[bookmark: _GoBack]Designing a CV using MS Word 2010 Templates
Microsoft Word 2010: Is a program used to edit documents, letters, researches and any kind of documents you may need.
It is a part of Microsoft Office, which is a full package concerned with Office needs. 
Word Templates: a template in Word is a ready-made document, designed for a certain purpose, where you can use the template, update it a little to accomplish your needs.
How to download a template?
· Open MS Word.
· From “File” tab, go to “New”
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In this window, you can find several categories of available templates. Such as: Brochures, Forms, Flyers, …etc.
· Use the search box, to search for CV templates. Just write “CV”, and press the arrow button.
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Several designs and types of CV templates will appear.
· At the right of the screen, you will find an image displaying the design of any selected template, you can depend on it when selecting the design you like most.
· Select the design you want, and press the “Download” button.
· The following is an example of a template. Each [ ] contains a description of the information that you can add. Add the information, but of course don’t forget to delete the [ ]. 








Example of a Template:
	[Address, phone, email]

	[Your Name]
	Objective
	[Briefly describe your career goal or ideal job]
	Experience
	[Dates]	[Company Name]	[City, ST]
	
	[Job Title]
[Job responsibility/achievement]
[Job responsibility/achievement]
[Job responsibility/achievement]

	
	[Dates]	[Company Name]	[City, ST]
	
	[Job Title]
[Job responsibility/achievement]
[Job responsibility/achievement]
[Job responsibility/achievement]

	
	[Dates]	[Company Name]	[City, ST]
	
	[Job Title]
[Job responsibility/achievement]
[Job responsibility/achievement]
[Job responsibility/achievement]

	
	[Dates]	[Company Name]	[City, ST]
	
	[Job Title]
[Job responsibility/achievement]
[Job responsibility/achievement]
[Job responsibility/achievement]

	Education
	[Dates]	[School Name]	[City, ST]
	
	[Degree obtained]
[Special award, accomplishment, or degree minor]

	Interests
	[Briefly list interests that may pertain to the job you want]
	References
	References are available on request.




· Using such template will save time and effort, so that you just fill the information, while the document is designed and the sections are listed ready to be filled.
· Of course you can remove or add any information. 
· For example: you don’t want to add “Interests”, you can simple remove this part.
· If you like to add a new part for example, volunteer work, you can add it with the same format, or replace an existing part that you want to remove.

Online Templates
Microsoft provides you with additional Word templates that can be either downloaded for free, or bought.

Visit www.microsoft.com, search for “Word CV Templates”, and you can find links to guide you to other templates on line.




















Examples of Good and Bad CVs
[image: ]
Try to find the mistakes done in this CV.
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[image: ]Exercise



Use a ready Word Template and write your CV using the tips given in previous lectures.
You are also requested to add a cover letter at the beginning.
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David Gibbons
57 Outlands Road, Dingley, LE16 9ST
Mobile: 079 3316 8158 E-mail: David gibbons@live.co.uk

Personal Profile

A motivated, adzptable and responsible Computing graduate seeking a position in an IT
position which will utilise the professional and technical skills developed through past
‘work experiences in this field. 1 have a methodical, customer-focused approach to work
‘anda strong drive to see things through to completion.

Education

2000-2013  BSc Computer Science (Hons)  Aston University
« 1% Class Degree with Professional Placement

Relevant Modules: Q\
Professional and Social Aspects of Computing (7
Data Modelling and Database Systems (5

Information Security (67%)
‘Human-Computer Interaction

|
|
i

2007 - 2009 BIEC Nati inIT  Hall Green College

2000 - 2007 Bournville Secondary School
= 8GCSESs at grades A*-C

‘Work Experience

2008 - Present 1T Manager Maplins
Mentoring and training new IT staff;

Researching, installing and configuring new computer systems;
+ Ensuring that all relevant licensing laws are adhered to;

* Keeping up to date with the latest technologies.

Oct 2003 - Jun 2008 1T Support Officer  Ladypool Warehouse Ltd.
Provided extensive IT support to internal and external stakeholders;

* Installed and configured computer hardware operating systems and applications;
+ Monitored and maintained computer systems and networks;

+ Resolved, diagnosed and solved network problems and relevant software faults

Jan 1999 - Sept 2003 1T Admin West London Council
+ Produced Requirements Documentation (diagrams and workflow);
+ Maintained the computer network and information systems
19961999  Various jobs  Retail (sectors)

Hobbies and Interests

Tenjoy reading non-fiction books, solving puzzles and socialising with friends and
family

Referes

Mrs Saima Khan
‘Sales Manager

Flash Electronics Ltd

Address: 24 St Denys Road, Postling, CT21 3QF
Tel: 0100 228 2091

‘Email: khan s@flashelectronics co.uk
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Chronological resume - CV (Modern design)

Provided by: Microsoft Corporation
Downlosd size: SOKB.

Rating: 73 37343X3% (0Votes)

Chronological resume -
CV (Blue Line design)

Chronological resume  Resume (Essential design)

(color)

Functional resume.
reference sheet

Cover letter for functional

‘Computer programmer

Entry-level resume.

Resume (Origin theme)
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Curriculum Vitae

Address: 66 Hendford Hill, MOULDSWORTH, WAS 8DE, United Kingdom

Tel: 07900257283 Email: coolguy007@hotmail co uk.
DoB: 27 February 1985 Nationality- British
Gender: Male Marital-status: Single

Personal Profile:
1 ama hard-working individual who enjoys working 1 am excellent at meeting deadlines. T
‘have two years of experience in business and I would like to contribute to a business with my
excellent skills and past work expeience.

Education:
1001 100 Collingham Gardens Nursery
10021006 Stamford Primary School
10962002 Hall Green Secondary School Q\,
20022004 Alevels  Sandwell Sixth Form x‘t\

« English: A

« Mathematics: C

« Biology:B

* Geography: A

« Business:C
October 2004 — Tune 2007 @m@m BScPsychology
Work: %
2011-Present  IT Support Assistant ABCElectronics Lid
20082011 IT Admin Dana Corporation
2006 -2008 IT Assistant M&M Electric Vehicles Lid
2005 Cleaner KlLageyLid
20032005 Housekeeper Plaza Hotel
2002 Packer Packaging Products Lid.
20002001 Cleaner TB Group Inc.

Hobbies:
Tenjoy skiing, hiking, playing football, bird watching and going to Church on Sundays.

Reference:
Mr Evan

Tesco

Birmingham, West Midlands, BSS 1KE, United Kingdom, Europe, World, Universe.
Tel: 0784320 3833

E-mail: evan sanders82 @hotmail com





