights your steady career
development, and the position you are seeking follows on logically from your
most recent job.

Examples of different types of CV can be seen in the booklet, Making Successful
Applications. This is produced by Careers DMU and can be downloaded from
their web site.

During this training session you will produce a targeted CV. These are written
when you have a particular job in mind.

Student Services run an Ask service which is open from Monday to Friday from
9am, the last appointment is 4.45pm. This is run on a drop-in basis and there
will be a careers advisor available to provide guidance on what information you
should include in your CV with the opportunity to have your completed CV
checked to ensure you have incorporated all the required information. There is
no need to book one of these 15 minute appointments; you will be seen on a
first come served basis.

To take advantage of the Ask service, go to Student Services on the ground floor
of Gateway House.

Check the Careers pages on the DMU web site for more information:

http://www.dmu.ac.uk/study/student_services/careers/

Knowledge assumed

experience of using a computer, for example keyboard
familiarity

experience of using Windows

basic experience of using Microsoft Word

Areas covered

creating a Word document
creating a table
formatting text in a table
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Document signposts

Instructions for you to type

Bold text
Shortcuts
Reminders
i
Notes
Exercises
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OVERVIEW

Word 2007 is a very powerful word processing package and there are many
features that you may not currently use to their full potential.

Our aim is that, by the end of this training session, you will be confident in using
tables to format text and should be able to produce a CV easily.

IMPORTANT TO REMEMBER

The format that you will use to produce a CV is only one of many that are
acceptable.

Before spending time on a CV consider the type of job you are applying for. For
example, for work involving a design element, a more creative style of CV may
be more appropriate, whereas a more formal style may be best for a position as
an accountant.

As time for this training session is limited you will create only the last two tables
of the CV shown on page 4. You will also learn how to modify the tables and
format text so that points are emphasised.
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EXAMPLE CV

JANE SIMMONS

Home address Term address

11 Derry Street 12 Claremont Road

Bridgnorth Oadby

Shropshire Leicester

SH5 8NR LE5 8WB

Tel: (0123) 345798 Tel: (0116) 218 9766

Email: jsimm@aol.com Date of Birth: 16 October 1979

EDUCATION AND QUALIFICATIONS

1996-2000 De Montfort University, Leicester
Studying for BEng (Hons) Electronic Engineering 2:1 predicted

Final year subjects include: Power Electronics, Power Systems,
Energy Utilisation, Industrial Studies.
Also options in Digital Signal Processing and Data Networks.

Project: Dual Linearly Polarised Microstrip Antennas.
Involves literature survey, design and fabrication of prototype and
evaluation by outdoor testing.

1989-1996 Shropshire High School
A-levels: Physics (B), Maths (D), Economics (E)
GCSEs: 8 subjects at grades A to C including Maths and English

WORK EXPERIENCE

Oct 98-Aug 99 Software Designer, WRT International (Industrial Placement)

e Responsible for designer-level support for DMS-100 family of
products

e Conducted detailed analysis of field problems, recreated the
scenarios in the laboratory and debugged the software to design
a solution

e Participated in code inspections, design reviews and testing
Summer 97 Technical Analyst, DK Engineering (Vacation Employment)

e Responsible for ongoing support of Electronic Data Interchange
development

e Modified existing programs to add or change features; analysed
program crashes to correct or reduce future failures; supported
users through training, tracing software problem reports or fixing
hardware problems

Summer 96 Assistant at Coral Electronics (Family building company)
e Responsible for logistics of supplier deliveries

e Advised financial aspects with both customers and suppliers
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TECHNICAL SKILLS

Programming: C, C++, Java, Visual Basic, Assembler,
Fortran

Operating Systems: UNIX, DOS, VAX/VMS, Win 3.1, Win NT,
Novell

Software Packages: Excel, Word, Lotus 123

Methodologies: SSADM$, UML, Object Orientated
Analysis and Design, Prince 2

Other: AutoCAD, Oracle

PROFESSIONAL ACTIVITIES

e Student member of the IEEE and Institute of Measurement and
Control

e Reached Regional Final of Engineering Society National Student
Design Competition in March 1999

