FIRST RESUME FOR HIGH SCHOOL STUDENT

FIRST RESUME FOR HIGH SCHOOL STUDENT IS AN ESSENTIAL TOOL FOR YOUNG INDIVIDUALS ENTERING THE \WORKFORCE, WHETHER
FOR PART-TIME JOBS, INTERNSHIPS, OR VOLUNTEER OPPORTUNITIES. CRAFTING A RESUME CAN BE DAUNTING FOR MANY HIGH
SCHOOL STUDENTS, ESPECIALLY IF THEY HAVE LIMITED WORK EXPERIENCE. HO\)VEVER, A WELL-STRUCTURED RESUME CAN
EFFECTIVELY HIGHLIGHT SKILLS, ACCOMPLISHMENTS, AND PERSONAL ATTRIBUTES THAT MAKE A STRONG CANDIDATE. THis
ARTICLE WILL GUIDE YOU THROUGH THE PROCESS OF CREATING YOUR FIRST RESUME, PROVIDING TIPS, TEMPLATES, AND
EXAMPLES TAILORED SPECIFICALLY FOR HIGH SCHOOL STUDENTS.

UNDERSTANDING THE PURPOSE OF A RESUME

A RESUME SERVES SEVERAL KEY PURPOSES:

1. SHOWCASE SKILLS AND EXPERIENCES: IT HIGHLIGHTS YOUR ABILITIES, ACHIEVEMENTS, AND ANY RELEVANT EXPERIENCES,
MAKING YOU STAND OUT TO POTENTIAL EMPLOYERS.

2. PROFESSIONAL PRESENTATION: A RESUME PRESENTS YOU IN A PROFESSIONAL MANNER, DEMONSTRATING YOUR SERIOUSNESS
ABOUT THE JOB OR OPPORTUNITY.

3. FIRST IMPRESSION: IT IS OFTEN THE FIRST DOCUMENT THAT EMPLOYERS WILL SEE, AND A WELL-CRAFTED RESUME CAN CREATE
A POSITIVE FIRST IMPRESSION.

4. INTERVIEW PREPARATION: YOUR RESUME SERVES AS A CONVERSATION STARTER DURING INTERVIEWS, PROVIDING TALKING
POINTS ABOUT YOUR EXPERIENCES AND SKILLS.

CoMPONENTS OF A HIGH ScHooL STUDENT RESUME

\W/HEN CREATING YOUR FIRST RESUME, THERE ARE SEVERAL ESSENTIAL COMPONENTS TO INCLUDE. HERE’S A BREAKDOWN:

1. CONTACT INFORMATION

AT THE TOP OF YOUR RESUME, INCLUDE YOUR CONTACT INFORMATION:
- FuLL NAME: MAKE SURE TO USE YOUR FULL NAME.
- EMAIL ADDRESS: USE A PROFESSIONAL EMAIL ADDRESS (IDEALLY A COMBINATION OF YOUR NAME).

- PHoNE NUMBER: INCLUDE A RELIABLE PHONE NUMBER WHERE YOU CAN BE REACHED.
- LINKeDIN PROFILE (OPTIONAL): IF YOU HAVE A LINKEDIN ACCOUNT, INCLUDE THE URL.

2. OBJECTIVE STATEMENT OR SUMMARY

AN OBJECTIVE STATEMENT IS A BRIEF SUMMARY OF YOUR CAREER GOALS AND WHAT YOU HOPE TO ACHIEVE THROUGH THE
POSITION YOU’RE APPLYING FOR. FOR INSTANCE:

“MOTIVATED HIGH SCHOOL STUDENT SEEKING A PART-TIME POSITION AT XYZ COMPANY TO UTILIZE MY STRONG
COMMUNICATION SKILLS AND DEDICATION TO CUSTOMER SERVICE.”

ALTERNATIVELY, A SUMMARY CAN PROVIDE A QUICK OVERVIEW OF YOUR QUALIFICATIONS:

“ENTHUSIASTIC AND RESPONSIBLE HIGH SCHOOL STUDENT WITH EXPERIENCE IN VOLUNTEER WORK AND TEAM PROJECTS, EAGER TO
CONTRIBUTE TO A DYNAMIC TEAM ENVIRONMENT.”



