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Resume Class using Learning Express Library
Welcome!
In the first class, you will be shown how to:

e (Create a Learning Express Library account,
e  Put the resume ecourse in “My Center”
e Begin entering your resume information, and how to do it on your own.

Between week 1 and week 2, you will complete entering the resume information into Learning

Express. It must be complete before the 2™ class. If necessary, changes can be made in class.

During the second class, the librarian will show you how to:

e Review the resume information entered,
e Export (transfer) it to a Word document, and make any adjustments, corrections or additions.
e Save it to a disc or flash drive (which you must provide).

Please review the following information carefully, together with the librarian; to be sure you are

prepared for this class. You cannot begin the resume class without these items.

Experience using the Internet, email and Microsoft Word
An appointment for your next session of this class.

Your Syosset Library card number

A password you can easily remember

Your resume, in either in a readable electronic format or hard copy

A USB drive or disc, or a place to save your resume (email, Google Docs Account).

An email address is optional but helpful
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Resume Class using Learning Express Library: The First Session

Session 1: Create a profile, locate resume ecourse, and begin entering your resume information.

1. You will log into Learning Express and create a profile: “My Center”. Do you already have an
account, or are you creating a new one?

a. Username is your Syosset Library Card number. (You can use another username inside
the library, but then you won’t have remote access).

b. Your Password is secret, but should be easy to remember. Follow the instructions on
the screen.

c. The option to give an Email address is there so that if you forget your password, they
will email it to you. Learning Express does not use the email for any other reason.
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2. Find the resume ecourse: “Career Course: Creating a Great Resume”

a. Go to the search box and type “resume” and press enter.

b. Search the results for the ecourse titled: “Career Course: Creating a Great Resume”
c. Tothe right of the course name, click tjie “Add to My Center” button (with green +)
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d. You will see, “You've just added: ‘Career Course: Creating a Great Resume’ to your My
Center page. To the right, click: “Start this course now!”
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3. Course Outline and Segment 1: About Resumes and Formats:

You will see a Course Outline on the left side of the screen. Follow the steps in the course, which
expand as you go. Sections that have been viewed will have a check mark. The page you are on has
ared dot. The other pages have a grey dot. You can skip around if desired, but the information in
the first section is very helpful. You may want to skim each page. Answer questions as you go.
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Instructions My Center Notebook course

Course OQutline Career Course: Creating a Great Resume

¥ Course Overview

¥ Segment 1: About The Format That Is Right for You

Resumes and Formats

'/;;Er:‘_:gf;al Resums o0 save you time, let's first determine which of the three formats is best for you. Ultimately, the format and style you choose should best showcase your
ducation, skills, and experience.
® The Format That Is
Right for You
@ Chronological Format ke a moment to answer the following questions.
@ Resume Template:
Chronslegical Format

@ Functional Format Yes No

- >
@ Resume Template: . Are you a recent graduate with little or no real-world work experience?
Functional Format
@ Combination/Targetad
Farmat

. Do you have one or more large gaps in your employment history?

. Are you highly trained, but have little real-world work experience?

@ Resume Template:
Combination/Targsted
Format

Do you have little paid work experience, but extensive unpaid volunteer work experience or unpaid internship experience?
Do you have non-work experience that helped you develop skills that will be useful in the workplace?

@ Electronic Resumes

@ Putting It All Togather Are you changing careers and hoping to work in a totally different industry?

v Segment 2: Compiling

Do you know exactly what job you want and understand the exact job requirements of the position?
Your Resume

. Are you willing to tailor your resume to showcase what you know the employer is looking for?

O PN G N E N

. Do you have the education and skills needed to be successful in a specific job, but lack the related work experience?

| Submit ‘

Segment 1 does not take long, but has important information to review before you begin. First you
will hear about the three traditional resume formats. You will take a short quiz to help select the
appropriate format. Then, you can study the pages that relate to the chosen format, or view all of
them. Definitely read the Electronic Resumes page. After this, you can start entering your resume
information in Segment 2.
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In Segment 2, you will compile each section of the resume. Review the page entitled The Heading,

where you will learn what goes in this section and why it is important. The next page shows sample
headings. (Not all sections have samples). The page after that is called Your Heading. In these
boxes, you will enter your heading information. After you are done with the heading, you will read
The Objective and then follow by entering Your Objective. After each entry you must hit Submit.
Just enter the text now. Formatting (bold, italics, centering, etc) will be done later.