EXTRA-CURRICULAR ACTIVITIES

e Secretary of the University Women’s Rugby Club, involves
organising meetings, scheduling matches and compiling match
reports

e Treasurer of Engineering Society Committee, responsible for
fund-raising and budgeting

e Member of the British Association of Ski Instructors, which
involves training/coaching, risk analysis and equipment repair

ADDITIONAL SKILLS

e Full clean driving licence
e Conversational French

REFERENCES

Dr S Squires Mr C Bannister
School of Engineering and Manufacture Technical Director
Queens Building WRT International
De Montfort University London Road

The Gateway Leicester
Leicester LE1 9BH LE2 6BN
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GETTING STARTED

» Double click the Microsoft Word 2007 shortcut on the desktop @E
Microsoft
Word 2007
or

» Click the Start button m

» Select All Programs
» Choose Microsoft Office

> Microsoft Office Word 2007

Word opens with a blank document displayed.

Office Button Tabs Ribbon
!E‘.n.'ljﬁg'ﬁ‘q‘u‘bx@@l@'ﬁﬁ"@'_@:_‘ Document2 - Microsoft Word - = x
= 7|- Hame ‘ Insert Page Layout References Mailings Review View Developer (7]

=
j # | [1repucnet Ms iz -

Ly |l =— = B —
Pavrte ¥ ‘B o g_-du x, x Aa*“fj-"" TNormal | Mo Spaci.. Headingl Heading2 — E:‘;r:sﬂf [ Select+

=z 44 Find ~ |

\AaBbCcl | AaBbCcl AABB  AaBbCc % & Repla '
& Replace |

|

|

|| Clipboard T i_ Font Fi i Paragraph

i Styles )| Editing |
_IQU\ | O R TR N K R AR N R SR ' e
| | : i
B
|-
|-
-
B
I-]
-
-
=
B
S-E-d.hm:fl Page:1of1 | Words:0 | §5  English UK) B3 | |
Status bar View buttons
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To open the document that you will be working with:
» Click the Office Button

» Click Open

-
)

Recent Documents
MNew

Qpen
Save

Save As b

G AT U

Print 3

Prepare b

‘@ Send b

" Publish *»
- -G

J“ Close

| 2 word Options | | X Exit Word

The Open dialog box is displayed.
» In the Look in: window select the WordProcessingCV folder on drive C

Open, |E‘E|

lookin: | () WordProcessngcy v @ @ XCE-

Trusted Mame Size  Type Date Modified

O ronplates | gt
- C¥ForJaneSimmons.docx 17 KB Microsoft Office Word Document 23{07{2008 14:20

BMV Recent

Documents
(B} Desktop
ag

Documents

9
Cornpter

My etwork
Places

File name: | <]

Files of EvD: [l wiord Documents (*.dacx; *.dacm; *.dot; *.dotm; *,dlac; *.dot; * htm; * kol * 1t *.mht; *.mhtrl; *.mly |

T

» Open the document CVForJaneSimmons
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The document is opened.
To see the two pages of the document side by side on the screen:

> Choose the View tab

» Click Two Pages in the Zoom group on the ribbon

View
7 4% [EJ one Page
) b L . [ Two Pages
Zoom  100% =] Page Width
Zoom

You can see that the document consists of several different tables. Your
finished CV should aim to fill two sides of A4 paper but no more.

You could use just one table and format it, by merging and splitting cells, so
that it looks the same as those shown. You will learn how to do that shortly.

JAHE SIMMONRS
TECTRICACST S

TG 399 W o S

R T Tt Tead g Ammng T sazembR, Faran

Tagneah Taabr o g Srema: AT, 15, Ve s

3 oph e T Tolwa e Fadiagei: Toowl, Mara, Lot 133

LLEEEL BiEGL [ Wtoial, diack

e () 34 Yol (e AT BT WO BRI AT TIRTTIES

TR Tl o L e S

AeCretary of e Uribvarsiey MormeTe WDy CID, s les erganiamg
masungs, adhedu fng manches ana campdrng macdh aepe s

ECTCATIOR AR TRAOF A TIRS Traaarar of Enginesring Socky Commiees, fEpenabi fos funa-
raiging ana buagsung

[MELLRL TG Wian 0 o I 1oy, LGACeaieT
ST For BENG [Hons] FRarenn T pred o

T T ¥ S0 T Enae: Fawar | R ranTiE, FameT Syems,
Eng-rgy UniFaanian. MALEA31 Sl
Ak apoiang in Diia) Sgna | Fiaoisig ang 1963 wetwds.

