
Lesson 7 Creating a Resume – Part 1   Cover Letter Part 2 

     In this video Part 1 we will show you how to create your resume.  Your resume 
should only be one page long and be current in all areas. 
     You may need to create a four column table with as many rows as needed. Only 
place 6 rows to start off as you may add an extra row by just hitting the tab key while 
the cursor is in the last row and column.  Highlight the first two rows and right click 
and find merge.  This will eliminate the middle cell.  Fill in your information per row 
and adjust the columns as needed.  Move the middle line over to the left as you will 
need more spaces on the right column than the left.  When you have completed 
adding information to your resume go to table properties and change the border to 
white.  This will make the table blank and your resume will be clean and neat.  Save 
twice once as a normal document and again as a PDF file. Watch the film carefully to 
see how you may design a table in a table. 
  

https://youtu.be/X8qmDrrD-oI