First view the information about that section.

Example: Heading instructions
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Course Outline Career Course: Creating a Great Resume

v Course Overview

v Segment 1: About
Resumes and Formats

The Heading

¥ 3:3:“;::“2,;‘5“""“"9 The heading of a resume can be formatted in a variety of different

name. Subsequent lines of the heading should contain all your cun

@ The Heading

v Sample Resume
Headings

address (If you are still in school, you should include your p
phone number (Remember, if you are going to be receivin
callers.)

fax number (if you have one)

e-mail address (If you don't have an e-mai
new account with a free e-mail provi

v Your Heading
Information

© The Job Objective
© Your Job Objective

icknames ar
© Educational
Background

Remember, if your current emplo; not aware of your

© Your Educational
Background

© Certifications and
Uicenses BFrevious

© Your Certifications
and Licenses

@ skills

Example: Educational Background instructions
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Instructions My Center Notebook

Career Course: Creating a Great Resume
Educational Background
In this section of your resume, you wil list your educational experience, starting with the 1

about to earn). This may include your high school information, and it should always include
any tice training, workshops, or training courses you have co

Each item listed in this section of your resume should include:

< the full name of the educational institution you attended (Do not use abbreviations sut
« the city and state where the institution is locate

« the date of your graduation (generally month-year format)
« the degree(s) or certificate(s) you earned

While describing each institution you attended, you can also include any courses or
potential employer, especially if you are a recent/pending college graduate witlg

On your actual resume, the heading you use for this section ¢
« Education

+ Academic Record
« Educational Background

Should You List Your GPA?

As a general rule, avoid listing
are a recent graduate and -
top of your class. Also *

not likely to have -

Then enter your own information in the boxes
provided. It’s very easy to follow:

Example: Enter your Heading information

eoe ®

Your Heading Information

Now is your opportunity to compile all of your contact information. If somathing doas not apply to you, le

This will be saved.

Full Name:

7 [ A

Permanent Address:

School or Temporary Address:

Phone Number:

If you want to kst only one phone number on your resume, make sure you delete the appropriate tr
rumber, delate "Home:".)

€-moil Address:

Instructions My Center Notebaok

Career Course: Creating  Great Resume

Your Educational Background

of the boxes below with the relevant info

s nat apply to you, leave b

This will be saved.

High School/College or University Name

L 1
| |

city, state

What Year Did You Start?

Graduation Month/ Year

Degree(s) and/or Award(s) Earned

L
L

Your Major(s)

Your Minor(s)



Syosset Public Library
Create a Resume

5. Segment 2: Compiling your Resume

At this point, you should be able to use Learning Express Library to enter information on your own.

As you come to each section, look at the examples given, consider how they apply to you. Some

have typical content, such as the Heading, which is your name and address, phone, email, etc. But

others have content that is unique for each person. Consider the purpose, usual content, and what

if anything may be unique. Ask the librarian any questions you have about each section as you go.

You can also consult resume writing books for more detailed information.

a.

Go down the course outline through the remaining sections, to make sure you have an
idea what goes in each and what to do. Take a look at Your Skill Set. This section is a
list of check boxes with various skills. The boxes checked will go into a list in paragraph
form in the resume. There are other helpful pages, such as Bulleted Lists, and Action
Words and Power Phrases.

Show the Putting It All Together page which is where you will see all that you have
entered. At the bottom, they can click Download as a PDF and they will have an idea
how it will look when done. They will save it at the end when it is done.

6. Session 1 review

a.

Log out and make sure you remember the steps and information needed to log in. Log
in again for practice.

Locate My Center. Note that the course now says Continue. When you do this next
time on your own, you can now go to the page where you left off, resuming entering
your information.