ToaTea: Dt LINGa rFy Vo O Aie MICrZin BNEAnnas.
IV FLeany o6 s oy, 450N ana Fabcatien of procanyps ana
L e e

EiEEEL Siapahiee Wigh Shaet
Ak Hgics | Waths B, Eoonomi s |E)
GCDFs: 3 subjecs at g @aes A te ©in cuaing Machs ana Eng fzh

oI Ag ¥F | Sofuare Desgrar, WRT Feerraceral [Faes Or T

B GRHpanubK e QGHIgNG Kt SUPERT Far IS8 00 Famiy of
P

B CONQUTAT SLIYR AN IRK O PR RAODRMG, SRt e
4091 e i thg BESAILE Y dP ASENEEST he SofN o G SEiEn
2 semsien

B Fa miopaced M ooas Mps aions, Q6EAn eNs dng LeEnng

TR A TecFrical Aa trar, U Erhestig [¥acackn T

® Eempanubie for angemg PPt of RN [ Mueahange
QGG RpmET

B WS SN g B AAM £ 3 & changs Fat i 3na Rad
10 Fam Crashes L GRrrg O R O FUtl i £ K g SUPpeTed

Lt agh LA, LAa0ng Sf T o DB ST a7 g
ha w9 @ prabkms

TR 3 TZIEATY. 3% Lora | ERetran ¥ [Famity BARTa compa el
B Repanibe fas I O PR ¢ O s
= maviuga finan wath bash oustomes ana supp s

While a new table has borders by default, you can choose to switch them off so
that the final copy looks like a neat, well formatted document.

Before you edit the existing tables, you will add two more tables to the end of
the document.

Word Processing a CV (250708) 8 ©De Montfort University, IT Training 2008



All tables are created in the same way and modified to suit the contents. By the
end of this training session you will be confident that you could have started the
document from scratch and produced all the tables it contains.

» Click the One Page button in the Zoom group on the ribbon

» Enlarge the image by clicking the 100% button in the View group on the
ribbon
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CREATING A TABLE

Position the insertion point at the end of the document leaving a line space
below the last table.

EXTRA-CURRICULAR ACTIVITIES

+ Secretary of the University Women’s Rugby Club, involves
organising meetings, scheduling matches and compiling match
reports

s Treaszurer of Engineering Society Committee, responsible for
fund-raising and budgeting

Position insertion point here

There are several ways to insert a table into a document but we will look at only
two:

1. Using the Table tool grid

2. Using the Insert Table dialog box

USING THE TABLE TOOL GRID

> Click the Insert tab

» Click the Table button in the Tables group on the ribbon

Insert

w

| Table

i._Ins;l-T.a.ble 3
OO00000000d|
1 o [
The Table tool grid is displayed. H%%%E%%%E%
O
1 O I I [
1 | [ [ I I [
L O
i_:l Insert Table...

|
| ¥ Draw Table

i _.1 Excel Spreadshest

| Quick Tables 4
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» Drag the mouse pointer across the grid until you have highlighted five cells
and down the grid to highlight two

The table is displayed in the document as you select the cells.

Insert Page Layout References Mailings Review View Developer Add-Ins
j | El= |_|_-'|J, L_T ﬁi . Hyperlink j j j A 2| Quick Parts ~ [ 5i
: =l - = A& Bookmark = = = :4[ WardArt _53 D
Tahle Picture Clip Shapes SmartArt Chart Header Footer Page Text 2 i
- Art - \'#] Cross-refarence - - Mumber~ Box~ == DropCap rgd 0
5x2 Table Links Header & Footer Text
F
S N O R - R S L I PR D E O TR T
| Secretary of the University Womens Rugby Club, involves organising

| meetings, scheduling matches and compiling match reports
| Treasurer of Engineering Society Committee, responsible for fund-

O

0

U

0

[l
I O O
I
I O O O

| Insert Table..,
_:17 Draw Table
=
=
L Bl

,‘ Excel Spreadshest

L | Quick Tables +

> Click the left mouse button in the last cell to create the table

The table fills the width of the page between the left and right margins and has
borders around each cell.

