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WHY YOUR FIRST
RESUME MATTERS
MORE THAN YOU
THINK

A s  a  h i g h  s c h o o l
student,  you  might
wonder why you need
a resume at  all.  After
a l l ,  you  p robab ly
haven't held a full-time
job  o r  managed  a
team.  The  truth  is,
resume  writing  for
highschool  students
i s  n o t  j u s t  a b o u t
landing a  summer job
or  an  internship.  It  is
about learning how to
p r e s e n t  y o u r s e l f

professionally,  how  to
a r t i c u l a t e  y o u r
strengths,  and how to
s t a n d  o u t  i n  a
c o m p e t i t i v e
environment.  Whether
you are applying for a
part-time position at a
local  coffee  shop,  a
volunteer  role  at  a
hospital, or a spot in a
prestigious  college
program, your  resume
is  often  the  first
impression  you  make.
M a n y  s t u d e n t s
underestimate  the
power of a well-crafted
resume.  They  assume
that because they lack
e x t e n s i v e  w o r k
experience,  they  have
nothing  to  write.  This
could  not  be  further
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from  the  truth.  High
school  is  filled  with
exper iences  tha t
d e m o n s t r a t e
r e s p o n s i b i l i t y ,
teamwork,  leadership,
and initiative. The key
is  learn ing  how  to
f r a m e  t h o s e
experiences  in  a  way
that  resonates  with
e m p l o y e r s  a n d
admissions  officers.
Resume  writing  for
highschool  students
requires  a  different
approach  than  writing
a  r e s u m e  f o r  a n
e x p e r i e n c e d
professional,  but  it  is
equally important.
In  this  guide,  we  will
w a l k  t h r o u g h
everything you need to
know about creating a
resume  tha t  ge t s
noticed. From choosing
the  right  format  to
h igh l ight ing  your
unique  strengths,  you
will learn how to build
a document that opens

doors  and  creates
opportunities.

UNDERSTANDING
THE PURPOSE OF A
HIGH SCHOOL
RESUME

B e f o r e  y o u  s t a r t
writ ing,  it  helps  to
understand  exactly
w h a t  a  r e s u m e  i s
supposed  to  do.  A
r e s u m e  i s  n o t  a
b iog raphy .  I t  i s  a
marketing  document.
Its  sole  purpose  is  to
convince  someone  to
give  you  a  chance.
When  you  practice
resume  writing  for
highschool students,
you  are  essentially
telling  a  story  about
who you are, what you
have  accomplished,
and why you would be
a n  a s s e t  t o  a n
organization.
Employers and college
admissions  officers
look  for  specific
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qual i t ies  in  a  high
school  student.  They
want to see reliability,
a  willingness to  learn,
and the ability to work
well  with others.  They
also look for  evidence
of  personal  initiative.
Did  you  start  a  club?
Did  you  organize  a
fundraiser?  Did  you
t a k e  o n  e x t r a
responsibi l i t ies  at
h o m e  o r  i n  y o u r
community? These are
the kinds of details that
m a k e  a  r e s u m e
memorable.
Remember  that  your
resume is often one of
d o z e n s ,  o r  e v e n
hundreds, that a hiring
manager might review.
You  have  only  a  few
seconds  to  capture
their  attention.  Every
w o r d  y o u  c h o o s e
should  work  hard  to
keep them reading.

The
Differenc
e
Between
a High
School
Resume
and an
Adult
Resume
One  of  the  biggest
mistakes  students
make is trying to copy
t h e  f o r m a t  a n d
language  of  an  adult
resume. Adult resumes
focus heavily on years
o f  p r o f e s s i o n a l
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experience,  extensive
skill  lists,  and  career
progression.  A  high
school resume, on the
other  hand,  should
highlight  potential.  It
should  show  that  you
are a fast learner, that
you  are  dependable,
and  that  you  have  a
strong work ethic.
In resume writing for
highschool students,
you have permission to
be  creat ive  within
p r o f e s s i o n a l
boundaries.  You  can
include  sections  like
v o l u n t e e r  w o r k ,
e x t r a c u r r i c u l a r
activities,  academic
achievements,  and
e v e n  r e l e v a n t
coursework.  These
elements  are  not  filler.
They  are  the  very
things that make you a
compelling  candidate
at  this  stage  of  your
life.

