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By Foye Robinson Templates are used to create the documents you want to develop quickly. You can use the layout of your template and renew it for use. Word templates are placed in the templates folder for easy access. If you are working with a template that includes a locked form, you must unlock the form before you can edit it. After
the updates are complete, save the file again or rename it as a different template in MS Word. Go to MS Word and open the template you want to edit by clicking File and New. Select On My Computer... from the New Document task pane. The Templates tab opens. Select the General tab to edit the templates that you created on your
computer. Otherwise, choose one of the other tabs instead. Select the template you need. Then choose Template under Create New and click OK. The template will load on your page. Edit the template by selecting any content you need to change and writing about it. Update the fields within a template by selecting the field (for example,
Click here and type the recipient's address) on your page. The entire field will be grayed out when selected. Right-click the field and choose Edit Field to open the Field dialog box. Place the cursor in the Show Text text box and modify it to read the shape you want, and then click OK. Add a date field to your template by selecting Insert and
Date &amp; Time. Choose the date format you want, place a check mark for Automatically update, and click OK. The date field will be added to the MS Word template. Edit the format of an existing date field by right-clicking it. Select a different date format and add a check mark to Preserve Formatting during upgrades. Then click OK. Edit
a form field in your template by unlocking it first. Select View, Toolbars, and Customize. Choose Forms on the Toolbars tab to open the Forms toolbar. Place the cursor in the form field on your page, then click the Protect Form button on the Forms toolbar. Double-click the form field to update it. Save your work by clicking File and Save As.
Select the file name of the original template in the Save As dialog box and double-click it. The edited template will replace the original file. Click OK if you receive a warning that the document contains macros, ActiveX controls, XML expansion pack information, or web containers. The updated template is now ready. When was the last time
you updated your resume? If you can't remember, time for a makeover! An updated resume will increase your chances of getting a good job and highlight your skills. In addition, you'll overcome HR applicant tracking systems, making sure your resume gets in the right hands. Whether you want to change jobs, climb your career ladder, or
get side hustle, an updated resume can make all the difference. With the advent of digital technology, resumes no longer look like they used to. Today's job seekers are constantly polishing their resumes, adding modern modern features slideshows, animations, social media profiles and beautiful online portfolios. Some even create
professional one-page websites that serve as both a portfolio and as an acurriculum vitae. A resume update can help your profile stand out from the crowd and attract employers' attention. In addition, it gives you the opportunity to show your experience. A web designer, for example, can turn your resume into an impressive website with
job samples, customer reviews, and expert ideas. If you've acquired new skills over the years, use your resume to list those skills and present yourself as an expert. Updating your resume can also give you a confidence boost. You'll gain a better understanding of your strengths and weaknesses and see how far you've come. On that, you'll
be ready for any opportunity that may arise, whether it's a secondary job or a full-time job. You never know when a promotion or role is available in your organization—with an updated resume, you'll be one step ahead of other candidates. There are many other reasons to update your resume format. Not only will your profile stand out, but
you'll also avoid spam filters and overcome your resume. The average employer receives 75 to 250 applications per job offer. In a perfect world, they would review each resume, respond to each applicant, and provide feedback. Unfortunately, this rarely happens - unless you are dealing with a small business that has a lot of free time.
Approximately 98.2 percent of Fortune 500 companies and millions of small and medium-sized enterprises use applicant tracking systems (ATS) and resume filters. These technologies allow them to scan hundreds of resumes in minutes based on specific keywords and formatting requirements, and grade them on a scale of 0 to 100. If
your resume is outdated or lacks specific terms of work, it won't go from robots. The only way to overcome this system is to update and customize your resume for each job offer to which it applies. No matter which resume format you choose, there are a few basic things to include in your resume. While it's true that resumes vary based on
your skills and work experience, it's always good to provide the following information: Contact Details (name, phone number, email address). Optional personal information (social media profiles, date of birth, citizenship and marital status). Education (majors, certifications and accreditations listed in chronological order).
Employment/experience history (including any relevant internships and volunteer work). Skills (foreign languages, computer skills, etc.). Interests and hobbies (optional). Any prizes you've won (optional). Memberships (optional). U.S. employers do not require personal data, such as age, gender, and marital status. However, if you are
applying for a job in Europe, you need to provide this information. The Europass Curriculum Vitae (CV), commonly used in the EU, has a specific format and job seekers to include personal data. With the exception of the UNITED Kingdom, the Netherlands, Ireland and Sweden, all EU countries require CV with photos. Your resume can be
as short or as long as you want. However, it is recommended not to exceed one or two pages. A resume that is too long can untie employers or not exceed the system. Therefore, you need to be picky about what to include and what to leave out. Let's take references, for example. Your resume will include your work history by default. If a
potential employer wants to contact one of your previous clients or employers, you can simply review your resume or ask for professional referrals. You don't need to include a contact list on your resume. Do not list any previous skills or roles that are not relevant to the job in question. If you're applying to a role as a web designer, there's
no point in mentioning your previous experience as a receptionist or bartender. Objective statements are optional: include one only if you want to highlight specific skills. Listing your afitions and interests is a matter of personal preference - the truth is that a potential employer doesn't really care if a web developer enjoys hiking or boating.
After you decide what to include in your resume, it's time to determine how you want to present it. Consider resume format, font size, font, and overall layout. There are several resume formats and styles to choose from. Depending on your skills and the role you're applying for, you can use a specific, functional, chronological, or combined
resume. Chronological resumes are the most common; these usually include a brief career summary followed by your work history in order of date and your education. This format is suitable for job seekers with strong work experience. Targeted resumes focus on specific roles. Basically, you'll need to adjust your resume to every job you
request. If you're a software developer, focus on your IT education, programming skills, and any important project you've worked on. Functional resumes are often used by job seekers who are changing careers, applying for basic-level jobs, or returning to work after a long break. This format emphasizes date skills. Combined resumes
begin with the applicant's qualifications and skills, followed by their work experience and education in reverse chronological order. This design focuses on windowsills on work history. Then create your resume and adjust it for the desired role if necessary. Decide whether to save it as a PDF or .doc. Some applicant tracking systems prefer
plain text because they cannot process PDF files. There are a couple of things you can do to make sure your resume is up to date stands out from the rest. First, keep it short and relevant. Use clear titles and headers for each section. Refrain from using unusual fonts and colors. Don't include words or phrases that are irrelevant or overly
promotional, such as proactive, results-based, results, These terms don't really say anything about your skills or how you might add value to the organization you want to work for. The same goes for words like a team player, person-person, or hard worker — employers expect you to have these skills, so you don't need to list them on your
resume. Support your work experience and professional accomplishments with hard facts. For example, you could include things like Sales increase by 300 percent between 2015 and 2017 or Sales quota exceeded by 10 percent each year. If any of your previous accomplishments or projects relate to work requirements, put them on
paper. Use specific examples and avoid broad statements. Statements.
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