
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 work experience. However, 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.

Understanding 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. Its
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.

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

When 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



Your phone number

Your email address

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. It should be tailored to the
specific job or opportunity you’re applying for. For example:

“I 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 you’re 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., honors classes,
awards)

4. Experience
Even if you don’t have formal work experience, you can include other relevant
experiences, such as:

Part-time jobs

Internships

Volunteer 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)

Language skills (e.g., bilingual abilities)

Soft skills (e.g., problem-solving, time management, teamwork)

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 it Concise
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,” “organized,” “designed,” or “led.” This makes your
contributions more impactful.

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 Professional 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]
[Your Phone Number]
[Your Email Address]
[Your Address (optional)]

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.

Education
XYZ High School, City, State
Expected 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]
[Your Phone Number]
[Your Email Address]
[Your Address (optional)]

Objective
Aspiring college student seeking to highlight academic achievements and



extracurricular involvement for college admissions.

Education
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.

Awards
- National Honor Society Member, 2023
- First Place in State Science Fair, 2022

Skills
- Strong analytical and problem-solving skills
- Proficient in Adobe Creative Suite
- Leadership and teamwork abilities

References
Available upon request.

Conclusion

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
resume?
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 resume?
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 job’s focus and use keywords from the job posting.
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