During the week before the next session, you should complete the resume information
in each section. If you have any questions about that, please review with the librarian.
Ask the librarian if you have any other questions.

Log out of Learning Express Library.

This is the end of session one. Don’t forget to continue entering your information on your own. You can

call or come in to ask, if you have any questions. Don’t forget next week to bring back the same

materials as this week:

Your Syosset Library card number

A password you can easily remember

Your resume, in either in a readable electronic format or hard copy

A USB drive or disc, or a place to save your resume (email, Google Docs Account).

An email address is optional but helpful

Have a good week.
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Session 2:

1. Review the information that has been entered and make any changes.

a. Loginto Learning Express, and open My Center and find the “Career Course: Creating a
Great Resume”. Click Continue.

b. Go to the section marked “Putting It All Together” (second from bottom). All your
resume information will be viewable on one screen. The section order cannot be
changed in the course, but you can change it later, on your finished resume. Review
each section and check the information. Don’t forget spelling and grammar. Are all the
sections (that you wish to complete) completed? Are there any questions, or revisions
to be made?

c. Ifthere are any changes, click where it says “click to edit this section.” This will take you
back to the original screen where you can edit your changes and submit.

\

Related Courses, GPA, Impressive Accomplishments, Extracurricular Activities, Club Affiliations, etc.

Click here to edit this entry.

Your Educational Background (Continued):

High School/College or University Name

2. Once all of the sections are complete, scroll to the bottom. You will see the Download Options
box, which lets you preview each resume style: Chronological, Functional and Targeted Format.
Click the first resume format you want to see. (You can still go back to try the other formats). It
will open in that style, using a program called Adobe Acrobat, which is very widely used.

Download Options

PDF: [X pownload vour resume in the chronological format.

& Download vour resume in the functional format.

[8 pownload vour resume in the combination/targeted format.

Note: By no means is the PDF you are about to see final. It is merely 3 collection of all
your respenzes from this segment of the course. Keep in mind that thare iz ne =pell
check, so the PDF should NOT be printed and sent to potential smployers without =
thorough proof. If you have editorial or fermatting changes, dick on the appropriate
"Click here to edit this entry” link sbove. Once you make revisiens and return to this
page. click the PDF link =gain to see your new draft.

TEXT: To download your responses as a text file, right-click here and select
"Save Target As...".

Note: This is = text document; you cannot print this s= is and send it to ampl: ers. The

mzke editorial changes.
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3. Once you have chosen the format(s) you want to use, you will save your resume. Don’t worry,
you can still make changes. Take out your flash drive, or floppy disc, and put it into the
computer, and wait until the computer recognizes the new storage device. At the top of the
toolbar in the Adobe Acrobat window, click the icon for “save” (which looks like a disc). Choose
a name and save the resume to your USB drive or floppy disc.

€ http://www leamatest.com/coursecenter/modules/JobAndCareer2006- Course3/Resume_Chronolagical_Fo - Microsoft Internet Explorer p

i ‘ ¢ httpe//www learnatest.com/coursecenter/modules/JobAnd Career2006-Course3/Resume_Chronclogical_Format.cfm?CFID:

Delicious g4~

@ Recently Bookmarked +

BY & +&[ 2 oo [H@i~ -

Home:
Cell:

EDUCATION:

4. Once you are done saving the resume formats you chose, read the last page, Course Summary.
Then, you can close Learning Express Library. Your resume information will remain on file unless
you delete the course from My Center. (It always says “Continue”. It’s never completed.)

5. The next step is to convert your Adobe file (PDF file) to a Word document, so that you can edit it
in the future. There are two ways you can do this. If you have a Google or Gmail account,
follow the Google instructions. If not, follow the PDF TO Word instructions section. When you
are done, continue to step7.
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6a. Using PDF TO Word. In Internet Explorer or Firefox, go to www.pdftoword.com

Step 1
Click the browse button and locate
your pdf file on your USB drive or
floppy disc

Step 2
Leave the selection on .DOC. (Ifit
switched to RTF, click DOC to
change it).

