RESUME WRITING FOR HIGH SCHOOL STUDENTS

RESUME WRITING FOR HIGH SCHOOL STUDENTS CAN BE A DAUNTING TASK, ESPECIALLY FOR THOSE WHO HAVE LITTLE TO NO

W ORK EXPERIENCE. HO\X/EVER, CRAFTING A WELL-ORGANIZED AND COMPELLING RESUME IS ESSENTIAL FOR SECURING PART-TIME
JOBS, INTERNSHIPS, OR COLLEGE ADMISSIONS. A RESUME SERVES AS A PERSONAL MARKETING TOOL THAT SHOWCASES YOUR
SKILLS, ACCOMPLISHMENTS, AND POTENTIAL TO EMPLOYERS OR ADMISSIONS COMMITTEES. IN THIS GUIDE, WE WILL EXPLORE THE
KEY COMPONENTS OF AN EFFECTIVE HIGH SCHOOL RESUME, TIPS FOR WRITING, AND EXAMPLES TO HELP YOU GET STARTED.

UUNDERSTANDING THE PURPOSE OF A RESUME

BEFORE DIVING INTO THE SPECIFICS OF RESUME WRITING FOR HIGH SCHOOL STUDENTS, IT’S IMPORTANT TO UNDERSTAND THE
FUNDAMENTAL PURPOSE OF A RESUME. A RESUME IS A CONCISE DOCUMENT THAT HIGHLIGHTS YOUR QUALIFICATIONS AND
EXPERIENCES. |TS PRIMARY GOAL IS TO:

® PRESENT YOUR SKILLS AND EXPERIENCES IN A CLEAR AND ORGANIZED MANNER.

® MAKE A STRONG IMPRESSION ON POTENTIAL EMPLOYERS OR ADMISSIONS COMMITTEES.

o DIFFERENTIATE YOU FROM OTHER CANDIDATES.

BY UNDERSTANDING THESE OBJECTIVES, YOU CAN CREATE A RESUME THAT STANDS OUT AND EFFECTIVELY COMMUNICATES YOUR
STRENGTHS.

Key CoMPONENTS OF A HIGH ScHooL RESUME

W/HEN WRITING YOUR RESUME, THERE ARE SEVERAL ESSENTIAL COMPONENTS TO INCLUDE. HERE’S A BREAKDOWN OF THE MAIN
SECTIONS:

1. CONTACT INFORMATION

AT THE TOP OF YOUR RESUME, CLEARLY STATE YOUR CONTACT INFORMATION. THIS SHOULD INCLUDE:

® YOUR FULL NAME
® Y OUR PHONE NUMBER
® YOUR EMAIL ADDRESS

e YOUR HOME ADDRESS (OPTIONAL)

MAKE SURE YOUR EMAIL ADDRESS IS PROFESSIONAL,; IDEALLY, IT SHOULD BE A COMBINATION OF YOUR FIRST AND LAST NAME.

2. OBJECTIVE STATEMENT

AN OBJECTIVE STATEMENT IS A BRIEF SUMMARY OF YOUR CAREER GOALS AND WHAT YOU HOPE TO ACHIEVE THROUGH YOUR



APPLICATION. |T SHOULD BE TAILORED TO THE SPECIFIC JOB OR OPPORTUNITY YOU’RE APPLYING FOR. FOR EXAMPLE:

“| AM A DEDICATED HIGH SCHOOL STUDENT SEEKING A PART-TIME POSITION AT XYZ RETAIL TO GAIN CUSTOMER SERVICE
EXPERIENCE WHILE CONTRIBUTING TO A TEAM-ORIENTED ENVIRONMENT.”

