VENTURES
                                                                                                                                       Resume Writing


A Resume Guide for High School Students:

Source: http://www.adventuresineducation.org/HighSchool/Jobs/SampleResumes/index.cfm
The sample resumes listed below provide two examples of formats. The blank templates follow each sample resume and are available electronically as well from Ms. Carrier via email.

You want your potential employer to see you for the organized, intelligent, hard-working person you are, and you need to make that clear on paper.  Here are some tips for preparing a resume:

· Ask yourself:  What is the purpose of this resume?  

· Don’t use “I” statements.

· Be consistent when aligning dates, formatting dates and when using abbreviations (either abbreviate all or none – i.e. choose “August” or “Aug.”)

· Use a professional email address (i.e. “name99@gmail.com”, NOT “sexybaby99@hotmail.com”)

· Keep it short — one page, if possible. 

· Be neat; print your resume on a quality desktop printer. 

· Be honest about your skills and work experience.

· Include paid and non-paid work experience, including volunteer work and internships.

· Include honors and awards received. 

· If you run over one page, make your job descriptions more concise.

· Adjust font size (slightly) and margins to make content fit or increase “white space” on page.

· Be concise and use action words and phrases when describing your experience. 

· Ask someone you trust to check over your resume before submitting it – it should be error free!
· Use the Resume Workbook to generate contents if the student is stuck.

Resume 1 – ideal for:

· A younger high school student

· A freshman or sophomore 

· A Student with strong skills and volunteer history.
Sample ………………………………………………….…… page 2

Template………………………………………………………page 3 

Resume 2 – ideal for:
· An older high school student 

· A junior or senior high school student 

· Highlighting academics
Sample ………………………………………………….…… page 4

Template………………………………………………………page 5

Resume Q & A………………………………………….……page 6

Professional Letter Writing Tips……….…………………page 7 - 8
Sample Resume 1

Template for Sample Resume 1

[ FIRST NAME ] [ LAST NAME ]
[ ADDRESS ] [ CITY ], [ ST ] [ ZIP ]
[ PHONE ] (tel), [ FAX ] (fax)
[ EMAIL ]

[ DESIRED JOB TITLE ]
[ BRIEF DESCRIPTION OF QUALIFICATIONS ]

EXPERIENCE AND ACCOMPLISHMENTS
[ SKILL ]
· [ ACCOMPLISHMENT MADE USING THIS SKILL ] 

· [ ACCOMPLISHMENT MADE USING THIS SKILL ] 

[ SKILL ]
· [ ACCOMPLISHMENT MADE USING THIS SKILL ] 

· [ ACCOMPLISHMENT MADE USING THIS SKILL ] 

[ SKILL ]
· [ ACCOMPLISHMENT MADE USING THIS SKILL ] 

· [ ACCOMPLISHMENT MADE USING THIS SKILL ] 

VOLUNTEER HISTORY
[ ORGANIZATION ] — [ DATE RANGE ]
[ LOCATION ]
[ TITLE/ROLE ]

[ ORGANIZATION ] — [ DATE RANGE ]
[ LOCATION ]
[ TITLE/ROLE ]

[ ORGANIZATION ] — [ DATE RANGE ]
[ LOCATION ]
[ TITLE/ROLE ]

[ ORGANIZATION ] — [ DATE RANGE ]
[ LOCATION ]
[ TITLE/ROLE ]

SCHOOL ORGANIZATIONS
[ ORGANIZATION ] — [ DATE RANGE ]
[ TITLE/ROLE ] — [ DATE ]

[ ORGANIZATION ] — [ DATE RANGE ]
[ TITLE/ROLE ] — [ DATE ]

[ ORGANIZATION ] — [ DATE RANGE ]
[ TITLE/ROLE ] — [ DATE ]

EDUCATION
[ NAME OF SCHOOL ]
[ DATE RANGE ]
[ GRADUATION DATE ]

[ NAME OF SCHOOL ]
[ DATE RANGE ]
Sample Resume 2

Template for Sample Resume 2

[ FIRST NAME ] [ LAST NAME ]
[ ADDRESS ]
[ CITY ], [ STATE ] [ ZIP ]
[ EMAIL ]
[ PHONE ]

OBJECTIVE
[ OBJECTIVE ]

EDUCATION
Completed [ NUMBER ] years at [ HIGH SCHOOL ].
Graduation date: [ DATE ].
[ OTHER DETAILS OF NOTE ]

EXPERIENCE
[ TITLE/ROLE ], [ LOCATION ]
· [ DATE RANGE ]. [ DUTIES ] 

· [ DATE RANGE ]. [ DUTIES ] 

[ TITLE/ROLE ], [ LOCATION ]
· [ DATE RANGE ]. [ DUTIES ] 

· [ DATE RANGE ]. [ DUTIES ] 

RELEVANT HIGH SCHOOL STUDIES
[ LIST OF CLASSES AND/OR SKILLS ]

HONORS, AWARDS, AND MEMBERSHIPS
· [ HONOR/AWARD/ORGANIZATION ]
[ DESCRIPTION ] 

· [ HONOR/AWARD/ORGANIZATION ]
[ DESCRIPTION ] 

· [ HONOR/AWARD/ORGANIZATION ]
[ DESCRIPTION ] 

Resume Q & A:

Source: http://www.adventuresineducation.org/HighSchool/Jobs/Resumes/commonresumequestions.cfm
Q: What is the purpose of a resume?
A: Your resume serves as a guide to your personality, goals, skill sets, and experience. A resume can determine whether you'll get an interview or not. Your resume needs to have the following: 

· A concise objective statement that conveys what sort of job you want. 

