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HOW TO CONVERT WORD RÉSUMÉS INTO PLAIN TEXT  
 

 
A) Create a plain text résumé without line breaks: Use this format when posting to sites requiring 
a "one-at-a-time" pasting of a plain text résumé in each résumé section.  
 
 Retrieve  your résumé into MS Word. 
 
 Save the file, using “save as” in “Plain Text” format. At the prompt, don’t check the box that asks 

to insert line breaks. Choose a different file name. For example: Original file name: Smith, 
John.doc; Text version: Smith, John text resume without line breaks.txt  MS Word will automatically 
save it with the .txt extension; however, adding the words “text” in the file name will help you 
distinguish it from the Word version. 

 
 Exit the file; then open it again; note that all the formatting and attributes (bullets, underscoring, 

boldface, italics, indents, centering) will be removed and the font defaults to Courier 10.  
 
 Rearrange and clean up the text so it will look neat and attractive online, using these tips: 
 
P Use tabs and hard returns, but not indents; 
P Dress it up, using asterisks and dashes as well as dotted lines for section separators.   
P Use special characters you can see on your keyboard: ! @ # $ % ^ & * ( ) _ +;   
P Note that special characters, like  © or ¶ will not translate in a text file.   

 
 Click “save as;” when prompted,  don’t check the box that asks you to insert line breaks.  
 
B) Create a plain text résumé with line breaks: Use this format when posting online to sites with a 
"one-step" system that allows you to paste a plain text résumé in one simple cut and paste. Typically, 
you’ll be given a box to paste in your resume. 
 
 Open the file you created in Part A. 
 
 Save your file in plain text format with a new file name: Example: Smith, John Text Resume With 

Line Breaks.txt  
 
 Check the box to add line breaks, when prompted.  
 
 Save the file again and you’re ready to post your résumé online. 
 
C) See Text Résumé Sample on the following page: 
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DIANNE THOMAS 
 
1818 McHenry Road  
Buffalo Grove, Illinois 60089 Residence: 555.555.5555  
Dianne_T@anyisp.com  
 
ADMINISTRATIVE EXECUTIVE ASSISTANT / BENEFITS ADMINISTRATION  
 
Comprehensive experience and visible achievements gained through progressive  
career within, multi-billion dollar corporation. Possess a very strong work  
ethic coupled with strategic planning has enabled further career development.  
Detail-minded, innovative and well organized: capable of balancing multiple  
priorities in a fast-paced environment. Consistently delivered top-quality work  
and assured that all office operations ran smoothly.   
Areas of strength and skill sets include: 
 
Customer Service    Budget Administration  
Benefits Coordinator   Meeting /Special Event Planning 
Receptionist     Office Relocations 
Policies & Procedures Development Office Management 
Vendor Relations    Staff Trainer 
 
Computer Skills: Microsoft Word, Excel and PowerPoint; email programs and  
Internet operations 
 
PROFESSIONAL EXPERIENCE 
 
American Telecom (Multiple Northern Illinois locations)  1985 to 2006 
[One of the largest global telecommunications firms, top worldwide providers of  
IP-based communications services to businesses, and foremost US provider of  
high-speed DSL internet, local / long-distance voice and directory publishing.]  
  
Executive Administrative Assistant - Global Customer Care Organization  
(1999 to 2006) 
 
* Promoted to this multi-billion dollar division, which served worldwide,  
commercial and residential customers.  
 
* Recognized for top-notch performance by multiple awards such as the “Reach for  
Excellence Award”, the “Kiss Award,” the “All Star Award”, the “Award for  
Patriotic Service”, the “AT&T Human Resources Teamwork Star Award”, the “AT&T  
Pension Service Center Certificate of Appreciation” plus 10 individual  
commendation letters.  
 
* Scope responsibility in the fast-paced Global Customer Care Organization  
environment was two-fold: 1) partnering effectively with senior leadership  
Directors and Vice Presidents 2) attending to administrative, personnel-related,  
and record-keeping matters for the Sales, Wholesale Customer Care, WorldNet, and  
Global divisions. 
 
* Administered multiple responsibilities which covered: calendar management;  
planning meetings and conference calls; making travel arrangements; correcting  
PowerPoint slides for executive-level meetings or sales presentations.  
 
* Supported 1500-2000 employees throughout the organization, pertaining to:  
organizational charts, bereavement situations, ergonomic office equipment needs,  
attendance histories, tuition assistance, stock options, gift certificate  
awards, performance appraisals, long-distance refunds, cell phone repairs & bills, and 
organizing special events.  
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* Entrusted with full purchasing authority for selecting top-of-the-line  
printers, fax machines, as well as other small office equipment, and office  
supplies. 
 
* Collaborated with external realty enterprise firm, to resolve repair and  
facility maintenance issues. 
 
* Organized, planned, and took / transcribed minutes for weekly “First Bill  
Review” conference calls (for 20 team members), instituted to simplify and  
enhance the efficiency and quality of the sales order completion process.  
 
* Mastered the use of proprietary vouchering software program for expense- 
tracking through self-study, in lieu of attending out-of-town 2-day training  
class, which offset expenditures for travel and tuition. Became chief resource  
on this system, after developing methods and procedures. 
 
* Supported company’s effort to maintain security with the USA’s primary  
telecommunication lines, following the 9/11 terrorist attacks. Appointed to the  
security team at Downtown Chicago Corporate Center.  
 
* Authorized to manage key card and identification card program post 9/11. 
  
* Cost effectively coordinated several department relocations.  
 
Benefits Analyst - Pension Service Center (1985 to 1999) 
* Entrusted to serve as first-level back up for Service Center Manager.  
 
* General responsibilities for all pension cases included: analyzing,  
classifying, encoding, calculating/computing premiums, and payments for pensions  
and insurance deductions, as well as verifying both account and electric routing  
numbers for direct deposits. Maintained complex proprietary personnel databases. 
 
* Served on short-term and long-range strategic planning teams to support high- 
level customer service issues.  
 
* Participated in retiree conferences and conventions throughout the U.S. 
 
* Conducted life insurance audits for retirees, which required lengthy  
investigations into microfiche archives.  
 
* Trained new hires, temps and current employees in document distribution center 
procedures. 
 
* Spearheaded a discrepancy check procedure for the retiree supplemental  
insurance which eliminated the need for costly audits 
 
* Streamlined the monthly final calculation report process.  
 
* Instituted the employee “Flu Shot Campaign” in the pension center, which  
reduced absenteeism by 30%. 
  
EDUCATION  
College of Lake County – Grayslake, Illinois 
* Completed courses in Humanistic Psychology, Marketing Strategies, Fundamentals  
of Small Business Start-Up, and Beginner’s Stock Market  
 
Malcolm X Community College – Chicago, Illinois 
* A.A.S. Degree – Secretarial Science  
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