When the insertion point is inside the table a Table Tools contextual tab is
displayed on the ribbon.

There are two tabs within the Table Tools:

Table Tools
=
Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Layout
V| Header Row (V] First Calumn el | = | === e & shading - - ﬁ -;T
@] Total Row V] Last Calumn o opm ol fomopm e fom pm gl g g - i3 Borders - 1% pt - =
. el e o= ol = e = = e = . Draw Eraser
¥| Banded Rows (¥| Banded Calumns - g Pen Color ~ Table
Table Style Dptions Table Styles Draw Borders
Table Tools
-2
= Home Insert Page Layout References Mailings Review  View Developer AddIns Design Layout
l% Select - - i Insert Below || [5§ Merge Cells || 8[| [045em 2 SHIEE A= R 3
= FE : — :
=k — | 7
\;Eg-aiew Gridlines| Al Insert Left g split Cells S T B EE — Z == Convert to Text
— Delete | Insert o Text Cell Sort
& Properties | Aboye EnsertRignt | 52 spitTabie || i Autoit - B E Sviecon r-|a|:;m: S Formula
Table Rows & Columns F} Merge Cell Size ) Alignment Data

You will practice using these shortly.
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Deleting a table

To delete a table:

» Ensure the insertion point is within the table

» Choose the Layout tab in the Table Tools on the ribbon
» Click the Delete button in the Rows & Columns group

B

Delete

Delete Cells...
Delete Columns

Delete Rows

b_ Lk. ¥t I-Lg )

Delete Table

> Click Delete Table

USING THE INSERT TABLE DIALOG BOX

Now you will insert a table using the dialog box.
» Select the Insert tab
» Click Table in the Tables group

> Click Insert Table

The Insert Table dialog box is displayed.

Insert Table @E|
Table size
Murmber of colurmns: 5 E
Mumber af rows: z =
AutoFit behavior

(%) Fixed column width: | Auto

4

O AukoFik bo conkents
() AUtoFit to window

[] remember dimensions for new kables

[ Ok ] [ Cancel
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You can see that, by default, you are offered a table with 5 columns and 2 rows.
» In the Number of Columns box type 2
» Click OK

A two column two row table is created.

EXTRA-CURRICULAR ACTIVITIES

Secretary of the University Womens Rugby Club, involves organising
meatings, scheduling matches and compiling match reparts
Treasurer of Engineering Society Committee, responsible far fund-
raising and budgeting

If you are unsure of the number of rows you will need in the finished table,
accept the default of 2 rows. You can add more as you need them.

When you enter data in the last cell of the table and press the Tab key to
proceed to the next one, a new row will be added automatically.

The table you are aiming to create will look like this:

cells

ADDITIONAL SKILLS

. m rows
Full clean driving licence "

Conversational French

columns

You can see that the finished table has a different layout to the one in your
document. The first row has been merged to form a single cell and the columns
in rows two and three are not of equal size.
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Changing the column width

When a table is created, the cells are an equal size across the page. You can
change the width of the columns to accommodate the amount of text or simply
to enhance the presentation of the table.

To make the cells in the first column narrower:

» Position the mouse pointer over the dividing line between the two columns
The mouse pointer changes to a black cross (column width indicator)

+|+

» Click and hold the left mouse button, and drag the column boundary to the
left to approximately 2.5 cm on the ruler

> Release the mouse button

Merging cells

Now that the first column has been made narrower it is not wide enough to hold
the table heading so you need to merge the cells in the first row.

» Move the mouse pointer to the left of the first row of the table and click the
left mouse button to select it

» Select the Layout tab in Table Tools

» Click Merge Cells in the Merge group on the ribbon
il Merge Cells
HH split Cells

— Split Table

Merge

The two cells of the first row have been merged into one.
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Entering text into the table

» Position the insertion point in the first cell
» Type ADDITIONAL SKILLS

To embolden the heading:

> Select the Home tab

» Click the Bold button in the Font group on the ribbon | ®B

ADDITIONAL SKILLS

» Position the insertion point in the second cell of the second row

» Type Full clean driving licence

> Press the Tab key once H—_H

A new row is added to the table.

