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YOU GRADUATE
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For many teenagers,
the phrase "high school
student resume"
sounds like something
reserved for college
graduates or seasoned
professionals. The truth
is far more
empowering. Whether
you are applying for
your first part-time job,
a summer internship, a
volunteer position, or a
college admission

program, a well-crafted
resume can set you
apart from other
candidates.

You might feel that you
lack experience, but
that is a common
misconception. As a
high school student,
you possess a unique
set of qualities that
employers and
admissions officers
value: adaptability, a
fresh perspective,
enthusiasm, and a
willingness to learn.
Learning how to write a
high school student
resume is not just
about listing facts; it is
about telling your story
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in a way that highlights
your potential. This
guide will walk you
through every step,
from choosing the right
format to tailoring your
content for specific
opportunities.

UNDERSTANDING
THE PURPOSE OF
YOUR RESUME

Before diving into
formatting and
wording, it is essential
to understand what a
resume is meant to
accomplish. A resume
is a marketing
document. Its goal is to
get you an interview,
not to land you the job
directly. For a high
school student, the
resume must
demonstrate
responsibility,
reliability, and a
capacity for growth.

Employers hiring
teenagers know you

are still developing
your professional skills.
They are looking for
signs that you are
punctual, trustworthy,
and eager to
contribute. Your
resume should answer
the unspoken question
every hiring manager
has: "Can this young
person handle
responsibility?" By
carefully presenting
your academic
achievements,
extracurricular
activities, and part-
time experiences, you
provide that answer
before you even shake
hands.

Key
Differenc
es
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Between

Adult and
Student

Resumes

An adult resume often
focuses on years of
professional
experience,
promotions,
industry-specific
achievements. A high
school student resume
takes a different
approach. It
emphasizes soft skills,
educational
accomplishments,
leadership in clubs or
sports, volunteer work,
and any part-time or
gig-based roles you
have held.

You do not need to
apologize for a short
work history. Instead,
you should frame your

and

experiences as
valuable Dbuilding
blocks. For example,
babysitting vyour
younger siblings shows
responsibility.
Organizing a school
fundraiser
demonstrates project
management. These
are real skills, and they
belong on your
resume.

STEP-BY-STEP
GUIDE: HOW TO
WRITE A HIGH
SCHOOL STUDENT
RESUME

1. Start
with the
Right
Format



and
Layout

First impressions
matter, and your
resume layout is the
first thing a recruiter
notices. Keep the
design clean, simple,
and easy to skim. Use
a standard font such as
Arial, Calibri, or Times
New Roman in 10 to 12
point size. Margins
should be one inch on
all sides.

Your resume should fit
on one page. Hiring
managers spend an
average of six to ten
seconds scanning a
resume initially. If it is
cluttered or extends
beyond one page, key
information may be
missed. Use bold text
for section headings
and your name, but
avoid excessive
formatting. A clean

structure signals
professionalism.

2. Write a
Strong
Header
with Your
Contact
Informati
on

At the top of the page,
center your full name
in a bold, slightly larger
font. Below that,
include your phone
number, a professional
email address, and
your city and state.
Avoid using overly
casual email addresses
like

"cooldude2008@email.
com." Create a simple
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version using your first
and last name if
needed.

You may also include a
link to your LinkedIn
profile if you have one,
but this is optional for
high school students. If
you have an online
portfolio, blog, or
GitHub account
relevant to the job,
include those as well.

3. Write
an
Objective
or
Summary
Statemen

t

An objective statement
is a short, powerful
sentence or two at the
top of your resume
that tells the employer
what you are looking
for and what you can
offer. For a high school
student resume, this is
particularly useful
because it frames your
limited experience in a
positive light.

Instead of writing a
generic line like
"Looking for a job," try
something more
specific: "Motivated
high school junior with
strong organizational
skills and a passion for
customer service
seeking a part-time
retail position where |
can contribute to team
goals and develop
professional
experience."

This approach shows



that you have thought
about the role and
understand what the
employer needs.

4,
Highlight
Your
Education
Strategic
ally

For a high school
student, education is
often your strongest
asset. List your school
name, location, and
expected graduation
date. Include your GPA
if it is 3.0 or higher. If
you are taking
Advanced Placement
(AP), International
Baccalaureate (IB), or
honors courses,

mention them. You can
also list relevant
coursework that
connects to the job you
are seeking.

For example, if you are
applying for a job at a
library, mentioning that
you excelled in English
or creative writing
classes shows
relevance. If you are
applying to a tech
internship, listing
computer science
courses is beneficial.

5.
Showcase
Your
Experienc
e Beyond
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Paid
Work

One of the most
common questions
students ask is, "What
if | have never had a
job?" The answer is
simple: you still have
experience. Experience
includes volunteer
work, internships,
school clubs, sports
teams, babysitting, pet

sitting, lawn care,
helping at family
businesses, or

participating in
community service.
Create a section called
"Experience" or
"Leadership and
Activities." For each
entry, include the
organization name,
your role, dates
involved, and two to
three bullet points
describing what you
did. Use action verbs

such as "organized,"
"led," "assisted,"
"coordinated,"

"tutored," or "created."

For example:

e Student
Council
Treasurer —
Lincoln High
School
(2024-2025)

e Managed a
budget of over
$2,000 for school
events and
fundraisers

e Collaborated with
administrators to
plan and execute
five major
school-wide
activities

e Presented
financial reports
to a group of 50
student
members
monthly

This example
demonstrates financial
responsibility,



teamwork, public
speaking, and
organization—all
without a traditional
job.

