Resume/Cover Letter Workshop
Goals:  This class will introduce job training center patrons to the basic functions of Microsoft Office 2007.  It does not attempt to be comprehensive; rather it contains the basic functions needed to produce documents like letters and resumes. This class can be taught by any library staff member familiar with Microsoft Word; it is designed in a manner that does not require advanced knowledge on the part of the student or the teacher.
Introduction to Job Training Center 
Explain new center resources at library: monthly workshop classes at library designed in two parts which build on each other, these require registration, enrollment is limited to 10, require cancellation because waiting list is kept, etc. Other resources such as books and DVDs are available at all times. Additional workshops offered with community partners in self-presentation and interviewing skills. Also mention community partners, eg. Salvation Army which will help with interview clothes. Pass out brochures with workshop schedules and other information from partners. 
Order of Instruction:

Have everyone click on Word desktop icon and open program.

Have everyone type their name.


Show how backspace and delete key are used.

Have everyone save the document.

Close the document.

Have everyone find and reopen their documents
Explain font formatting and walk patrons through the following actions using their name as the basic text.

Show patrons how to left-click and highlight text.
Change font

Change font size – show the instant sizes and how to custom-select the font size

Change font color

Go over Bold, Italic, and Underline – show buttons for these features
Explain text orientation.

Left align

Right align

Center align

Justify – be sure to explain what justification is, sometimes it isn’t obvious.

Show patrons how to adjust page margins.

Show patrons how to use “Enter” key and “Tab” key.

Show patrons how to page break


Show patrons how to scroll with scroll bar and mouse wheel.
Practice printing

Explain difference between fast print icon and “file-print” 
Show patrons how to use Print Preview
Be sure to mention how extra pages can be avoided with Print Preview.
Explain spell check (This mini-unit can be covered whenever a patron misspells a word)

Have patrons misspell a word like “apple”

Point out the red line that Word uses to identify a spelling error
Have patrons right-click on word to receive spelling suggestions and demonstrate how to select one of these suggestions by clicking on it.
Demonstrate the autocorrect feature with words like “Weird” and “Sieve”.
Cut and paste

Show patrons how to highlight text to select it

Use edit, copy and edit, paste or keyboard shortcuts ctrl + c and ctrl + v

Briefly go over other useful keyboard shortcuts: ctrl + s for “save” and ctrl + z for “undo”
Time allotted: 30-45 minutes
Assignment:
Students will now open a Microsoft Word resume template.  
Demonstrate how to highlight text and fill in their own information. Students should save their file.
Brief break.  10 minutes or so. Students should have the opportunity to buy a jump drive if they want one. 
After the break, students should view the Powerpoint presentation demonstrating the resume builder available through Learning Express Library, some basic points about writing a resume and cover letter.
Working with special formatting:
Some templates chosen from MS Word may have special layouts or formatting features. Additionally, some resumes featured in resume textbooks may have additional features that require special formatting. Most of these features are dependent on creating a table and adding boarders and/or shading. You can briefly demonstrate these features to the class, but encourage those without any resume saved at this point to finish a basic one first and then use any extra time to create features with more “finesse.” 
Continue working on their resumes. 
Present a selection of the library’s Job Training Center resume books; tell students where these are located in the library and that they are available to check out. Students may use these books at their computers. If time permits, and students wish, they may progress to writing cover letters.
Time allotted: 50 minutes
Supplies:  This lesson requires a computer for each student, a computer for the instructor, and copies of Word 07 installed on every computer, 10-20 sheets of good quality resume paper per student (max. 200 sheets), a projector and screen and a printer connected to the instructor’s computer. Jump drives for saving students’ documents in order to print from the instructor’s computer will be necessary. Assistants to circulate and help students during the class are preferable. Brochures about the library’s Job & Career Information Center.
Assessment of learning: If students are able, by the end of the class, to produce a resume, print and save it, the instructors will have a satisfactory sense that persons interested in a basic level class have met substantive goals. Additionally, a brief survey questionnaire will be circulated before the end of the class to see if goals have been met.
The following 3 pages are handouts for your patrons. 
Resume Writing Pointers
1. If you state a goal, make it about what you want to do for THEM, not for YOU.
2. Consider using a “Profile” section – this is your first opportunity to sell yourself.
3. State achievements and accomplishments, not just duties and responsibilities.
4. Quantify achievements with dollars and percentages where possible.
5.  If skills and abilities are varied, group them in categories.
6. Create an “Expertise” section rather than listing extensive experience.
7.  Consider using a “Highlights” section if you have numerous awards, etc.
8. If you have numerous gaps in employment, consider listing the number of years in each position. 
9. Summarize qualifications and work experience to avoid repeating yourself.
10.  Instead of listing jobs held, awards, etc. present them as challenges met, problems solved, indicating what you did when something went wrong.
Design Pointers 
1. The main goal is to have a clear, readable resume. Use a 11 or 12 point font. 

2. Use the correct side of watermarked paper, and be sure it’s a neutral color. 
3. Pick a way to show phone numbers (555-555-1234 or 555.555.1234) and be consistent. 
4. Use uniform margins, preferably one inch.
5. Be consistent with line spacing, character spacing, and punctuation.
6. Keep tabbed or indented text aligned.
7. Try to limit your resume to one page, but don’t make the font smaller to fit. Up to 4 pages is acceptable. 
8. Don’t justify text; make both left and right margins even.
9. Choose your fonts carefully. Rounded fonts (like this one) can look modern, but fonts with edges can be easier to read. 
10. Spell every word correctly. Use spell check, but remember it is not always right! “I am very fear for gnome” is all spelled correctly, but doesn’t make much sense. 
Questions
Please tell us about what you have learned today, so we can improve future classes. (You may want to look at the computer to answer these.)
1. How do you open (or launch) Microsoft Word?
2. How do you save a file?
3. How do you change the size of the font?
4. How do you make text bold?
5. How do you center a line of text?
6. How do you open a resume template?
7. How do you print a document? 
8. Where can you get additional help writing resumes and cover letters?
9. Where can you get free business clothes for job interviews or work? 
10. What was the most important thing you learned today?
11. Would you recommend this class to someone? Why or why not?
12. Where did you hear about this class?
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