3. EDUCATION

INCLUDE YOUR EDUCATIONAL BACKGROUND, STARTING WITH THE MOST RECENT:

- ScHooL NAME: INCLUDE THE NAME OF YOUR HIGH SCHOOL.

- GRADUATION DATE: INDICATE THE EXPECTED MONTH AND YEAR OF GRADUATION.

- ReLevANT COURSEWORK (OPTIONAL): LIST ANY RELEVANT CLASSES THAT PERTAIN TO THE JOB YOU ARE APPLYING FOR,
SUCH AS BUSINESS, COMPUTER SCIENCE, OR COMMUNICATION CLASSES.

- GPA (opTIONAL): IF Your GPA Is ABoVE 3.0, CONSIDER INCLUDING IT.

4. EXPERIENCE

FOR MANY HIGH SCHOOL STUDENTS, WORK EXPERIENCE MAY BE LIMITED. HERE ARE WAYS TO SHOWCASE DIFFERENT EXPERIENCES:

- PART‘TIMEJOBSZ LIsT ANY PART-TIME JOBS, INCLUDING THE JOB TITLE, EMPLOYER NAME, LOCATION, AND DATES OF
EMPLOYMENT. USE BULLET POINTS TO DESCRIBE YOUR RESPONSIBILITIES AND ACHIEVEMENTS.

- INTERNSHIPS: IF APPLICABLE, INCLUDE ANY INTERNSHIPS OR SHADOWING EXPERIENCES.

- VOLUNTEER W/ ORK: HIGHLIGHT ANY VOLUNTEER EXPERIENCES, AS THEY DEMONSTRATE INITIATIVE AND COMMUNITY
INVOLVEMENT.

- EXTRACURRICULAR ACTIVITIES: MENTION CLUBS, SPORTS, OR ORGANIZATIONS YOU ARE INVOLVED IN, INCLUDING ANY
LEADERSHIP ROLES.

5. SKiLLs

THIS SECTION SHOULD INCLUDE A LIST OF SKILLS RELEVANT TO THE JOB. CONSIDER BOTH HARD SKILLS (TECHNICAL ABILITIES)
AND SOFT SKILLS (INTERPERSONAL ABILITIES). EXAMPLES INCLUDE:

- TECHNICAL SKILLS: PROFICIENCY IN MICROSOFT OFFICEI SOCIAL MEDIA MANAGEMENT, CODING LANGUAGES, ETC.
- INTERPERSONAL SKILLS: STRONG COMMUNICATION, TEAMWORK, PROBLEM~SOLVING, AND ORGANIZATIONAL SKILLS.

6. AWARDS AND HONORS

IF YOU HAVE RECEIVED ANY AWARDS OR RECOGNITIONS, INCLUDE THEM IN THIS SECTION. EXAMPLES COULD BE:

- ACADEMIC HONORS (HONOR ROLL, SCHOLARSHIPS)
- SPORTS AWARDS (MOST VALUABLE PLAYER, TEAM CAPTAIN)
- RECOGNITION FROM COMMUNITY SERVICE

7. REFERENCES

\W/HILE IT’S COMMON TO STATE “REFERENCES AVAILABLE UPON REQUEST,” YOU MAY CHOOSE TO LIST 2-3 REFERENCES,
INCLUDING THEIR NAME, TITLE, RELATIONSHIP TO YOU, AND CONTACT INFORMATION. ENSURE YOU HAVE PERMISSION FROM THESE
INDIVIDUALS BEFORE LISTING THEM.

FORMATTING YOUR RESUME

THE FORMAT OF YOUR RESUME IS CRUCIAL FOR MAKING A GOOD IMPRESSION. HERE ARE SOME KEY FORMATTING TIPS:



- LENGTH: KEEP YOUR RESUME TO ONE PAGE, ESPECIALLY IF YOU HAVE LIMITED EXPERIENCE.