Step 3
Enter your email address to covert
the file. Do not check the checkbox
unless you wish to get email from
this website. Click Convert.

The next screen tells you that your
document is converting and to
check your email. Be sure to check
your junk folder. You don’t have to
add their email address to your
book unless you plan to use this
again.

| free!
PDFi:»Word™

The Most Accurate PDF-to-Word Converter

Using aur PDF-to-VWord conversion tachnology, you can quickly and easily
create editable DOC/RTF files, making it a cinch to re-use PDF content in
applications like Microsoft Word, Excel, OpenOffice, and WordPerfect.
Best of all, it's entirely free!

Layout Pages Using
Microsoft Word
Formatting Tools.

‘Accurately Reproduce
Graphics and Maintain

Image Fidelity.

—r——a
For Bvierd

While it's not possiole to replicate the | | Creating a \Werd file that resembles Pictures, photos, vector images, and
exact formatting and appearance of the original PDF is just the first step. Excel charts are all examples of
the original file used in creating a FDF, ) ) graphical slements that might be
ve believe our free PDF-to-ord When you need to quickly re-purnose || conezineg within POF fies.
converter produces more accurate PDF content in Word, [ must also be
fesuts than any ather tool aut there, | | el formatted. Unlke most PDF-to- Our PDF-so-Word converser &

Sign into your email and open the message from pdftoword.com. Open the attached Word file
and Save it to your floppy disc or USB drive. (You can use the same name as the PDF file).
*When saving, choose “Save As...” and change the file type to 97-2003, so that people with
older computers can open your file. At this time, if you want to make a RTF copy (for people
with WordPerfect or Works) you can also save your resume as an RTF file.

Continue to Step 7.
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6b. Using Google Docs. In Internet Explorer or Firefox, go to www.google.com.

Ste p 1 = Google Docs - Upload a File - Microsoft Internet Explorer provided by Syosset Public Library

In the Upper right hand COFner, C|iCk @\_/‘ i ‘ﬁ https://docs.geogle.com/DocActionfaction=updoc&hl=en
Sign In' and Iog intO your aCCOunt. Delicious g4+ @ Recently Beckmarked ~

. % & |B3|~| (@8 syosset Public Library _@ Google Docs - Upload ... & Marianne Malzgen - Qutlo...
once you are IOgged In’ from the Gmail Calendar Documents Photos Reader Web more~
More menu in the middle of the \CAOugic docs
screen, choose Documents.

« Back to Google Docs

Upload Files
tep 2
. . Select files
CI'Ck on U pload, n the Upper |eft You are currently using 0 MB {0%) of your 1024 MB. Add storage
corner b You can upload files up to 1024 MB. Files converted to Google Docs have smaller limits
Step 3 2 selectfiles to upload
a. Check the box marked Select conversion options
”Convert tEXt from P DF tO a Only converted files can be edited online. File types and size limits
” \ Convert documents. presentations. spreadsheets, and drawings to the comresponding Google Docs formats
GOOg'e DOCS docu ments V| Convert text from PDF or image files to Google Docs documents. How does this work?
Select f||e to Upload Document language: English -
c. Start upload o

d. Click “Back to Google Docs”

& Destination collection~ & Private ¥ Start upload

The document is now in your list of Google docs. Click on it to open. You can choose to use or edit
the Google Document (very similar to Word) or you can copy all the text and paste it into Microsoft
Word.

7. Once you are working in Microsoft Word (or Google Docs), you can
a. Add sections to your resume that weren’t included, such as “Activities”
b. Change formatting, such as Font style, Size, Center text, etc.

If you are new to Microsoft Word and are nervous about making changes to the original, make a
copy to practice with, so that you can always go back to the original version. Then save only the
version(s) you plan to use. You also can save different resumes for different jobs, such as one
that highlights your banking experience, and another that highlights your accounting
experience, or two different objectives.

8. When you have completed these changes, click Save once more.
9. Print a few copies to take home and review and proofread carefully.

This concludes the How to Create a Resume class. From here you should be able to work on your own,
with books on Microsoft Word and resume writing books.
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