ADDITIONAL SKILLS

Full clean driving licence

» Press Tab again

» Type Conversational French

ADDITIONAL SKILLS

Full clean driving licence

Conversational French

Hiding the table borders

The cells of the table are being used as place holders for the text and it is not
intended that you will see the borders around the cells when the document is
printed. So you need to hide the borders.
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When you position the mouse pointer over the table a small box, called the
Table Move Handle, is displayed at the top left corner of the table.

Table Move
Handle

» Select the whole table by pointing to the table move handle and clicking the

left mouse button

» Choose Design tab in the Table Tools

» Click the down arrow to the right of the Borders button in the Table Styles

group on the ribbon

» Choose No Border

Design

&% shading -

i E-erersq

Eottom Barder
Top Border
Left Border
Right Barder
Mo Border

All Borders

Outside Borders

=| Inside Borders

Inside Haorizantal Border
Inside Vertical Border
Diaganal Down Border
Diaganal Up Barder
Harizontal Line

Draw Table

View Gridlines

Baorders and Shading...

The borders are removed leaving only gridlines (which do not print) as an aid

when working with the table.

ADDITIOMAL SKILLS

Full clean drivinglicence

Conversational French
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If you do not see the gridlines, you can turn them on. With the insertion point in
the table:

» Select the Design tab in Table Tools

» Click the Borders button in the Table Styles group of the ribbon
> Click View Gridlines

Or

» Click the Layout tab

» Click the View Gridlines button in the Table group

» Check the borders on the other tables and remove them if necessary

Check on the document’s progress using Print Preview:
> Click the Office Button
» Print

> Print Preview

&

L Preview and print the document
HNew
IJ._lI. Print
~ ‘lezrlﬁJ Select a printer, number of copies, and
Open other printing options before printing.
_!r_ Quick Print
| I e 'xgd Send the document directly to the default
(1 - printer without making changes,
rl 5 Print Preview
- Save hs b ﬁ Preview and make changes to pages before
printing.
£k
W | Print »
El
[
Z] Prepare  *
_ﬁ Send ]
-, Publish »
Lyl
Close
= =

[2) word Optiens | | X Exit Word |
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The document should look like this:

R
Print Preview L7

i - F— [ 1 T ) i Ll one Page 7| Show Ruler ]
= [z |7 ! i _ig Next Page
@ \_th H— _J j W =0 5] Twa Pages —

Magnifier .
L& Previous Page | Close Print

Print Options | Margins Orientation Size Zoom 100% —_—
3 % - =] Page Width || £ shrink One Page Pretiew
Print Page Setup \F] Zoom Preview
3 E 2 4 6 8 10 12 14 . 18 %

14 12
[

16

22

26

24
« ©o» [

Section:1 Page:Zof2 | Words: 295 | <8 Enalish (Uk) | 5 EEEEET e —— e

> Close Print Preview to return to the document

Insert the following table:

REFERENCES

Dr S Squires Mr C Bannister
School of Engineering and Manufacture | Technical Director
Queens Building WRT International
De Montfort University Leicester
Leicester LE1 9BH LE2 6BN

> Hide the borders
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MODIFYING A TABLE

INSERTING A ROW

When you create a table you don’t always know how many rows and columns you
are going to need.

In each of the tables there should be an empty row after the heading. However,
in the table holding the Additional Skills information, we did not include one.

To insert a row:
» Position the insertion point in the second line of the Additional Skills table
ADDITIONAL SKILLS

| Full clean driving licence
Conversational French

» Select the Layout tab in the Table Tools
» Click Insert Above in the Rows & Columns group on the ribbon
E i ;I Insert Below
ﬂ D;El HH Insert Left

Delete || Insert
- Above | B Insert Right

Rows & Calumns

A row is inserted into the table.

» Insert a row between Full clean driving licence and Conversational French
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DELETING A ROW

» Position the insertion point in the empty row between Full clean driving
licence and Conversational French

ADDITIOHAL SKILLS

Full clean driving licence

Comversational French

» Click the Layout tab on Table Tools

» Click Delete in the Rows & Columns group on the ribbon

3
Delete

-

» Choose Delete Rows

Delete Cells...
Delete Columns

Delete Rows

B W%y

Delete Table

The row is deleted.

If you select several rows you can delete them all at the same time.
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BULLET POINTS

When you are listing items, a bullet point can help to separate and emphasise
them. The Work Experience table has already been formatted with bullet
points.