- FONT STYLE AND Size: USE A PROFESSIONAL FONT (SUCH AS ARIAL, CALIBRI, OR TIMES NEw ROMAN) IN size 10-12
POINTS.

- MARGINS: SET MARGINS TO 1 INCH ON ALL SIDES TO ENSURE READABILITY.

- BULLET PoINTS: USE BULLET POINTS FOR LISTS TO ENHANCE CLARITY AND ORGANIZATION.

- CONSISTENCY: KEEP FORMATTING CONSISTENT THROUGHOUT (E.G., IF YOU BOLD ONE JOB TITLE, BOLD ALL JOB TITLES).

CommoN MisTAkeESs To Avoip

\W/HEN CREATING YOUR FIRST RESUME, BE MINDFUL OF THESE COMMON PITFALLS!

1. Typos AND GRAMMATICAL ERRORS: ALWAYS PROOFREAD YOUR RESUME MULTIPLE TIMES OR ASK SOMEONE ELSE TO REVIEW
IT.

2. IRRELEVANT INFORMATION: FOCUS ON EXPERIENCES AND SKILLS THAT ARE RELEVANT TO THE JOB YOU ARE APPLYING FOR.

3. LACk oF SPECIFICS: USE SPECIFIC EXAMPLES AND METRICS (E.G., “INCREASED SOCIAL MEDIA ENGAGEMENT BY 30%”) TO
DEMONSTRATE ACCOMPLISHMENTS.

4. OverLY COMPLEX LANGUAGE: USE CLEAR AND STRAIGHTFORWARD LANGUAGE. AVOID JARGON THAT MAY CONFUSE
READERS.

UsING ONLINE RESUME BUILDERS AND TEMPLATES

To SIMPLIFY THE RESUME CREATION PROCESS, CONSIDER USING ONLINE RESUME BUILDERS OR TEMPLATES. MANY WEBSITES OFFER
CUSTOMIZABLE FORMATS THAT CAN HELP YOU STREAMLINE THE DESIGN PROCESS. SOME POPULAR OPTIONS INCLUDE:

- CANVA: OFFERS VISUALLY APPEALING TEMPLATES THAT CAN BE EASILY CUSTOMIZED.
- ZETY: PROVIDES A USER-FRIENDLY INTERFACE WITH GUIDED RESUME CREATION.
- INDEED: ALLOWS YOU TO CREATE AND PUBLISH YOUR RESUME FOR JOB APPLICATIONS DIRECTLY ON THEIR PLATFORM.

PREPARING FOR JOB APPLICATIONS AND INTERVIEWS

ONCE YOUR RESUME IS COMPLETE, YOU ARE READY TO START APPLYING FOR JOBS. HERE ARE SOME TIPS FOR A SUCCESSFUL JOB
APPLICATION PROCESS:

1. TAILOR YoUR RESUME: CUSTOMIZE YOUR RESUME FOR EACH JOB APPLICATION BY HIGHLIGHTING THE EXPERIENCES AND SKILLS
THAT ARE MOST RELEVANT TO THE POSITION.

2. FoLLow APPLICATION INSTRUCTIONS: PAY CLOSE ATTENTION TO THE APPLICATION INSTRUCTIONS PROVIDED BY THE
EMPLOYER.

3. PREPARE FOR INTERVIEWS: RESEARCH COMMON INTERVIEW QUESTIONS AND PRACTICE YOUR RESPONSES. BE READY TO
DISCUSS YOUR EXPERIENCES AND HOW THEY RELATE TO THE JOB.

CoNcLUSION

CREATING YOUR FIRST RESUME FOR HIGH SCHOOL STUDENT IS A SIGNIFICANT STEP IN PREPARING FOR YOUR FUTURE CAREER. BY
UNDERSTANDING THE KEY COMPONENTS, AVOIDING COMMON MISTAKES, AND EFFECTIVELY SHOWCASING YOUR SKILLS AND
EXPERIENCES, YOU CAN CRAFT A RESUME THAT SETS YOU APART FROM OTHER CANDIDATES. REMEMBER, YOUR RESUME IS A
REFLECTION OF YOU—INVEST THE TIME TO MAKE IT POLISHED, PROFESSIONAL, AND TAILORED TO THE OPPORTUNITIES YOU ARE
PURSUING. Goob Luck!