0.
Feature
Your
Skills
Clearly

Skills are a critical
component of any high
school student resume.
Include both hard skills
(demonstrable,

teachable abilities) and

soft skills
(interpersonal traits).
Hard skills might

include proficiency in
Microsoft Office,
Google Suite, basic
coding, foreign
languages, graphic
design, or social media

management. Soft
skills include
communication,

teamwork, problem-

solving, time
management, and
adaptability.

Be honest about your
skill level. If you list
"Spanish" as a skill, be
prepared to use it
during an interview or
on the job. Employers
appreciate honesty,
and overstating
abilities can backfire.

7. Include
Awards,
Honors,
and
Achievem
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ents

If you have received
recognition for your
efforts, this is the place
to mention it. Honor
roll, perfect
attendance, academic
awards, athletic
medals, or special
recognitions from
teachers or coaches all
add credibility to your
resume.

This section bolsters
your candidacy by
showing that others
have validated your
contributions. Even a
small award can make
a difference  when
competing against
other students.

8. Add
Extracurri

cular
Activities
and
Hobbies

Extracurricular

activities reveal your
character and interests
outside of school. They
show that you can
manage your time,
work with others, and

pursue passions
beyond required
coursework. Sports

teams, music lessons,
drama club, debate
team, volunteering at
an animal shelter, or
participating in a
coding club all belong
here.

Hobbies can also be
relevant, especially if
they connect to the
job. For instance, if you
enjoy photography and



are applying to a retail
position that involves
social media, mention
that interest.

TAILORING YOUR
RESUME FOR
SPECIFIC
OPPORTUNITIES

One crucial strategy in
learning how to write a
high school student
resume is
understanding that one
resume does not fit all.
You should customize
your resume for each
job or application.
Read the job
description carefully. If

the employer
emphasizes customer
service, make sure

your volunteer work or
school experiences
that involved helping
others are prominent.
If the role requires
technical skills, shift
your bullet points to
highlight computer
proficiency or relevant

10

coursework.

Tailoring does not
mean fabricating
experiences. It means
presenting the most
relevant parts of your
background for each
unique opportunity.
This small effort can
dramatically increase
your chances of being
noticed.

COMMON
MISTAKES TO
AVOID

Even a strong high
school student resume
can be undermined by
avoidable errors. Here
are some of the most
common pitfalls and
how to avoid them:

e Typos and
grammatical
errors: Always
proofread your
resume multiple
times. Ask a
parent, teacher,
or friend to
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review it as well.
A single spelling
mistake can
create a negative
impression.
Using an
unprofessional
email address:
As mentioned
earlier, create an
email that
includes your
name. Avoid
nicknames,
numbers, or
anything that
seems immature.
Including
irrelevant
information:
Your hobbies
might be
interesting, but
listing "watching
Netflix" or
"playing video
games" does not
add value unless
directly relevant
to the position.
Lying or
exaggerating:

Never claim skills
or experiences
you do not have.
Employers often
verify claims,
and dishonesty
can cost you the
opportunity.

e Using passive
language:
Phrases like "was
responsible for"
or "helped with"
are weaker than
action verbs such
as "managed,"
"led," "created,"
or "improved."

e Making the
resume too
long: Stick to
one page. Be
concise and
prioritize quality
over quantity.

TIPS FOR MAKING
YOUR RESUME
STAND OUT

You have the
fundamentals down.
Now, how do you

11
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elevate your high
school student resume
from good to
memorable?

Quantify
Your
Achievem
ents

Numbers catch the
eye. Instead of saying
"volunteered at a food
bank," say "helped sort
and distribute meals to
over 200 families
weekly." Instead of
"managed social media
for the school club,"
say "grew Instagram
following by 40 percent
over three months."

Use a
Professio
nal Tone

While your resume
should reflect your
personality, maintain a
professional tone
throughout. Avoid
slang, emojis, or overly
casual phrasing. Write
in complete sentences
for your bullet points,
but keep them concise.

Include a
Strong
Action
Verb at

Numbers provide

concrete evidence of

your impact. the Start
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of Each
Bullet

Start each bullet point
with a powerful verb.
Examples include:
achieved, coordinated,
designed, developed,
established, facilitated,
implemented,
organized, performed,
presented, resolved,
supervised, trained, or
wrote. This makes your
contributions sound
active and impactful.

Keep
Your
Formattin

g
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Consisten
t

Consistency is a sign of
attention to detail.
Ensure that all dates
are formatted the
same way (e.g., "June
2024 - August 2024").
Use the same bullet
style throughout. Align
your text uniformly.

EXAMPLE
STRUCTURE OF A
HIGH SCHOOL
STUDENT RESUME

To help you visualize
the final product, here
is a simple structural
outline you can follow:

1. Header: Full
name, phone
number, email,
city and state

. Objective
Statement: One
to two sentences
summarizing



your goal and
value

. Education:
School name,
location,
expected
graduation date,
GPA (if strong),
relevant
coursework

. Experience:
Paid jobs,
internships,
volunteer roles,
leadership
positions (with
bullet points)

. Skills: Hard and
soft skills
relevant to the
position

. Awards and
Honors:
Academic or
extracurricular
recognition

. Extracurricular
Activities:
Clubs, sports,
community
involvement

You can adjust the

14

order depending on
what you want to
emphasize. If your
experience section is
strong, place it before
education. If your
academics are your
strongest asset, lead
with education.

WHEN AND HOW
TO ASK FOR
LETTERS OF
RECOMMENDATION

While not a direct part
of the resume itself, a
strong letter of
recommendation can
complement your
application. Identify
teachers, coaches, or
volunteer coordinators
who know you well and
can speak to your
character and abilities.
Ask them at least two
weeks before you need
the letter. Provide
them with a copy of
your resume and
details about the
position you are
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applying for. This helps  FINAL THOUGHTS
them write a more ON BUILDING

specific and impactiul  coNFIDENCE
recommendation.
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