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EDUCATION	YALE LAW SCHOOL	Comment by Woodruff, Davis: Do you see the ruler above? If not, check the "Ruler" box under "View." By clicking the ruler (or by clicking the "Tabs" button in your Paragraph settings), you can add tabs (which appear on the ruler as little right angles) that allow you to separate text on the same line with consistent spacing and alignment. Once the tab is in place, you just hit the tab key on your keyboard while typing to jump over to the next tab. When you hit enter and start typing on the next line of the document, the existing tabs will carry over, unless you change them—they can be different for every line of the document if you wish. By using left-aligned tabs, as here, you can create consistent spacing between your section titles (e.g., Education) and your individual entries (e.g., Yale Law School), without using columns. (Columns generally create more formatting issues than they solve.)
	J.D. expected, May 2025
	Activities:	Yale Athletics, Team Mascot	Comment by Woodruff, Davis: Here, I've added a second left-aligned tab to further separate the "Activities" heading from each listed activity. To add a fourth activity, simply place your cursor after #3, hit enter to create a new line, and then hit tab (twice) to jump over.
		#2
		#3
EXPERIENCE	U.S. DEPT. OF EXAMPLES, Office of Resumes	June–August 2023	Comment by Woodruff, Davis: By using a right-aligned tab, you can easily enter dates that perfectly line up with the right margin.
	Legal Intern. Description…
	MICROSOFT WORD, Styles Department	January–May 2023	Comment by Woodruff, Davis: You can also use the "Styles" feature of Microsoft Word to apply consistent spacing between different lines of text, and to quickly toggle between custom preset formatting styles, but that feature is a bit more complicated... Under "Home" above, you should see the "Styles" section. Text is always in "Normal" style, unless you apply a different style, even if you manually change the formatting of the text. Without using the Styles feature, you have to manually change the formatting of text every time you want the formatting to be different (e.g., font, spacing).
By contrast, if you apply a style, Word will automatically match the formatting with other text of that style. Moreover, if you modify a style, Word will automatically update all text of that style throughout the document. All styles, including the preset ones, are fully customizable. If you've already formatted text that you want to use as the template for a style, simply highlight the text, right click on a style, and select "Update [Style] to Match Selection." I highly recommend that you familiarize yourself with this feature, not just for resume purposes, but also for use in your legal practice. To better evaluate the formatting in a document, click "File," then "Options," then "Display," then check "Show all formatting marks." Compare a complex document without tabs and styles to a complex document with tabs and styles, and there will be a very noticeable difference.
	Formatting Expert. Description…
For more detailed information, see Microsoft Support:
· Apply Styles
· Customize or Create New Styles
· Using the Ruler in Word
· Insert or Add Tab Stops
· See generally Microsoft 365 Training
