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Why a Resume
Matters for a
High School
Student

When you are a
teenager stepping into
the world of part-time
jobs, internships, or
college applications, a
resume for a
highschool student
becomes one of your
most powerful tools.
Many students believe
they have nothing to put
on a resume because
they lack formal work
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that assumption could
not be further from the
truth. A well-crafted
resume highlights your
potential, your
character, and your
willingness to learn. It
shows employers and
admissions officers that
you are organized,
motivated, and serious
about your future.

Creating a resume as a
high school student is
not just about listing
jobs you have never

held. It is about
showcasing your
your

strengths,
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involvement, your
volunteer work, and
even your academic
achievements. The
process of writing a
resume also helps you
reflect on your skills and
goals. Whether you are
applying for your first
job at a local coffee shop
or submitting a college
application, a strong
resume sets you apart
from other candidates
who may not have taken
the time to prepare.

In this article, we will
walk you through
everything you need to
know about building an
effective resume for a
highschool student.
From wunderstanding
what to include to
formatting it
professionally, you will
learn how to present
yourself in the best
possible light.

Understanding
the Purpose of
Your Resume

Before you start typing,
it is helpful to
understand what a
resume is supposed to
do. A resume is a
snapshot of your
qualifications. It is not a
biography or a life story.
It is a concise document
that answers one
question for the reader:
Why should we choose
you?

For a high school
student, the resume
often fills the gap where
professional experience
is missing. Instead of
focusing on past jobs,
you focus on your
potential. You highlight
your reliability, your
ability to learn quickly,
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Employers know that
high school students are
often new to the
workforce. They are not
expecting you to have a
decade of experience.
They are looking for
someone who is
responsible, punctual,
and eager to contribute.

Your resume is also a
reflection of your
communication skills. A
clean, well-organized
document shows that
you pay attention to
detail and that you can
present information
clearly. These are
qualities that matter in
any job or academic
setting.

Essential
Sections for a

Student
Resume

When you are writing a
resume for a
highschool student,
certain sections are
particularly important.
You do not need to
include everything, but
you should include
sections that tell your
story in the most
compelling way.

Contact
Information

This section is
straightforward. Include
your full name, phone
number, professional
email address, and your
city and state. You do
not need to include your
full street address for
safety reasons. Make
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sure your email address
sounds professional.
Avoid nicknames or
numbers that might
seem immature. Your
email should be a
variation of your first
and last name.

Objective or
Summary
Statement

An objective statement
is optional, but it can be
very helpful for a high
school student. It is a
short sentence or two at
the top of your resume
that tells the reader
what you are looking for
and what you offer. For
example: "Motivated
high school junior with
strong organizational
skills and a passion for
customer service
seeking a part-time
position in retail." This
helps the employer

immediately understand
your goal and your
strengths.

Education

This section is crucial
for a high school
student. List your school
name, city and state,
and your expected
graduation date. You
can include your GPA if
it is strong, but only if it
is 3.0 or higher. You can
also list relevant
coursework, especially if
you are applying for a
job that relates to a
subject you are
studying. For example, if
you are applying for a
job at a bookstore,
mentioning an advanced
English class is relevant.

Work Experience

If you have held a job,
list it here. Include the
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name of the company,
your job title, dates of
employment, and bullet
points describing your
responsibilities. If you
do not have formal work

experience, do not
worry. You can include
babysitting, lawn

mowing, pet sitting, or
any informal work you

have done. These
experiences show
responsibility and
initiative.
Volunteer
Experience

Volunteer work is highly
valued by employers and
colleges. It shows that
you care about your
community and that you
can work with others.
Include the organization
name, your role, the
dates you volunteered,
and a brief description
of what vou did. Even a

small amount of
volunteer work
demonstrates character.

Extracurricular
Activities

This section is where
you can really shine. List
clubs, sports teams,
student government,
music groups, or any

other organized
activities. For each
activity, include the
name of the

organization, your role,
and the years you
participated. If you held
a leadership position,
such as team captain or
club president, make
sure to highlight that.

Skills

Use this section to list
specific skills that are
relevant to the job or
are

opportunitvy _vou
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include language skills
(such as bilingual
proficiency), computer
skills (such as Microsoft
Office or Google Suite),
and soft skills (such as
communication or
teamwork). Be honest
about your skills. Do not
list something you do
not actually know.

Awards and
Honors

If you have received any
academic awards, honor
roll recognition, or other
honors, include them
here. This section adds
credibility and shows
that you are a high
achiever.

How to

Resume for
Maximum
Impact

Structure matters. Even
the best content can be
overlooked if it is not
presented in a clear,
easy-to-scan format. For
a resume for a
highschool student,
simplicity and
readability are your best
friends.

Start with your contact
information at the top.
Then follow with your
objective statement if
you choose to include
one. Then list your
education. After that,
organize the remaining
sections based on what
is most relevant to the
job you are applying for.
If you have work
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the topT If” your
volunteer work is more
impressive, put that
first. The goal is to put
your strongest points
where they will be seen
first.