ESSENTIAL
SECTIONS FOR A
HIGH SCHOOL
RESUME

A  wel l - s t ructured
resume  is  easier  to
read and more likely to
be  taken  seriously.
While  there  is  some
flexibility depending on
your  specific  goals,
mos t  h i gh  s choo l
resumes should include
the following sections.

Contact
Informati
on
T h i s  m i g h t  s e e m
obvious, but it is worth
mentioning  because
small  errors  can  cost
you  an  opportunity.
Include your full name,
a  professional  email
address,  and  a  phone
number where you can
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be reached. If you have
a  LinkedIn  profile  or  a
personal  website  that
showcases  your  work,
you can include those
as well. Make sure your
e m a i l  a d d r e s s  i s
a p p r o p r i a t e .  A n
a d d r e s s  l i k e
cooldude123@email.
com does not create a
p r o f e s s i o n a l
impression.  Create  a
simple  email  using
your  first  and  last
name  i f  you  do  not
already have one.

Objective
or
Summary
Statemen
t
An objective statement
is a short sentence or
two at the top of your

resume  that  explains
what  you  are  looking
for and what you bring
t o  t h e  t a b l e .  F o r
example,  "Motivated
high school junior with
strong  communication
skills  seeking  a  part-
time  retail  position
where I can contribute
to  team  success  and
develop  customer
service  experience."
This  immediately  tells
the employer who you
are and what you want.
When  crafting  your
objective,  be  specific
without  being  overly
rigid.  Show  that  you
have  thought  about
h o w  y o u  c a n  a d d
value.  Avoid  generic
statements like "I want
to  gain  experience."
Instead, focus on what
you can offer.  This is  a
c o r e  p r i n c i p l e  o f
effective  resume
w r i t i n g  f o r
highschool students.
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Education
Since  you  are  still  in
school, your education
sect ion  should  be
prominent.  List  the
name  of  your  h igh
school,  your  expected
graduation  year,  and
your GPA if it is strong
enough  to  impress
(usually 3.0 or above).
You  can  also  include
relevant  coursework,
especially  if  you  are
applying for a position
t h a t  r e l a t e s  t o  a
s u b j e c t  y o u  a r e
studying. For example,
if you are applying for
a  t u t o r i n g  j o b ,
mentioning  that  you
are  taking  advanced
m a t h  o r  s c i e n c e
classes  can  be  very
helpful.
If  you have taken any
Advanced  Placement
or  honors  classes,  list
them here. These show
that you are willing to

challenge  yourself
academically.

Work
Experienc
e
Even if you have never
had a formal  job,  you
have work experience.
Babys i t t ing,  lawn
mowing, helping out at
a  family  business,  or
interning for a relative
a l l  coun t  a s  wo rk
experience. The key is
to describe these roles
in  a  professional  way.
Instead  of  writing  "I
watched  kids,"  write
"Supervised  children
aged 5 to 10 for up to
six  hours  at  a  time,
ensuring  safety  and
providing  engaging
activities."
For  resume  writing
f o r  h i g h s c h o o l
students,  focus  on
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transferable  skills.
These  are  skills  that
apply to many different
j o b s ,  s u c h  a s
communication,  time
management,  problem
solving, and teamwork.
Every  experience  you
list should highlight at
least  one  of  these
skil ls.

Volunteer
Experienc
e
Volunteer  work  i s
extremely  valuable  on
a high school resume.
It shows that you care
about your community
and that you are willing
to  g i ve  you r  t ime
without  expect ing
something  in  return.
Many  employers  view
volunteer  experience
as equally important as
paid  work  because  it

d e m o n s t r a t e s
character.
List  the  organizations
you  have  volunteered
with,  the  dates  you
volunteered,  and  a
brief  description  of
your  responsibilities.
Did you help organize a
food  drive?  Did  you
walk dogs at an animal
shelter? Did you assist
a  coach  with  a  youth
sports  team?  All  of
these  experiences  are
worth including.