The Extra-Curricular Activities and Additional Skills tables would benefit from
bullet points too.

Applying bullet points

> In the Extra-Curricular Activities table, select the rows of text to which you
want to add bullets

EXTRA-CURRICULAR ACTIVITIES

Secretary of the University Women Rugby Club, rganising
=¥ duling mat

eering oc1ety Commlttee responsible for fund-
raising and budgeting

> Select the Home tab

> Click the down arrow to the right of the Bullets button in the  :=. ¢
Paragraph group of the ribbon

The Bullet Library list is displayed.

-

Bullet Library

Mare ® ) | + 0:0

> v

Document Bullets

*® }" L

Define Mew Bullet...

» Click the style of bullet you would like to use
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EXTRA-CURRICULAR ACTIVITIES

» Secretary of the University Womens Rugby Club, involves

arganising meetings, scheduling matches and compiling match
reports

s Treasurer of Engineering Society Committee, responsible for
fund-raising and budgeting

The bullets are applied but, in the example above, you can see that they are
indented away from the left border of the cell. This does not match the spacing
on the earlier table so it needs to be altered.

Changing the bullet indent

There are two ways in which to do this. However, for the purposes of this
training session we will use the easiest one.

> Select the bulleted text that needs to be amended

» Click the Decrease Indent button in the Paragraph group on the &
Home tab

The bullets are realigned.

EXTRA-CURRICULAR ACTIVITIES

+ Secretary of the University Womens Rugby Club, involbres
arganising meetings, scheduling matches and compiling match
reports

+ Treasurer of Engineering Society Committee, responsible for
fund-raising and budgeting

» Add bullets to the Additional Skills table and change the spacing if necessary
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PARAGRAPH SPACING

As already stated you should aim to keep your CV fairly short, typically two sides
of A4 paper. The CV that you are working on is only one and a half sides so
there is room to format the text to include space between the points so that
they are a little easier to read.

The text in the Education and Qualifications table has been separated by
including an empty row in the table. However, the text with bullet points is
cramped and can be spaced a little more without exceeding the maximum length
of the document.

Rather than adding extra line spaces to the text, you will use paragraph spacing.
This method is ideal when you are working with bullets as you don’t add
unwanted bullets on the blank lines.

> In the Work Experience table, select the last three rows

» Click the down arrow to the right of the Line Spacing button in the
Paragraph group of the Home tab

(4=~
v | 10
115

1.5
2.0
2.5
3.0
Line Spacing COptions...

Add Space Before Paragraph

<M =

Add Space After Paragraph

» Choose Line Spacing Options
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The paragraph dialog box is displayed.

Paragraph

Indents and Spacing | Line and Page Breaks

Zeneral
Alignment: Left

Qutline level: |Body Text v

i

Indentation

Left: Special: By

Right: Ocn |3 | v | | £
Spacing

Before: 0pt £ Line spacing: ok

After: |Single ~ | | e

[] Don't add space between paragraphs of the same style
Presview

Tabs... ] [ Default. .. ] I [a]4 l ’ Cancel

You use the Spacing section of the dialog box to add extra spacing before and/or
after each paragraph.

» Change the Spacing After to 6 pt (points)

Spacing

Before: Ling spacing: At
After: |Single W | | -

[J pon't add space between paragraphs of the same style

This adds a half line space after each paragraph.

» Click OK

> Preview the document to see the effect
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WOHK. EAFERIENCE

Oct 98-Aug 99 Sofware Designer, WRT International {Industrial Placement)

+ Responsible for designer-level support for Dis-100 family of
products

+  Conducted detailed analysiz of field problems, recreated the
socenatics in the laboratory and debugged the software to design
a solution

+  Participated in code inspections, design reviews and testing
Summer 97 Technical Analyst, DK Engineering (Vacation Employment)

+ Responsible for ongoing support of Electronic Data Intercharnge
development

+  Modified existing programs to add or change features; analysed
program crashes to correct or reduce future failures; supported
users through training, tracing software problem reports or fixing
hardware problems

Summer 96 Assistant at Coral Electronics (Family building company)
+ Responsible for logistics of supplier deliveries

+  Advized financial aspects with both customers and zupplier

> Click Close Print Preview to return to the document

» Check that the table still fits on the page

You should always use Print Preview to check the layout of a document before
printing. It may be that changes such as additional line spacing have altered
your carefully laid out document and forced text on to additional pages.

