How to Access Résumé Templates in Word 2007

If you need help creating a résumé, a template can be useful. These instructions are for Word 2007 however the process is similar in the 2003 version.
1) In the Word program, click the Office button in the top left corner.
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2) Select New from the menu.
3) In the window that opens either type the word résumé into the search bar at the top or click on the New Résumé Samples or Résumés and CVs options from the list on the left. 
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4) If you select Résumés and CVs it will give you the templates organized into three different folders: basic, job-specific and situation specific.
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5) Double-click on the desired template and it will download and open in a new window.
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6) You can now put your own information into the template.
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