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Using Word 2003 to create Résumés    
 
 
Word has Résumé Templates that provide you with a framework to create a résumé.  
 
The templates are actually Tables that help with layout; the table’s borders are turned off so you don’t 
see lines around the Columns and Rows.  
 
The templates also use Tab Stops to create consistent spacing throughout the résumé                
(note how the cities are aligned to begin in the same place for each job entry in the example below). 
 

 
Mary Doe 

225 N Oneida St, Appleton  WI, 54911    920-555-5555    myemail@email.com 
 

Job Title Appleton, WI             March 2002-current 
Place of Employment 
 First Task 

– Detail 
– Detail 

 Second Task… 
 
 
Previous Job Title Chicago, IL      1998-2002 
Place of Employment 
 First Task 
 Second Task 

– Detail 
– Detail… 
 
 

If you learn to use Tab Stops, you can create a résumé from scratch 
without using the Templates. 
 
You can also create a résumé from scratch by creating your own Table, 
Merging and Splitting cells as needed, and turning off the borders. 
 
 

Finding Résumé Templates: 
1. Open the Word program 

2. In the menu bar at the top-left, click on File and then New 

3. A side panel will open (or change if already open) on the right.  

4. In the Template    area (the second category in the sidebar) choose 
“On my computer…” This means you want to open a Template that is 
currently saved on your computer. (It is saved on your computer b/c the 
template is a built-in part that comes with the Word program.) 

5. A Templates box will pop up (see next page)  

 

 

 

http://rds.yahoo.com/_ylt=A9G_Rq9iXxBFeNYATx2JzbkF;_ylu=X3oDMTBjZmpxdmw3BHBvcwM3BHNlYwNzcg--/SIG=1ft82gdlv/EXP=1158787298/**http:/images.search.yahoo.com/search/images/view?back=http://images.search.yahoo.com/search/images?p=save+icon+word&ei=UTF-8&fr=yfp-t-500&x=wrt&w=30&h=30&imgurl=veenscomputershop.nl/onlinewinkel/images/word.gif&rurl=http://veenscomputershop.nl/onlinewinkel/images?S=A&size=199&name=word.gif&p=save+icon+word&type=gif&no=7&tt=159&oid=c2503f741be3f43c&ei=UTF-8
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6. Select the “Other Documents” tab, as indicated above. 

7. Choosing a Résumé 

a. Résumé Wizard will walk you through several steps (see below) OR 

 

“Other Documents” tab 
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b. Contemporary, Elegant, and Professional Résumé are three different styles 
for how the résumé will look (see Templates: Other Documents Tab image) 

i. Once you choose one, a pre-populated résumé will appear 

ii. You need to replace the content with your information (see below for an 
example of Professional) 

iii. You will need to copy and paste portions to ensure you have enough of 
each category for your résumé to be complete. 
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Using Tab Stops 
If you want to create your own résumé without a template, you can use Tab Stops to create 
alignment of elements. 
When Tab Stops are set, they tell Word that if you hit the “Tab” button on the keyboard, the cursor should 
jump to the position where the first Tab Stop was set. If you hit Tab again, it will jump to the next position 
you set. Setting Tab Stops is different from just hitting the Tab key, which will usually jump ahead ½ inch 
from where you were last typing. Tab Stops are marking a specific place the cursor should stop at when 
you use the Tab button on the keyboard. 

1. Click in the Horizontal Ruler and a Tab Stop quickly will be created 

a. If the Horizontal Ruler is not there, click on View in the menu and then Ruler 

b. See picture below to see the { Horizontal Ruler } with 2 Tab Stops set 

 

 
 

2. If you double-click on the Tab Stop, a popup (see below) will allow you to change the 
alignment. (In the résumé example previously, the Tab Stop for the dates has a Right 
Alignment so the dates align along the right edge of the paper’s margin.) The Tab Stop 
above looks like a little “L” in the Horizontal Ruler. 

 
 

 

 

 Tab Stop 
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Left Tab  
The Left tab is similar to the typewriter tab. Text will begin at the tab 
position and continue to the right of the tab. 

Right Tab  
With the Right tab, text will end at the tab and flow to the left.  

Center Tab 
 

The Center tab works similar to centering a line of text but instead of 
centering between margins, text is centered at the tab location. 

Decimal Tab  
The Decimal tab is used to line up numbers and text with a period. 
This is useful for a group of numbers or a list of instructions. 

Bar Tab  
The Bar tab is used to add a vertical line at that position. This could 
be used when you want to set off some text. 

 

 
Using Tables 
If you want to create your own résumé without a template, you can create your own Table 

1. Insert your table 
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2. Split, Merge or stretch cells where appropriate. (Stretch cells by clicking and holding on a 

vertical or horizontal border line as you move the mouse in the direction you want it to expand.) 

 
 

3. Turn off the borders 

a. Click on the selection handle at the upper-left corner of the table to 
highlight the table all at once 

b. Use the border shortcut button to turn off the lines 

 
 

 

 


