Resume Editing Practice

Directions: The resume on the next page needs some serious editing. Follow the instructions below to correctly format this resume. When you are finished, the resume should fit on one page.
1. In the contact information section change “Ronald Frump” to font size 22 and make the text bold
2. Take out underline style in the profile section
3. Change size of Professional Experience heading to font size 14
4. Change italics to normal style in the Leadership section.
5. Change the font size of the text under Leadership to font size 11
6. Select all the text and change font to Times New Roman
7. Spell-check for errors (press the F7 key)
8. Delete picture 
9. Select the text below Mastery and add bullet points 
10. Align margins for past jobs listed in Employment History
Hint: Use the corrected copy in the student manual as a guideline!
UNCORRECTED VERSION:

Ronald Frump

725 5th Avenue  ( New York, NY 10022 ( (212) 555-1212 ( TheRonald@Frumpmail.com

Objective 

Pan-global corporate oracle with an unwavering commitment to mass produce unlimited quantities of a single product: success.

Profile 

Without a doubt the most capable business genius that has eever lived and there is zero chance that someone else will come along and top my inestimable accomplishments. Immense talent for generating wealth as if it were a byproduct of an autonomic bodily function. Manage team of the finest mathematicians who must constantly invent new numbers to express how much I am worth. People-person and team-builder who can also swim in active volcanoes.

Professional Experience

LEADERSHIP

· Tirelessly stand as a blindingly bright beacon of greatness for all who behold me

· Delicately cradle the fate of the woorld in my hand like a hairless newborn panda cub

· Former vice-president of office coffee club

MASTERY

· Develop and implement strategic marketing plan for business

· Manipulate the laws of space and time for financial gain

· Have yet to make a wrong decision about anything and not about to start

HUMILITY

· Ten-time consecutive winner of Schlorbes Quarterly’s award for “Most Humble Mega-talent” 

· Author of seeveral groundbreaking books on how to be more self-effacing that undeniably eternal classics of literature that eventually make everyone forget about Shakespeare

[image: image1.wmf]Employment History

CURRENT

frump INDUSTRIES– New York, NY

CEO for Life 1970-present
PAST

FRUMP FINANCIAL Holdings – Tulsa, OK

President, 1997 to 2008

FRUMP SCHOOL OF COSMETOLGY – Peoria, AZ

Dean, 2008-2010

FIVE FLAGS OVER FRUMPWORLD FAMILY FUN THEM PARKS– Missoula, MT, Mobile, AL

Boss, 1988-1997

Education

Cloverdale community college – Minneapolis, MN
Bachelor’s Degree in Victory, 1978 
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