Extracurri
cular
Activities
E x t r a c u r r i c u l a r
activities  reveal  a  lot
about  your  interests
and  your  abi l i ty  to
ba lance  mu l t i p l e
commitments.  Sports
teams,  debate  club,
student  government,
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music  lessons,  drama
produc t ions ,  and
academic  clubs  al l
b e l o n g  o n  y o u r
resume.  Fo r  each
activity,  mention  any
leadership  roles  you
held. Even if you were
not  the  president  or
captain,  you  might
have  been  a  section
leader,  a treasurer,  or
a team captain. These
details matter.
When  writing  about
extracurriculars,  focus
o n  w h a t  y o u
accomplished. Did your
t e a m  w i n  a
championship? Did you
h e l p  o r g a n i z e  a
successful  event?  Did
you improve a process
o r  r e c r u i t  n e w
members?  Quantify
your  achievements
whenever  possible.

Skills
The  skills  section  is
w h e r e  y o u  c a n
highlight  specific
ab i l i t i es  tha t  a re
relevant to the position
you  are  applying  for.
These  might  include
foreign  languages,
c o m p u t e r
programming,  graphic
d e s i g n ,  p u b l i c
s p e a k i n g ,  o r
proficiency  with
software like Microsoft
Office  or  Google
Workspace.
Be  honest  about  your
skill level. Do not claim
to  be  fluent  in  Spanish
if you have only taken
two  years  of  classes.
Y o u  c a n  s a y
" c o n v e r s a t i o n a l
Spanish"  instead.
Honesty is  always the
best policy in resume
w r i t i n g  f o r
highschool  students
because  you  want  to
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be  able  to  back  up
every claim you make
in an interview.

CHOOSING THE
RIGHT RESUME
FORMAT

T h e r e  a r e  t h r e e
c o m m o n  r e s u m e
formats:  chronological,
f u n c t i o n a l ,  a n d
combination.  For  most
high  school  students,
the combination format
w o r k s  b e s t .  T h e
chronological  format
lists your experience in
reverse  order  starting
with  the  most  recent,
but this can highlight a
lack  of  formal  work
history.  The functional
format focuses on skills
rather  than  dates,
which  can  be  useful
but  sometimes  raises
questions about gaps.
A  combination  format
allows you to lead with
your  strengths.  You
can start  with  a  skills

summary  or  a  list  of
accomplishments,  and
then  include  a  brief
work  history  section.
This  way,  employers
see your best qualities
right  away  without
focusing  on  the  fact
that  you  have  limited
experience.
Regard less  o f  the
format  you  choose,
keep  your  resume  to
one  page.  Employers
do  not  have  time  to
read  multiple  pages
from  a  high  school
student.  Be  concise
and eliminate anything
that  does  not  directly
support your case.

COMMON
MISTAKES TO
AVOID

Even a well-intentioned
resume  can  backfire  if
it  contains  common
errors.  Here are some
pitfalls to watch out for
when you are working
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on  resume  writing
f o r  h i g h s c h o o l
students .

Typos and
grammatical
errors: Always
proofread your
resume multiple
times. Ask a
parent, teacher,
or friend to
review it as well.
A single typo can
make you look
careless.
Using an
unprofessional
email address:
Create a simple
email address
with your name.
Avoid nicknames,
numbers, or
anything that
seems immature.
Including
irrelevant
information:
Your resume is
not a place to list
every hobby you
have ever tried.