3. EDUCATION

SINCE YOURE STILL IN HIGH SCHOOL, YOUR EDUCATION SECTION WILL LIKELY BE ONE OF YOUR MOST SUBSTANTIAL. INCLUDE
THE FOLLOWING DETAILS:

THE NAME OF YOUR SCHOOL

® YOUR EXPECTED GRADUATION DATE

Your GPA (IF IT°s STRONG, TYPICALLY ABOVE 3.0)

® RELEVANT COURSEWORK OR ACADEMIC ACHIEVEMENTS (E.G.I HONORS CLASSES, A\X/ARDS)

4. EXPERIENCE

EVEN IF YOU DON’T HAVE FORMAL WORK EXPERIENCE, YOU CAN INCLUDE OTHER RELEVANT EXPERIENCES, SUCH AS:

e PART-TIME JOBS
® |NTERNSHIPS
® \/OLUNTEER WORK

® EXTRACURRICULAR ACTIVITIES

FOR EACH EXPERIENCE, PROVIDE THE FOLLOWING DETAILS:

- JoB TITLE OR ROLE

- ORGANIZATION NAME

- LocaTioN (CITY AND STATE)

- DATES OF INVOLVEMENT

- BULLET POINTS THAT DESCRIBE YOUR RESPONSIBILITIES AND ACHIEVEMENTS

Focus ON TRANSFERABLE SKILLS, SUCH AS TEAMWORK, LEADERSHIP, AND COMMUNICATION.

5. SkiLLS

IN THIS SECTION, LIST ANY RELEVANT SKILLS THAT MAKE YOU A STRONG CANDIDATE FOR THE POSITION. THESE MAY INCLUDE:

® TECHNICAL SKILLS (E.G., PROFICIENCY IN MICROSOFT OFFICE, SOCIAL MEDIA MANAGEMENT)
® | ANGUAGE SKILLS (E.G.I BILINGUAL ABILITIES)

® SOFT SKILLS (E.G., PROBLEM-SOLVING, TIME MANAGEMENT, TEAM\X/ORK)



6. AWARDS AND HONORS

IF YOU’VE RECEIVED ANY AWARDS OR RECOGNITIONS, THIS IS THE PLACE TO SHOWCASE THEM. INCLUDE:

® THE NAME OF THE AWARD
® THE ORGANIZATION THAT GRANTED IT

® THE DATE YOU RECEIVED IT

THIS SECTION CAN HIGHLIGHT YOUR DEDICATION AND ACHIEVEMENTS BEYOND ACADEMICS.

7. REFERENCES

FINALLY, YOU CAN CONCLUDE YOUR RESUME WITH A STATEMENT SUCH AS “REFERENCES AVAILABLE UPON REQUEST.” BE
PREPARED TO PROVIDE REFERENCES LATER, BUT IT’S NOT NECESSARY TO LIST THEM DIRECTLY ON THE RESUME.

TiPs FOR WRITING AN EFFECTIVE RESUME

Now THAT YOU KNOW THE KEY COMPONENTS OF A HIGH SCHOOL RESUME, HERE ARE SOME PRACTICAL TIPS TO ENSURE YOUR
RESUME IS POLISHED AND PROFESSIONAL:

1. Keep 1T CoONCISE

A HIGH SCHOOL RESUME SHOULD IDEALLY BE ONE PAGE LONG. KEEP YOUR INFORMATION CLEAR AND TO THE POINT, USING BULLET
POINTS FOR EASY READABILITY.

2. TAILOR YOUR RESUME

CUSTOMIZE YOUR RESUME FOR EACH JOB OR OPPORTUNITY. HIGHLIGHT THE EXPERIENCES AND SKILLS THAT ARE MOST RELEVANT
TO THE POSITION YOU’RE APPLYING FOR.

3. Use AcTION VERBS

START EACH BULLET POINT IN YOUR EXPERIENCE SECTION WITH STRONG ACTION VERBS, SUCH AS “DEVELOPED,
“DESIGNED,” OR “LED.” THIS MAKES YOUR CONTRIBUTIONS MORE IMPACTFUL.
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ORGANIZED,”

4. PROOFREAD

ENSURE THERE ARE NO SPELLING OR GRAMMATICAL ERRORS. A TYPO CAN CREATE A NEGATIVE IMPRESSION. CONSIDER ASKING A
TEACHER, PARENT, OR FRIEND TO REVIEW YOUR RESUME FOR CLARITY AND ERRORS.

