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A header is any title, page number, etc., you would'like to be repeated at the top of multiple pages or even one'
page.

I,
A footer is any title, page number, etc., you would like to be repeated at the bottom of multiple pages or even
one page.

Please type each paragraph or line'below and click Ctrl+Enter when asked. If you wish to :seethe pagelbreaks,I I,
turn Show/Hide on.
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Page Break

When asked at an interview to tell about yourself, do not tell the interviewer anything personal, but focus oJ,1
your skills and past work and school experience. '

ICONTROL ENTERj

A good example would be "My name is Kathy Ryan, and I have been studying computers at the Adul't
Education Center for one year. I currently keyboard 30wpm, operate a ten-key by touch, and know Microsoft
2000 (Word, Excel, Access, and PowerPoint); I also am very proficient at using the Internet. I have worked at
McDonalds for six months and I developed excellent customer service skills and learned to take food orders and
operate acash register. My long-range goals are to complete an AIt\.degree at the Community College or to get
a full-time job working in an office. My shOli-termgoal is to acquire a good computer and keyboarding skills so
that I will be marketable and emp~oyable."

ICONTROL ENTER!

Be certain at the interview to maintain good.eye contact and to answer every question completely and using
good grammar. Don't just a~swer "ya" and ~'no". If asked, "Can you iwork under pressure?" Say something
like, "I handle pressure very well, and find that the more that I have tq do, the harder I work toward completing
the task at hand."

ICONTROL ENTERj
I

Be sure to put your best foot forward, and dress as professiol)ally as you can. You should know that once you
have the job, you can dress just like everyone else, by dress professionally for the interview.

ISTOP TYPING!

Click on View and choose Headers and Footers

The header menu will look like this:
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