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Learn intermediate Microsoft Word skills for resume 
creation that can be imparted to students, making 
them more employable in an increasingly 
technological world  

 

Learn strategies for developing content, particularly 
for students with little or no work experience 

 

 

 



I. Intros  

II. What are Employers Looking For?  

III. Microsoft Word Tutorial 

IV. Content Development  

V. Q&A  



Attention to detail 

Consistency 

Easy on the eyes 

Purpose-oriented content 

 



Examine the two resumes found in your packet and look for 
two things:  
 
1) What errors do you see on these resumes?   
2) What do you think looks correct in these resumes?  



Be specific 

Separate 
lines 

Professional 
email 



GED Certificate 







DETAIL 

DETAIL 

DETAIL 



A.S.P. Formula 

Action Verb, past tense  

Skill or experience used/learned  

Purpose or outcome  

 

Ex. Created sign-in policy for new employees to increase 
attendance. 

 



Avoid using same action verb too many times  

List experiences in chronological order, most recent 
first 

City or Borough, ST    NOT    Neighborhood, ST  
(Ex. Brooklyn, NY 10025) 

Physical addresses not needed 

Do not include an “Objective” – instead can replace 
with “Skills Summary” or “Skill Highlights” 

  

 

 

Content Development 



1. Find a partner  
2. Read the ‘Developing Content Scenarios’  page and write 

“resume-worthy” content from at least two of the 
descriptions listed.   

3. Use Microsoft Word to practice your new skills 
4. What additional questions could you ask to get more resume 

content from these students?   




