Exercise # 6


1. Open the file resume.

2. Centre and italicize Jocelyn’s full name, address information and telephone number.

3. Bold - Jocelyn H. Baker.

4. Change the font style (your choice of style) on all headings.

5. Move your cursor to the first Professional Expertise statement and add bullets to each statement.

      (Remember: Use your short cut key).

6. Add two more bullets to the list of statements to describe the candidate. 

(Remember:  Once you have finished your last statement, click( Return. 

A bullet will appear then click( Backspace. The bullet key function will deactivate and you can continue).

7. Underline – Business Administration Degree and Can-Com Inc. 

8. Save. 

9. Cut and Paste the 3rd Professional Expertise statement to follow the first statement.

Steps to follow: 

· Highlight the 3rd Statement and then use your short cut key to cut it.

· Using your mouse or keyboard, place your cursor at the end of the 1st statement.

· Press the Return key. The cursor will jump to a new line and add a bullet automatically.

· Use your short cut key to paste the bullet statement here.

10. Copy and Paste the last sentence in the Profile Summary as an additional bullet statement under Professional Expertise.

Hint: You have to paste the 6th statement first and then go to the beginning of the new statement and add a bullet.

11. Print preview the document.

12. Close the file resume. 


JOCELYN H. BAKER

123 Lavender Crescent

Winnipeg, MB  R1R 2R3

(987) 654-3210

PROFILE SUMMARY

Dedicated, flexible and well organized with a strong commitment to excellence in customer service. Works well with others and proven ability to take on leadership roles.

PROFESSIONAL EXPERTISE

· 11 years experience 

· Well organized with an ability to handle detail independently.

· Highly motivated individual with a strong background in order and inventory control.

· Strong customer relation skills.

· Team player

· Works well with others and proven ability to take on leadership roles.

EDUCATION

1988


Business Administration Degree


Edmonton, Alberta




University of Alberta

WORK HISTORY

1989-1993

Can-Con Inc.




Edmonton, Alberta




Customer Service Representative

1993-1995

Can-Con Inc.




Edmonton, Alberta




Assistant Manager of Order/Inventory

1995-Present

Can-Com Inc.




Edmonton, Alberta




Customer Account Manager

INTEREST

Camping, hiking, reading and gardening.

REFERENCES

Available upon request.

In this exercise you will practice:





Opening a file				Bolding, Underlining, Italicizing 


Changing font appearance 		Editing text - (Cutting, Copying and Pasting text)


Using bullets				Saving a file – (Save As)


Closing a file





This is how it should look:








Power Up
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