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A Résumé is probably the first item that a prospective employer will see about you. It is always best to 
make a good first impression. Word 2000 includes wizards for résumés that will make the process easier for 
you. This Guide covers using the wizard, a template, and strategies for entering specific information along 
with tips that will help you create a résumé that will make the best impression.

Before you begin, create a 
folder in your hard drive 
and title it Resumés. 
Updates will be much 
easier when you are 
organized.

Tip!
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Create a Résumé
using Word® 2000

Open the Résumé Wizard
1. Open Word.

2. Go to the File menu to New...

3. Select Other Documents tab. 

4. Select Resumé Wizard. 

5. Click Next to begin the 
Wizard..

Not sure how to organize 
your files and folders? 
Check out the Organizing 
your Files and Folders or 
Desktop Management 
Guides. 

Choose a Style 
1. Professional style is a good look for jobs in certain professions 

such as education, accounting, and law.

2. Contemporary style is a look that 
some people like to use when 
looking for technical services such as 
in the computer industry.

3. Elegant style works well in some 
fields involving artistic or graphic 
design.

4. Choose either of these to create your first sample résumé.

Choose Type of Résumé 
1. Entry-level is for your first résumé.

2. Chronological puts all of your 
work experience and education in 
order by date.

3. Functional asks for the basic 
information.

4. Professional asks to include all of 
your information and background.

5. For this Guide, choose Entry-level.

If you make an error 
while in the Wizard, 
click the Back button to 
go back and make 
corrections. Save on a 
regular basis.

Alert!

Check it out!

Microsoft Word is a Registered 
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