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What can you use a resume for?

Applying for a job

Applying for an internship

Submitting to colleges

Asking for letters of recommendation



Components: Education/Training
Items to include:

          -School name

          -GPA

          -Relevant classes

          -Clubs/extracurriculars

          -Awards/achievements



Components: Experience
This can be ANY experience you have!

          -Example: Volunteer work, prior employment,
           babysitting, tutoring, etc.

Include responsibilities of this position (that are
relevant to the new role)
Include date of experience 

          -If still participating, write something like: 2021-Present



Components: Skills

Include both hard and soft skills!

          -Example of hard skill: Microsoft Office, 

           Adobe Photoshop, etc.

          -Example of soft skill: Customer Service,                 

           Problem-Solving, etc.



Other Items to Include:
Career Objective - 1-2 sentences that summarize

your goals and how your abilities match the

needs of an employer. Make sure to use action

resume words (look them up!)

Contact Information- Name, phone number, and

email



Tips & Tricks!

Don’t include a photo! Many companies can’t

accept resumes with photos due to

discriminatory laws

Make sure that your formatting is clear,

readable, and cohesive throughout your

resume

Avoid bold colors and fonts - simple is

always better



Example
Resume:

Source Link:
https://resumegenius.com/resume-
samples/high-school-resume-example 

https://resumegenius.com/resume-samples/high-school-resume-example
https://resumegenius.com/resume-samples/high-school-resume-example


Now it’s your turn to create

your own resume! 

Good Luck!


