
Tips for Resume Writing

What is a resume? 

A resume is a one page document that lists your experience and skills.  It is used by potential employers to 
determine if you are a good candidate for a position within their organization.   

What skills or qualities do you want to highlight on your resume? 

Think about the qualities you possess that would make you an asset to the organization where you’re 
applying.  Are you dependable?  Organized?  Motivated? A good leader?  While we don’t typically list these 
things on a resume, they should be apparent through the things that you’ve done.  For example, being 
president of a club shows leadership skills, or even something as simple as babysitting shows that someone’s 
parents thought you were dependable enough to entrust you with their kids! 

What should I include on my resume? 

Writing a high school resume can be a challenge because you don’t have a lot of experience yet.  However, 
you most likely have a lot more to put on there than you think!  Here is a list of some things you should 
include: 

 Education – In addition to where you go to school, you can also use this section to highlight AP and
Honors courses, or perhaps courses that are relevant to the position you’re applying for.

 Experience – Here you’ll list paying jobs, internships, and on-going volunteer commitments.  If you
don’t have much experience in those areas yet, consider including in-school leadership positions like
editor of the school newspaper.

 Activities & Interests – This section (or sections) might include school clubs, sports, other
extracurricular activities, hobbies, or even travel experience.

 Skills – Here you’ll highlight things like languages and technology skills.

 Awards or Achievements – If you’ve received a lot of honors, you could consider listing them in a
separate section of your resume.  This could also be included under education.

 Objective (optional) – I believe that you should only include an objective if you have a very specific one
in mind, which usually isn’t the case at your age.  If you include one, it should go at the top under your
contact information.

The sections you include on your resume will depend on what you’ve done.  For example, you’re not going to 
dedicate an entire section to music just to say that you play the piano.  But you can include that in your skills 
section. However, if you have extensive experience as a musician, you may choose to dedicate a whole section 
to music.   

What else should I keep in mind? 

 FORMATTING IS CRUCIAL!!!   The sample resume on the next page highlights some key things to keep
in mind when organizing your resume.  A sloppy resume says a lot about a person.

 ASK PEOPLE TO LOOK IT OVER!!!    Ask parents, teachers, and other adults to look over your resume
and give you feedback.



John Doe
3645 Overbrook Ave., Columbus, OH  43232

johndoe@gmail.com, 614-123-4567
(TIP:  If you’re embarrassed to share your email address with an adult, set up a new one! ) 

 (Note that education goes at the top because you are a full time student!) EDUCATION  

Eastmoor Academy, Columbus, OH Graduating June 2017
AP & Honors Courses:  Psychology, English, & Spanish 

 (Notice the consistency in formatting.  Same as “EDUCATION” above.) 
EXPERIENCE  

Volunteer, OSU Hospital, Columbus, OH
Sept. 2011-Present 

 Organize patient files and performed other administrative tasks.

 Greet people entering hospital and help them find their way around.

 Assist nurses with basic tasks such as filling water pitchers and bringing patients reading materials.
(Each entry should have bullets with ACTION verbs focusing on your accomplishments. Verbs are in the present tense for 

activities you are still involved in.) 

Volunteer, Happy Tooth Dental, Columbus, OH Sept. 2010-June 2011 

 Observed surgical procedures such as dental implants and root canals.

 Developed x-rays and sterilized dental equipment.

 Greeted patients and prepared rooms for patient visits.
(Again, notice the CONSISTENCY! Italics for titles, bold for organization name, etc. Verbs are in the PAST tense for activities 

you are no longer doing.) 

Teen Counselor, Barnett Summer Recreation Program, Columbus, OH                                  Summer 2010

 Organized activities for children ages 5 to 7 and assisted camp counselors with overall supervision
of the children.

Volunteer, Berwick Elementary, Columbus, OH Sept 2009-June 2011 

 Tutored elementary and middle school students in basic school subjects.

 Helped students remain on task and complete their work.

 Prepared and taught lessons on health related subjects such as healthy eating and bullying.
(Each entry should include a location and dates, which should be lined up neatly.) 

ACTIVITIES & INTERESTS    (How you organize these sections depends on what you’re involved in.  Here’s 1 way of doing it.) 

Member, DECA, Eastmoor Academy        Sept. 2010 –
Present  Participate in weekly DECA meetings where we prepare business and marketing plans, and then

compete on a regional and national level.

Treasurer, PLC Club, Eastmoor Academy Jan. 2011 – Present 

 Manage money for a group fundraisers and school activities.

SKILLS       (Make sure you don’t lie or stretch the truth on your resume!  Especially when listing skills.) 
Languages:  Fluent in Spanish. 
Technology:  Proficient in creating web design pages.
Music:  Piano and Flute. 

mailto:ppeterman@gmail.com


WRITING A COVER LETTER 

When you apply for a position, you never send your resume by itself.  You always have to include 
a COVER LETTER which should follow these guidelines: 

KEEP IT SHORT AND SIMPLE, AND FEEL FREE TO USE THE BELOW TEMPLATE IN BLUE! 

Dear Mr./Ms./Dr. : 

PARAGRAPH 1) Introduction: State the reason for writing. Name the specific position, or type of 
work for which you are applying. Mention the resource used in finding out about the opening/company 
(i.e. through your school’s Internship Coordinator). 

PARAGRAPH 2) Body: Explain why you are interested in working for that employer, or in that field of 
work, and most importantly what your qualifications are (academic background, work experience, 
personal skills). Point out achievements that relate to the field and why you enjoy that work. Refer the 
reader to the enclosed resume, application, and/or portfolio. 

PARAGRAPH 3) Closing: Indicate your desire for an interview or ask for additional information. 

Sincerely, 
Your Name 
Phone Number 
Email Address 

Adapted from: http://www.bc.edu/offices/careers/jobs/resumes/howto.html 

COVER LETTER TEMPLATE 

Dear Mr. ..., 

I'm writing to you in regards to an internship (or volunteer) position at NAME OF ORGANIZATION.    

I am interested in this line of work because PROVIDE A REASON (OR REASONS).  I think that I am 
a good candidate for the position because LIST SOME POSITIVE CHARACTERISTICS AND ANY 
RELATED EXPERIENCE.  I've attached my resume, and as you can see MENTION SOMETHING 
ON THE RESUME THAT WOULD MAKE YOU A GOOD CANDIDATE FOR THE POSITION. 

If possible, I would be very interested in setting up a time to meet with you to discuss this opportunity 
further.  I am available INCLUDE YOUR AVAILABILITY FOR AN INTERVIEW.  I look forward to 
speaking with you. 

Sincerely, 
John Doe
614-123-4567 
johnDoe@gmail.com 

http://www.bc.edu/offices/careers/skills/letters/cover.html