· Relevant personal data such as name and contact information. 

· A list of your accomplishments. 

· Specifics that are important to you (volunteer activity, affiliations with clubs and service organizations, etc.). 

· Work history (include internships, part-time work, etc.). 

· Educational background. 

· Statement about the availability of references. 

Q: Does my resume have to be one page?
A: It's important to focus on making sure your resume reflects all of the important components (objectives, goals, employment history and experience, skill sets, etc.) and not so much on the length of your document. While recruiters do read a lot of resumes, remember that your resume is the only thing they receive that paints a picture of who you are and what you can do.

Q: Is it necessary that I have an objective?
A: An objective is not mandatory, but we recommend that you state one. If you don't have an objective, the recruiter will have to speculate about your career focus.

Here are some sample objectives to help you get started:

· Objective: To secure an increasingly responsible position, where self starting, independent, decision making skill sets can be used to improve corporate productivity. 

· Objective: To secure a job where my experience and innovative thinking can be used together to help an organization enhance and grow its vision and mission. 

Q: Do I need to have several different resumes to reflect different fields I might want to go into?
A: It is very difficult to have one resume that will be suitable for all jobs for which you will apply. We recommend that you have a general resume that you can customize for different jobs. The more you can customize your resume, the better. Recruiters will appreciate your narrowing the focus of your resume.

Q: I've had several internships and volunteer experiences, but not full-time paid employment. Should I list my internships on my resume?
A: Absolutely. Regardless of whether or not your internships/volunteer experiences were paid, they still gave you an opportunity to develop your skill sets and learn.

Emily Brown�1640 Riverside Drive, Hilldale, CA 93505�760-555-1210 (tel), 760-555-1955 (fax)�ebrown@hilldaleinternet.net


Assistant Clerk


Three months experience as Assistant Systems Clerk at the Tannen Blood Center, contributing to a money-saving records reorganization praised by the healthcare industry. Frequently recognized for excellent organizational and problem-solving skills.


EXPERIENCE AND ACCOMPLISHMENTS


Troubleshooting and problem-solving skills


Investigated and resolved visitors' computer problems at the Hilldale Public Library. 


Winner of the DMC Programming Contest, 2004. 


Excellent organizational skills


Awarded "Volunteer of the Year" by the Hilldale Public Library in 2004 for noted organizational skills. 


Helped reorganized records system, saving the Tannen Blood Center $15,000 per year. 


Organized various events for the Hilldale High School Math Club. 


Strong computer skills


Earned "A" or "A+" in all computer classes. 


Built personal computer from scratch. 


VOLUNTEER HISTORY


Hilldale Public Library — Summer 2004, Summer 2005�Hilldale, CA�Computer assistant


American Red Cross — Spring 2004�Florida�Relief volunteer


Tannen Blood Center — Summer 2003�Hilldale, CA�Assistant Systems Clerk


SCHOOL ORGANIZATIONS


Hilldale High School Math Club — 2003 - 2005�Vice-president — 2005


National Honor Society — 2003 - 2005


Clayton Middle School Library — 2000 - 2002�Student Librarian


EDUCATION


Hilldale High School�2003 - 2005�Graduation Date: 2007


Clayton Middle School�1999 - 2002








PERRY JAMESON


1515 Stanley Drive #62�Hometown, KS 66202�perry.jameson@dbplanet.com�(913) 555-1938


OBJECTIVE�To obtain knowledge of the day-to-day workings of a communications, public relations, or publishing firm through a part-time job or summer internship.


EDUCATION�Completed three years at Hometown High School.�Graduation date: May 2007.�G.P.A. 3.85. Top 5% of class.


EXPERIENCE�Newspaper Staff Member, Hometown High School


Aug 2004 - present. Features editor of campus newspaper. 


Aug 2001 - Aug 2004. Researched information for news articles using library and Web sources. Composed and edited informational articles, columns, editorials, and advertising copy. 


Yearbook Committee Member, Hometown High School


Aug 2004 - present. Editor-in-chief of yearbook staff. Leader of design and publication teams from initial layout through finished product.


Aug 2003 - Aug 2004. Yearbook staff member. Experience taking photographs, designing layout, and writing captions and sidebars. 


RELEVANT HIGH SCHOOL STUDIES�Technical writing; advanced composition; debate; video production; computer classes providing knowledge of word processing, desktop publishing, and Web software.


HONORS, AWARDS, AND MEMBERSHIPS


U.S. Media Association Scholarship recipient�Scholarship based on academic achievement, community service, and campus participation and leadership in high school communications projects and studies. 


2004 Best High School Newspaper Design winner�Central State Regional Communications Contest, sponsored by the Communications Department, State University. 


President of high school chapter of �Future Communicators of America (FCA), 2004 - present�Member, 2003 - present. 


Treasurer of National Honor Society, 2004 - present 














The Goal: Illustrate the highlights!  You will go into details in your cover letter and at your interview!
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