» Check that a blank page has not been created - if it has remove it

» Add additional paragraph spacing to the Extra-Curricular Activities,
Additional Skills, and Technical Skills tables
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IMPORTANT TO REMEMBER

When using paragraph spacing you are not adding additional lines, just extra
space between paragraphs.

A paragraph is determined by the fact that you have pressed the Enter key. So a
paragraph could be several lines long or a single word.

When you change the spacing to 6 pts before or after a paragraph you are adding
a half line space (12 pts are a full line space). Paragraph spacing is applied to
paragraphs, not to individual lines (this is line spacing).
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SHADING CELLS

Depending on the format of your CV you may want to add shading or colour to
the cells containing the table headings. However, do remember that this should
be subtle rather than a bold statement.

» Position the insertion point in the heading of the Education and Qualifications
table

» Click the down arrow next to the Shading button in the Paragraph group of
the Home tab

Lo+

Theme Colors

| I

White, Background 1, Darker 152

o

Standard Colors
HN EENEEN

Mo Calar

12 Maore Colars..,

Move the mouse pointer over the colour palette and see the selected row of the
table change to match the current colour.

» Choose White, Background 1, Darker 15%

EDUCATION AND QUALIFICATIONS

Now that the row has shading you can see that the text is not centred vertically.

To change the alignment, with the insertion point positioned in the top row of
the table:

» Click the Layout tab on the Table Tools

» Choose Align Center Left in the Alignment group

EEE A= J

R ——

S== 5
e Ce
= = = Direction Margins
Alignment

Align Center Left

Center text vertically and align it to
the left side of the cell.

The text does not appear to have moved because the row is not very deep.
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To solve the problem, with the insertion point still in the top row:

» Change the spacing to 3pt Before the Paragraph (you need to type the 3 in as
the default spacing is 0 pt or 6 pt)

See Paragraph Spacing on page 23.

Spacing
Before: Jpt S Line spacing: ak:
Afker: 0pk & Single v %

[] pon't add space between paragraphs of the same style

» Add shading to the heading cells of the other tables

» Add an extra 3 pts spacing to the top of each table heading

To extend the CV and finish off:

> Add a table between Technical Skills and Extra-Curricular Activities to list
Professional Activities. Include the information shown below.

PROFESSIONAL ACTIVITIES
e Student member of the IEEE and Institute of Measurement and
Control
o Reached Regional Final of Engineering Society National Student

Design Competition in March 1999

» Insert a row in the Technical Skills table and include Methodologies.

TECHNICAL SKILLS

Programming: C, C++, Java, Visual Basic, Assembler,
Fortran

Operating Systems: UNIX, DOS, VAX/VMS, Win 3.1, Win NT,
Novell

Software Packages: Excel, Word, Lotus 123

Methodologies: SSADM$, UML, Object Orientated
Analysis and Design, Prince 2

Other: AutoCAD, Oracle
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> Add a row to the end of the Extra-Curricular Activities table to include
information on the Membership of the British Association for Ski
Instructors.

EXTRA-CURRICULAR ACTIVITIES

e Secretary of the University Women’s Rugby Club, involves
organising meetings, scheduling matches and compiling match
reports

e Treasurer of Engineering Society Committee, responsible for
fund-raising and budgeting

e Member of the British Association of Ski Instructors, which
involves training/coaching, risk analysis and equipment repair

» Make sure that the formatting throughout the document is consistent

IMPORTANT TO REMEMBER

Keep the format of the CV uniform:
e Use the same style of font throughout
e Use a bold font size 14pt for your name

e Use a bold font size 12pt for main headings

> Save the document

> Preview the document

> Print the document

» Close the document
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WHAT NEXT?

1. Before you begin to create you own CV:
» Gather the information that you will include

» Contact Careers DMU in Gateway House to get advice on what to include
and which style of CV you should use

2. Produce your CV:

» Word process your CV using this document as a guide
3. If necessary get it checked:

» Contact Careers DMU

» Edit the CV if required - and don’t forget to include a single side cover
letter with your CV when you send it to a prospective employer
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