JOB SEARCH:  Business Card
· Use Microsoft Publisher templates for “business cards” to design a card for your Job Portfolio.

· Utilize the guidelines for proper page design.

· Assume that you have already been graduated from Luzerne County Community College.

1. Open Microsoft Publisher.

2. Look under “Publication Types” on the left side of the screen.

3. Click on “Business Cards.”

4. Click on the card style of your choice.

5. Personalize it on the right-hand part of the screen.

6. Then click “create” in the lower right corner.

7. Design your card.

a. Information:

i. name

ii. title

iii. address

iv. contact information

v. image 

b. On the left-hand side, alter:
i. page design

ii. font schemes

iii. color schemes

iv. business card options

8. Save it.

9. Print it.

10. Place it in your Job Portfolio.

<http://office.microsoft.com/en-us/templates/CT102532231033.aspx >

