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Updating Your Resume
An updated resume should appear professional and any potential employer, admissions counselor, and/or volunteer recruiter should be able to derive at least 3 skills and 3 experiences that would make you unique to the position/school you are applying for. 

Part One-Updating Resumes

There are 2 resume samples on the following pages. Read through them and discuss them with your cohort leader. 

You should be able to identify at least 3 errors in the first resume. 

You should be able to identify at least 3 improvements in the updated resume.

Part Two-Homework
Your homework is to update your current resume. You will need to check your formatting for professionalism and update it with all of your present education and experience. 
You can update your resume 1 of 3 ways:

1. Update your resume with the format you are already using. Just be sure you are providing all of the same information that is in the samples.

2. Use the Career Cruising Website to format your resume in the following steps:


a. Go to www.careercruising.com
i. Username-curtis

ii. Password-upsd

b. Click start Career Cruising
c. Click on the Portfolio Tab

d. Click on New Portfolio if you have never built one.

e. Click on the Resume Builder tab

f. There are 10 categories, only fill in the categories that apply to you.

g. Click on Format and View 

h. This will automatically save in your account 

i. Click Print/Export to print.

3. To create a Resume in Word follow the steps below:

a. Open Microsoft Word

b. Click on File

c. Click on New

d. Click on General Templates

e. Click on the Other Documents tab

f. There are 3 Resumes that are already formatted that you can type into. You can change the text but not the format.

g. You can also use Resume Wizard to customize your own Resume.