FREQUENTLY AskeD QUESTIONS

W/HAT SHOULD A HIGH SCHOOL STUDENT INCLUDE IN THEIR FIRST RESUME?

A HIGH SCHOOL STUDENT SHOULD INCLUDE THEIR CONTACT INFORMATION, EDUCATION, RELEVANT COURSEWORK, VOLUNTEER
EXPERIENCES, EXTRACURRICULAR ACTIVITIES, SKILLS, AND ANY INTERNSHIPS OR PART-TIME JOBS.

How LONG SHOULD A FIRST RESUME FOR A HIGH SCHOOL STUDENT BE?

A FIRST RESUME FOR A HIGH SCHOOL STUDENT SHOULD TYPICALLY BE ONE PAGE LONG, FOCUSING ON CONCISE AND RELEVANT
INFORMATION.

SHOULD A HIGH SCHOOL STUDENT INCLUDE A SUMMARY STATEMENT IN THEIR RESUME?

IT'S OPTIONAL. |[F A STUDENT HAS SPECIFIC SKILLS OR EXPERIENCES THAT DIRECTLY RELATE TO THE JOB THEY'RE APPLYING FOR,
A BRIEF SUMMARY STATEMENT CAN BE BENEFICIAL.

How CAN A HIGH SCHOOL STUDENT HIGHLIGHT THEIR SKILLS ON THEIR RESUME?

A HIGH SCHOOL STUDENT CAN HIGHLIGHT THEIR SKILLS BY CREATING A DEDICATED 'SKILLS' SECTION, LISTING BOTH HARD SKILLS
(LIKE COMPUTER PROFICIENCY) AND SOFT SKILLS (LIKE TEAMWORK AND COMMUNICATION).

IS IT NECESSARY FOR A HIGH SCHOOL STUDENT TO HAVE A PROFESSIONAL EMAIL
ADDRESS?

YES, A PROFESSIONAL EMAIL ADDRESS IS IMPORTANT. |T SHOULD INCLUDE THEIR NAME AND AVOID NICKNAMES OR
UNPROFESSIONAL TERMS.

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

A REVERSE-CHRONOLOGICAL FORMAT IS COMMONLY RECOMMENDED, STARTING WITH THE MOST RECENT EXPERIENCES AND
EDUCATION, FOLLOWED BY EARLIER ONES.

How CAN A HIGH SCHOOL STUDENT MAKE THEIR RESUME STAND OUT?

A HIGH SCHOOL STUDENT CAN MAKE THEIR RESUME STAND OUT BY TAILORING IT TO THE JOB DESCRIPTION, USING ACTION VERBS,
AND QUANTIFYING ACHIEVEMENTS WHEN POSSIBLE.

SHOULD A HIGH SCHOOL STUDENT INCLUDE REFERENCES ON THEIR RESUME?

NO, IT'S GENERALLY NOT NECESSARY TO INCLUDE REFERENCES DIRECTLY ON THE RESUME. |NSTEAD, THEY CAN NOTE 'REFERENCES
AV AILABLE UPON REQUEST.I

How OFTEN SHOULD A HIGH SCHOOL STUDENT UPDATE THEIR RESUME?

A HIGH SCHOOL STUDENT SHOULD UPDATE THEIR RESUME REGULARLY, ESPECIALLY AFTER GAINING NEW EXPERIENCES,
COMPLETING COURSES, OR ACHIEVING NEW SKILLS.

\WHAT SHOULD A HIGH SCHOOL STUDENT DO IF THEY HAVE NO WORK EXPERIENCE?

IF A STUDENT HAS NO WORK EXPERIENCE, THEY CAN FOCUS ON VOLUNTEER WORK, INTERNSHIPS, SCHOOL PROJECTS, AND
RELEVANT SKILLS TO FILL THEIR RESUME.
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