5. CHooSE A ProOFESSIONAL FORMAT

USE A CLEAN AND SIMPLE LAYOUT WITH CLEAR HEADINGS. AVOID OVERLY DECORATIVE FONTS OR COLORS. STICK TO A



PROFESSIONAL FONT LIKE ARIAL, CALIBRI, OR TIMES NEW ROMAN.

ExAMPLES oF HIGH ScHooL RESUMES

TO HELP YOU VISUALIZE HOW TO STRUCTURE YOUR RESUME, HERE ARE TWO EXAMPLES!

ExAMPLE 1: PART-TIME JoB RESUME

[Your NAME]

['Y our PHoNE NuMBER]
[Your EMAIL ADDRESS]
[Your Appress (opPTIONAL)]

OBJECTIVE
MOTIVATED HIGH SCHOOL STUDENT SEEKING A PART-TIME POSITION AT ABC COFFEE SHOP TO DEVELOP CUSTOMER SERVICE
SKILLS AND CONTRIBUTE TO A FRIENDLY TEAM ENVIRONMENT.

EbuCATION

XYZ HigH ScHooL, CiTY, STATE
ExPeECTED GRADUATION: JUNE 2024
GPA: 3.8

EXPERIENCE

BABYSITTER

SeLF-EmPLoYED, CITY, STATE

JUNE 2022 - PRESENT

- PROVIDED ATTENTIVE CARE FOR CHILDREN AGES 3- 10, ENSURING A SAFE AND FUN ENVIRONMENT.
- DEVELOPED ENGAGING ACTIVITIES THAT PROMOTED LEARNING AND CREATIVITY.

VOLUNTEER, LOCAL ANIMAL SHELTER

CITy, STATE

JANUARY 2023 - PRESENT

- ASSISTED IN THE CARE OF ANIMALS, INCLUDING FEEDING AND CLEANING.

- HELPED ORGANIZE FUNDRAISING EVENTS, RAISING OVER $500 FOR SHELTER COSTS.

SKILLS

- PROFICIENT IN MicROSOFT OFFICE SUITE

- EXCELLENT COMMUNICATION AND INTERPERSONAL SKILLS
- BILINGUAL IN ENGLISH AND SPANISH

REFERENCES
AVAILABLE UPON REQUEST.

ExAMPLE 2: COLLEGE APPLICATION RESUME

[Your NAME]

[Y our PHONE NUMBER]
[Your EMAIL ADDRESS]
[Your Appress (oPTIONAL)]

OBJECTIVE
ASPIRING COLLEGE STUDENT SEEKING TO HIGHLIGHT ACADEMIC ACHIEVEMENTS AND EXTRACURRICULAR INVOLVEMENT FOR
COLLEGE ADMISSIONS.



EbucaTiON

XYZ HigH ScHooL, CiTy, STATE
ExPecTED GRADUATION: JUNE 2024
GPA: 4.0, HoNORS STUDENT

EXTRACURRICULAR ACTIVITIES
PRESIDENT, STUDENT COUNCIL
- ORGANIZED SCHOOL EVENTS AND LED MEETINGS TO ADDRESS STUDENT CONCERNS.

CAPTAIN, VARSITY SOCCER TEAM
- DEVELOPED TEAM STRATEGIES AND FOSTERED A POSITIVE TEAM CULTURE.

AW ARDS
- NATIONAL HONOR SociETY Memeer, 2023
- FIRST PLACE IN STATE Science FAIrR, 2022

SKILLS

- STRONG ANALYTICAL AND PROBLEM-SOLVING SKILLS
- ProFICIENT IN ADOBE CREATIVE SUITE

- LEADERSHIP AND TEAMWORK ABILITIES

REFERENCES
AVAILABLE UPON REQUEST.

