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Resume Tools 

Microsoft Word 

Bullet Points 

Indents and Margins 

Fonts 

Fonts that have enough white space to read 
well on both screen and print will make your 
resume more readable 

Arial 

Calibri 

Cambria 

Garamond 

Georgia 

Helvetica 

Times New Roman 

 

Keep all indents aligned vertically 
down the page 

Take some time to experiment with various 
margin sizes to find the right balance between 
the readability and fitting everything in; play 
around with them, but make sure you keep it 
symmetrical 

Use margins 
between .5” and 1” 

Be consistent 
across your 
resume 

 

Keep your resume 

as short and 

concise as possible 

Use bullet points for 

sections like skills 

and education 

instead of 

paragraphs  

 

Use bullet points on your resume in your work 
experience section to list your duties and 
accomplishments 

How many bullet points per job on a resume, 
depends on how many jobs you include and 
how much space you have for each 
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Example 

1. Use of bullet 

points to 

make a list 

of skills 

 

2. Dates 

indented 

consistently 

across 

resume 
 

3. Use of bullet 

points to 

make a list 

of 

experiences 

 

4. Bullet points 

indented 

consistently 

across 

resume 

 

 

1 

2 

3 

4 
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Track Changes 

1. Open Microsoft Word 
2. Choose the Review tab at the top of the 

document 
 

 

 

 

 

3. Track Changes button 

 

 

 

 

 

4. Make sure that you change ‘Simple Markup’ 
to ‘All Markup’ from the drop-down bar 
next to Track Changes 

 

Layouts and 

drop-downs 

may look 

different 

depending on 

the version of 

Microsoft Suite 

that you are 

using 
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Using Track Changes 

Add Text 

 

Delete Text 

 

Once Track Changes is turned on, you can start 
editing the document  

Any changes you make to the text will be 
marked by a grey bar on the left side of the 
changed text 

The added text will be in a different color to the 
normal text, making it easy to spot for reviewers 

 

 

 

 

The deleted text will be noted in a comment in 
the right margin of the document or crossed 

 

 

 

Editing 
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Comments 

 

Reformat Text 

 

The type of reformat will be noted in a 
comment in the right margin of the document 

 

 

 

 

 

By selecting New Comment from 
the Review tab, you can also comment on pieces 
of text 

The comment will appear in the right margin of 
the document 
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Reviewing 

You can either accept or reject changes made 
by another person 

To do this, simply click on the changed text (or 
the note in the margin) and then select 
either Accept or Reject from the Review tab 

 

 

To accept or 

reject all changes 

at once, select 

from the drop-

down menus 

beside each 

option 

Turning off Track Changes 

To turn off Track Changes, simply click on the 
Track Changes button 

 

You can either accept or reject changes made 
by another person 

To do this, simply click on the changed text (or 
the note in the margin) and then select 
either Accept or Reject from the Review tab 

 

 

Until you accept or reject all changes, they will 

be visible or hidden, not resolved 

 