Use bullet points for
each description under
work, volunteer, and
extracurricular sections.
Bullet points are easier
to read than long
paragraphs. Keep each
bullet point to one or
two lines. Start each
bullet point with an
action verb such as
“"led," "organized,"
"assisted," "created," or
"volunteered." Action
verbs make your
descriptions more
dynamic and impactful.

for Each
Section

Now let us look at some
specific tips for writing
the content in each
section of your resume
for a highschool
student.

For the Objective
Statement

Keep it brief and
focused. Tailor it for
each job you apply to.
Instead of a generic
statement, mention the
specific role or industry.

For example:
"Hardworking high
school senior with

strong math skills and a
desire to learn seeking a
position as a cashier."

Downloaded from tracker.dreammachineusa.org by
Brooklyn & Horton ¢ Every book is a new adventure. ¢ Page

7



For the Education
Section

If you have taken any
Advanced Placement or
honors classes, list
them. You can also
include your class rank
if it is strong. If you are
involved in academic
clubs like debate or
math club, you can
mention them here or in
the extracurricular
section.

For Work and
Volunteer
Experience

Focus on what you
accomplished, not just
what you did. Instead of

saying "I helped
customers,"” say
"Assisted customers

with locating products
and provided friendly
service, resulting in

positive feedback from

store management."
Quantify your
achievements when

possible. For example,
"Managed inventory for
a school supply drive
that collected over 500
items."

For the Skills
Section

Include a mix of hard
skills and soft skills.
Hard skills are teachable
abilities like typing
speed, software
knowledge, or foreign
language fluency. Soft
skills are interpersonal
traits like teamwork,
adaptability, and
problem solving.
Employers value both.

What to
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You Have No
Work
Experience

This is one of the most
common concerns for
students writing a
resume for a
highschool student.
The truth is that you do
have experience. You
just need to reframe it.
Your classroom projects,
team sports, volunteer
work, and even your
responsibilities at home
all count as experience.

Create a section called
"Leadership and
Activities" or
"Community

Involvement." Use this
section to describe
projects you led or
participated in. For

example if vou
y
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fundraiser, that is
project management
experience. If you
tutored a younger
student, that is teaching
and communication
experience. If you were
a member of a sports

team, that shows
teamwork and
discipline.

You can also include a
section called "Relevant
Coursework." List
classes that are related
to the job. For a job in
an office, list computer
or business classes. For
a job in retail, list math
or communication
classes. This shows that
you have foundational
knowledge even if you
have not applied it in a
work setting yet.
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and Design
Tips

Your resume should look
professional and clean.
Use a simple font such
as Arial, Calibri, or
Times New Roman. Font
size should be between
10 and 12 points for the
body text. Your name
can be slightly larger, up
to 14 or 16 points.

Use consistent
formatting. All headings
should be the same
style. All bullet points
should be aligned. Use
bold text sparingly to
emphasize key
information such as job
titles or section
headings. Do not use too
many different colors or
graphics. A black and
white resume is always

apermhdttingand

professional.

Keep your resume to one
page. High school
students typically do not
have enough experience
to justify a second page.
If you are struggling to
fit everything, prioritize
the most important
information and remove
anything that is not
directly relevant.

Save your resume as a
PDF file when you send
it electronically. This
ensures that the
formatting stays the
same no matter what
device the recipient
uses.

Common
Mistakes to
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Even a good resume can

be

weakened Dby

common mistakes. Here

are

some things to

watch out for when
writing your resume for
a highschool student.

Typos and
grammatical
errors: Always
proofread your
resume multiple
times. Ask a
parent, teacher, or
friend to review it
as well. A single
mistake can create
a bad impression.
Using
unprofessional
language: Keep
your language
formal and
professional. Avoid
slang or overly
casual phrases.

AVOi&Kaggerating:

Never claim a skill
or experience you
do not have.
Employers can
easily check your
references or ask
follow-up questions
in an interview.

e Including

irrelevant
information: Your
resume is not the
place to list every
hobby or interest.
Only include
information that
supports your
qualifications.
Using a generic
resume for every
application: Tailor
your resume for
each job or
opportunity. Small
adjustments can
make a big
difference.
Including

Eyillg Ul

references o the
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resume: You do
not need to list
your references on
the resume itself.
Simply write
"References
available upon
request" at the
bottom, or leave it
off entirely.

Sample
Resume
Template for a
High School
Student

Here is a simple
template you can use as
a starting point for your
own resume for a
highschool student.
Remember to customize
it with your own
information and
experiences.

[Your Namel]
[City, State] | [Phone

Number] | [Email
Address]

Objective

Motivated high school
[junior/senior] with
strong [skill, e.g.,
communication and
organizational] skills
seeking a [position
name] position at

[company name].

Education

[High School Name],
[City, State]

Expected Graduation:
[Year]

GPA: [If 3.0 or higher] |
Relevant Coursework:
[List 2-3 relevant
classes]

Experience

[Job Title or Role],
[Organization Name] —
[Dates]

e [Action verb]
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[description of responsibility or
achievement]
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