Only include
things that
demonstrate
skills or
character traits
that matter to
the employer.
Lying or
exaggerating:
Never claim skills
or experiences
you do not have.
Employers often
check
references, and
getting caught in
a lie can ruin
your reputation.
Being too
vague: Instead
of saying "I
helped with
events," say
"Coordinated
logistics for a
school fundraiser
that raised over
$1,000."
Specifics are
more powerful
than generalities.
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TAILORING YOUR
RESUME FOR
DIFFERENT
OPPORTUNITIES

O n e  o f  t h e  m o s t
important strategies in
resume  writing  for
highschool  students
is  customization.  You
should  not  send  the
same resume to every
employer  or  college
program. Take the time
t o  r e a d  t h e  j o b
d e s c r i p t i o n  o r
a p p l i c a t i o n
requirements carefully,
and  then  adjust  your
resume to highlight the
experiences  and  skills
that are most relevant.
For example, if you are
applying for a position
a t  a  b o o k s t o r e ,
e m p h a s i z e  a n y
experience  you  have
w i t h  r e a d i n g ,
o r g a n i z i n g ,  o r
customer  service.  If
you are applying for a
science  internship,

h ighl ight  your  lab
classes,  science  club
involvement,  and  any
re la ted  p ro jec ts .
Customization  shows
that  you  have  done
your research and that
you  are  genuinely
in te res ted  i n  the
opportunity.
It  also  helps  to  use
keywords from the job
description  in  your
r e s u m e .  M a n y
e m p l o y e r s  u s e
s o f t w a r e  t o  s c a n
resumes  for  specific
t e r m s .  I f  t h e  j o b
description  mentions
" t e a m w o r k "  o r
" c o m m u n i c a t i o n , "
make sure those words
appear  naturally  in
your  resume.

HOW TO WRITE
POWERFUL BULLET
POINTS

The bullet points under
each section are where
you really sell yourself.
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Each  bu l l e t  po in t
should follow a simple
formula:  action  verb
plus  task  plus  result.
F o r  e x a m p l e ,
"Organized  weekly
m e e t i n g s  f o r  t h e
environmental  club,
r e s u l t i n g  i n  a  2 0
percent  increase  in
member  attendance."
This  tells  the  reader
exactly  what  you  did
and  what  happened
b e c a u s e  o f  y o u r
efforts.
Use strong action verbs
l i ke  led ,  c reated ,
organized,  improved,
managed, coordinated,
d e v e l o p e d ,  a n d
designed.  Avoid  weak
verbs like was, did, or
helped.  Instead  of
"helped  with  a  food
drive," write "Collected
over 500 canned goods
for the local food bank
by  coord inat ing  a
school-wide  donation
campaign."
When  you  practice

resume  writing  for
highschool students,
r e m e m b e r  t h a t
specificity  creates
credibility.  Numbers,
dates,  and  concrete
outcomes  make  your
a c c o m p l i s h m e n t s
tangible.

THE IMPORTANCE
OF DESIGN AND
READABILITY

How your resume looks
matters  a lmost  as
much as what it says.
A  cluttered,  hard-to-
read resume will likely
be ignored. Use clean,
professional  fonts  like
Arial,  Calibri,  or Times
New Roman. Keep font
sizes  between 10 and
12 points for body text,
and use slightly larger
sizes for headings.
Leave  plenty  of  white
space.  Margins  should
be at least half an inch
on all  sides.  Use bold
text sparingly to draw
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a t t e n t i o n  t o  k e y
information like section
headings and job titles.
Avoid  using too  many
colors,  graphics,  or
images unless you are
applying for a creative
role where design skills
are part of the job.
Save your resume as a
PDF when you send it
electronically.  This
e n s u r e s  t h a t  t h e
fo rmat t i ng  s tays
consistent  regardless
o f  what  dev i ce  o r
software  the  recipient
u s e s .  T h e  o n l y
except ion  i s  i f  an
employer  specifically
r e q u e s t s  a  W o r d

document.

GETTING
FEEDBACK AND
REVISING

Your  first  draft  is  not
your  final  draft.  The
b e s t  r e s u m e s  g o
th rough  mu l t i p l e
revisions.  After  you
write your resume, set
it aside for a day and
then  come  back  to  it
with fresh eyes. Read it
ou t  l oud  t o  ca t ch
awkward phrasing. Ask
a  teacher,  a  school
counselor,  or a parent
to  review  it.  These
individuals  can  often
spot