CoNcCLUSION

IN CONCLUSION, RESUME WRITING FOR HIGH SCHOOL STUDENTS IS AN ESSENTIAL SKILL THAT WILL SERVE YOU WELL IN YOUR
CAREER AND ACADEMIC PURSUITS. BY UNDERSTANDING THE KEY COMPONENTS OF A RESUME, FOLLOWING EFFECTIVE WRITING TIPS
AND TAILORING YOUR DOCUMENT FOR SPECIFIC OPPORTUNITIES, YOU CAN CREATE A STRONG RESUME THAT SHOWCASES YOUR
ABILITIES AND SETS YOU APART FROM THE COMPETITION. REMEMBER TO KEEP IT CONCISE, PROFESSIONAL, AND RELEVANT, AND
YOU’LL BE WELL ON YOUR WAY TO LANDING THAT JOB OR COLLEGE ACCEPTANCE YOU DESIRE.

/

FREQUENTLY ASkeD QUESTIONS

WHAT SHOULD A HIGH SCHOOL STUDENT INCLUDE IN THEIR RESUMEP

HIGH SCHOOL STUDENTS SHOULD INCLUDE THEIR CONTACT INFORMATION, EDUCATION, RELEVANT COURSEWORK,
EXTRACURRICULAR ACTIVITIES, VOLUNTEER WORK, SKILLS, AND ANY \WORK EXPERIENCE. IT'S IMPORTANT TO HIGHLIGHT
ACHIEVEMENTS AND RESPONSIBILITIES IN THESE AREAS.

How CAN A HIGH SCHOOL STUDENT SHOWCASE THEIR SKILLS ON A RESUMEP

STUDENTS CAN SHOWCASE THEIR SKILLS BY CREATING A DEDICATED SKILLS SECTION ON THEIR RESUME. THEY SHOULD INCLUDE
BOTH HARD SKILLS (LIKE COMPUTER PROFICIENCY OR FOREIGN LANGUAGES) AND SOFT SKILLS (SUCH AS TEAMWORK OR
COMMUNICATION) AND PROVIDE EXAMPLES OF HOW THEY'VE DEMONSTRATED THESE SKILLS IN SCHOOL PROJECTS OR ACTIVITIES.

IS IT NECESSARY FOR HIGH SCHOOL STUDENTS TO HAVE A RESUME IF THEY HAVEN'T HAD
A JoB?

YES, IT'S BENEFICIAL FOR HIGH SCHOOL STUDENTS TO HAVE A RESUME EVEN WITHOUT FORMAL JOB EXPERIENCE. THEY CAN
FOCUS ON THEIR EDUCATION, EXTRACURRICULAR ACTIVITIES, VOLUNTEER WORK, AND ANY RELEVANT PROJECTS TO
DEMONSTRATE THEIR SKILLS AND COMMITMENT.



\WHAT FORMAT SHOULD A HIGH SCHOOL STUDENT'S RESUME FOLLOW?

A HIGH SCHOOL STUDENT'S RESUME SHOULD TYPICALLY FOLLOW A REVERSE CHRONOLOGICAL FORMAT. START WITH CONTACT
INFORMATION, FOLLOWED BY EDUCATION, THEN EXPERIENCE <INCLUDING VOLUNTEER WORK AND ACTIVITIES), AND FINISH WITH
SKILLS. Keep IT CONCISE, IDEALLY ONE PAGE.

How CAN HIGH SCHOOL STUDENTS TAILOR THEIR RESUMES FOR SPECIFIC JOBS OR
INTERNSHIPS?

HIGH SCHOOL STUDENTS CAN TAILOR THEIR RESUMES BY CAREFULLY READING THE JOB DESCRIPTION AND ALIGNING THEIR SKILLS
AND EXPERIENCES WITH THE REQUIREMENTS LISTED. THEY SHOULD EMPHASIZE RELEVANT COURSEWORK, VOLUNTEER WORK, OR
PROJECTS THAT MATCH THE JOBR’S FOCUS AND USE KEYWORDS FROM THE JOB POSTING.
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