
HOW TO 
WRITE A 
RESUME



What is the 
purpose of a 
resume?



❏ Documents in a concise way your activities, accomplishments and academic record

❏ It provides a holistic picture of you; explains that you are more than just your transcript

❏ It “presents” you in a way unique to all others

❏ Most jobs and colleges now require it

❏ Provides you with a “cheat sheet” when you interview

❏ Visually expresses your personality



What should 
my resume 
look like?



YOU are an 
original

YOU



● One page (rule is usually one page per degree does not include MD as they write a curriculum vitae latin 

for “course of life” which is usually longer)

● Brief summary of skills

● Vertical not horizontal

● Outline

● Easy to read

● Concise

● Consistent

● Clear

● Definitive sections

● Bullets to establish order and neat appearance

● Understandable

● Explain; use descriptive and powerful words 

● Defines your personality (words define you and your experiences, presentation allows personality to shine through)

● Search and investigate the internet for examples and inspiration

● Font is important

● Colors and themes important

● What do you want to convey about YOU

● Search templates and select one that presents the information in a visually pleasing format



Formatting a resume



Create

individualized sections

based on YOUR experiences





Heading
Name 

Contact Information

Phone number

Email address

❏ Big  

❏ Bold

❏ Most important part of resume: YOU

❏ This is your banner! 



Education
Hackettstown High School, Hackettstown, New Jersey 07840

● Graduation: June, 2019

GPA: 100

Warren County Community College, Washington, New Jersey 07882

● List courses here by the college name

○ SOC 103 Introduction to Sociology - A

❏ Add Centenary College if you took classes

❏ Add another high school if you transferred

❏ Accentuate the positive NOT the negative

❏ If your GPA is good add it, SAT or ACT scores you are proud of add them



Everyone must have their name and contact information as well as Educational Background but here is where 

you can get creative by organizing and labeling in a way that best accentuates your story.

❏ Not enough in one area for its own category: Combine. Do you have a long list of Honors and Awards 

include them if not intersperse them under other groupings/labels.

❏ Order Matters. Have more work experience than extracurriculars then highlight that first.  

❏ Think how you read.  We read the beginning and end.  We skim the middle.

❏ Words matter.  Descriptive words about YOU.  Are you a “leader” or a “dynamic leader”, “unyielding 

leader”, “focused leader”, “passionate leader”.  Do not forget your adjectives. Regardless of style, begin 

each phrase/sentence/ bullet with an active verb. 

❏ Presentation matters.  How you present yourself defines who you are.  Let your personality shine 

through.

❏ Transcripts and test scores tell us about your intellect.  Your resume should tell me about YOU.  

❏ Have fun.  Be YOU.  Let your personality shine through. 

❏ Pick your own titles or descriptive categories.  

❏ Other possibilities: skills, additional experience, related experience, leadership experience, 

research experience, writing experience, computer experience, objectives, leadership, 

related coursework, work experience, volunteer experience, anything that fits your particular 

qualities. 

❏ Focus on high school activities and accomplishments

Highlight the positive NOT the negative



Honors and Awards

❏ Category in which you describe notable honors and awards that you received both inside and out of 

school. (Work, activities and school)

❏ Focus on high school years.

❏ If you have a long list, great.  If the list is too short then acknowledge it elsewhere.

❏ If you create a category with one item under it the connation becomes negative not positive.



Extracurricular Activities

❏ List activities that you participate in associated with HHS or independent of the school where you 

contribute.

❏ These activities can be sports, educational, social activities.

❏ If you would like to be recruited you may want to have a resume that highlights stats and links 

to videos.

❏ If you are in a leadership role in the organization, highlight that or create a category, 

“Leadership Experience”



Community Service

❏ Any activity that provides services to others in which you received no payment. 

❏ Combine with other categories if any of your headings have limited information so you do not 

create a negative impression. 



Work Experience
❏ Provide details of your work experience and responsibilities.

❏ Format:

ABC Company, Hackettstown, NJ   dates

Title

● Describe responsibilities here using bullets. 

❏ Remember it is understood you are young and your experiences may be minimal but the 

message you are trying to convey is that you do more than simply attend school.  You are 

balancing other responsibilities with being a fulltime student.

❏ Work can include jobs you do to earn money on your own if applicable: tutoring, babysitting, 

mow lawns.  



Hobbies and Interests

❏ List anything you enjoy doing in your spare time.  

❏ This section provides insight into YOU.  It does not have to be academic pursuits quite the 

contrary.  For example, you may “binge watch Netflix” which if a serious student implies you 

have fun, know how to create a balanced life, are multidimensional, and will contribute to 

the culture and climate. 



Helpful Hints

❏ Do not lie

❏ Make it YOU

❏ Create a statement piece, “catch their eye”

❏ Write the resume then add more “flair” through descriptive words, font, color

❏ Proofread

❏ Check for spelling and punctuation

❏ Check for format and style consistency

❏ Show your resume to a friend (what is their first impression? We read what entices us)

❏ Look at these slides as an example.  I labeled.  I bolded some.  I changed colors in order to break up 

monotony

❏ I created a theme

❏ I used pictures to draw you in (college only)

❏ Colors that are relaxing, that blend but strong enough to stand out

❏ Your resume for college admission can be far more unconventional than a resume for a job. 

❏ If using for college admission remember the purpose is to tell them more about YOU then your 

transcript   

❏ Google resume and get ideas

❏ Your resume is a living document and will change as you get more experience and exposure



You will now write your own resume 

for your Careers class using what 

you have learned today.

Do not forget to upload in Naviance 

and save to your computer.

Good luck!



Examples



GOOD

● Color draws your attention to what you are reading

● Organizes into categories

● Allows you to “rest” not overwhelmed by information

● Use of words

● Experience limited so highlighted skills

● Name big and bold (we know the “owner”)

● Demonstrates personality

BAD

● Order 

https://www.google.com/search?q=resume+examples&rlz=1C1GCEU_enUS821US822&tbm=isch&source=iu&ictx=1&fir=3Ccbcm7o5ON

MXM%253A%252CM4LnEe6aUMlrwM%252C_&usg=AI4_-

kTRSwvpwwZHUp_Y7mNIE1bapORUUA&sa=X&ved=2ahUKEwis27Cb9b_eAhXui60KHQeVDHwQ9QEwAXoECAYQBg#imgrc=3Ccbcm

7o5ONMXM:



GOOD

● Name and information 

● Colored Boxes

● Bulleting

● Trying to stay one page-organized

BAD

● Crowded

● Specific

https://www.google.com/search?q=resume+examples&rlz=1C1GCEU_enUS821US822&tbm=isch&source=iu&ictx=1&fir=3Ccbcm7o5O

NMXM%253A%252CM4LnEe6aUMlrwM%252C_&usg=AI4_-

kTRSwvpwwZHUp_Y7mNIE1bapORUUA&sa=X&ved=2ahUKEwis27Cb9b_eAhXui60KHQeVDHwQ9QEwAXoECAYQBg#imgrc=wAp1

_P33uOvx6M:



GOOD

● Creative

● Picture

● Organized

● Eye catching (field allows this)

● Easy to read

● Links to work

BAD

● Title before name

● Font 

https://www.google.com/search?q=resume+examples&rlz=1C1GCEU_enUS821US822&tbm=isch&tbo=u&source=univ&sa=X&ved=2ahUKEwi60veI_L_

eAhUMo4MKHSa-BkAQsAR6BAgAEAE&biw=1920&bih=938#imgrc=87y4k6uFHT38lM:


