	Process Descriptions and Instructions 
Document 3: Training Script for Resume Workshop 


The following document shows the first page of a resume workshop training script. The writers have included step-by-step instructions and screenshots of the PowerPoint slides. 
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i Script for Resume Workshop

Hereare the steps fo present the PowerPoint presenation 0 the paricipants i the
“Wriing Effctive Resumes" workshop. Spesker notesare idenifed by parentheses. We
have provided sereenshots o the sldes you wil show

Insert the “Effective Resumes” floppy disk into the computer.
Double clik the PowerPointicon on the deskiop.

Click on File from the PowerPoint Menu Bar

Click Open from the dropdown menu.

Select 3 Floppy (4 7 from the dropdown men.

Doubiecl

ck the dosument “Writing Effective Resumes™ from the lis

Click on the lide sorter view bution at the botiom. The button resembles a
champagne glass and i located above the word “Draw”

Give each participant a copy of the workshop handouts.

‘Welcome the participants i atiendance while sarting the presentation. Tell them
that we will waich a short presentation on witng effective resumes.

Start the firstside by pressing the slideshow view button loated nea the bottom
left comer, Side 1 begins.
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