Directions for Assessment

Please follow the instructions and complete a Microsoft Word Document for assessment.  

There is a sample document on the following pages to give you an idea of what your document should look like.  We ask that you complete the document to the best of your abilities.  We will then assess your skills based on the document we receive.  If we feel that you meet our criteria, we will contact you about joining our Career Bootcamp.

Please do not feel bad if you cannot complete the skills required or are not selected for

the Career Bootcamp. The library offers several computer classes and individual tutoring

on computer skills.  We will be happy to help you find the class that will be most beneficial to your situation.
Instructions
Please double space unless told otherwise:

1   Type your name in 16 point Calibri Font.  Underline and Bold your name.  Center

      your name.

2.   Underneath your name, type your street address in 12 point Calibri Font.  Italicize

      your address and center it.

3.   Underneath your address, type your phone number in 12 point Calibri Font.  Bold

      your phone number and center it.

4.   Underneath your phone number, type your e-mail address in 12 point Calibri Font.

      Underline and center it.

5.   Change the font to 12 Point Times New Roman Font.  The rest of your document

      will be in 12 point Times New Roman Font, unless otherwise instructed.

6.    In red font, Type the instructions:  Please make a numbered list of the first names of

       5 important people to you.

7.    Type in the first names of 5 people who are important to you.

8.     In blue font, type the instructions:  Please make a bulleted list of your 5 favorite books.

9.     Italicize the instructions.

10.   List your five favorite books.

11.   In orange font, Type the instructions:  Please write a single spaced paragraph about

        why you like living in Bensenville.
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12.    Right Justify the directions

13.    Write a single spaced paragraph on why you enjoy living in Bensenville

14.    Type in 1/1/2011 and tab twice.  Type New Years Day in Red Font

15.    Type in 2/14/2011 and tab twice.  Type in Valentine’s Day in Green Font

16.    Type in 7/4/2011 and tab twice.  Type in Independence Day in Blue Font
17.    Create a Headline in 16 point Font.  Bold and underline.  The headline is:    

         Picture Description

18.    Type in the instruction in Red Font:  Insert a Picture from the internet and

         write a single spaced paragraph describing the picture.
19.    Insert a picture from the Internet.  Place and size the picture how you would like it.
20.    Write two paragraphs, single spaced, about the picture.

21.    Type in the directions:  Please Save This Document and Email it to:

          bensenvillebootcamp@yahoo.com
22.     Italicize the directions and center justify the text.

23.     Type in:  Thank you for your participation

24.     Italicize and right justify the text

25.     Insert page number into the document at the bottom of the page

26.     Save the document

27.     Please email the document to bensenvillebootcamp@yahoo.com
28.     In the email include the best number and time to reach you
29.     We will get back to you with the results

