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WHY A HIGH
SCHOOL RESUME
MATTERS MORE
THAN YOU THINK

If you are a high school
student,  you  might
wonder why you need
a  resume  at  all.  You
probably  do  not  have
y e a r s  o f  w o r k
experience  or  a  long
list  of  professional
a c h i e v e m e n t s .
H o w e v e r ,  a  w e l l -
crafted  high  school
resume can open doors
to  part - t ime  jobs,
internships,  college
a d m i s s i o n s ,
scholarsh ips ,  and

v o l u n t e e r
opportunities. Learning
how  to  write  high
s c h o o l  r e s u m e
content that highlights
your  strengths  is  one
of  the  most  valuable
skills  you can develop
e a r l y .  I t  s h o w s
initiative,  organization,
a n d  s e l f -
awareness—qualities
that  employers  and
admissions  officers
value  deeply.
M a n y  s t u d e n t s
overlook the power of
a  s t r o n g  r e s u m e
b e c a u s e  t h e y
underestimate  their
own  experience.  But
the  t ru th  i s ,  your
e x t r a c u r r i c u l a r
activities,  academic
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a c c o m p l i s h m e n t s ,
volunteer  work,  and
even  your  soft  skills
can paint a compelling
picture of who you are.
In  this  guide,  we  will
walk  through  every
step of how to write
high  school  resume
content  that  stands
out.  Whether  you  are
applying  for  your  first
job,  a  competit ive
summer program, or a
college application, this
article  will  give you a
clear roadmap.

WHAT IS A HIGH
SCHOOL RESUME?

A high  school  resume
is a concise document
that  summarizes  your
educat ion,  sk i l l s ,
exper iences ,  and
achievements. Unlike a
professional  resume,
which  focuses  heavily
on work history, a high
s c h o o l  r e s u m e
e m p h a s i z e s
a c a d e m i c s ,

e x t r a c u r r i c u l a r s ,
volunteer  work,  and
leadership  roles.  The
goal is to demonstrate
your  potential,  work
ethic,  and  character.
Understanding how to
write  high  school
r e s u m e  c o n t e n t
means  knowing  that
you  are  selling  your
promise,  not just your
past.  Employers  and
admissions  officers
want  to  see  that  you
a r e  m o t i v a t e d ,
respons ib l e ,  and
capable of  learning.  A
well-organized  resume
can make that case in
seconds.

KEY SECTIONS OF
A HIGH SCHOOL
RESUME

When  you  learn  how
to write high school
resume  documents,
you  will  find  that
certain  sections  are
essential.  Below  are
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the  building  blocks  of
an effective resume for
a high school student.

Contact
Informati
on
T h i s  m i g h t  s e e m
obvious,  but  many
students  forget  to
include  basic  details.
Your  name,  phone
number, email address,
and  c i ty  and  state
should  appear  at  the
top.  Make  sure  your
email  address  sounds
professional.  Avoid
n i c k n a m e s  o r
inappropriate  handles.
If you have a LinkedIn
profile  or  a  personal
portfolio  website,  you
can include those links
as well.

Education
List  your  high  school
name,  location,  and
expected  graduation
year. Include your GPA
if it is strong (generally
3.0 or above). You can
also  mention  relevant
coursework,  Advanced
Placement  (AP)  or
honors  classes,  and
any academic  awards.
This section shows that
you  take  your  studies
seriously.

Extracurri
cular
Activities
This is where you can
shine. List clubs, sports
teams,  music  groups,
student  government,
o r  any  o rgan i zed
activity you participate
in.  For  each  entry,
include  your  role,  the
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organization  name,
and the years you were
involved. If you held a
leadership  position,
make  that  clear.  This
section  demonstrates
teamwork,  dedication,
and  passion.

Work
Experienc
e
Even if you have never
had a formal  job,  you
c a n  i n c l u d e
babys i t t ing ,  lawn
mowing, pet sitting, or
helping  in  a  family
business.  Part-time
jobs,  internships,  and
shadowing experiences
also  count.  Describe
your  responsibilities
and  any  sk i l l s  you
developed.  Use  action
verbs  like  "managed,"
"assisted," "organized,"
or "created."

Volunteer
Experienc
e
Community  service  is
h i g h l y  v a l u e d  b y
c o l l e g e s  a n d
employers.  List  any
volunteer  work  you
have  done,  whether
through a school club,
religious  organization,
or  independent  effort.
I n c l u d e  t h e
organization  name,
your  role,  the  time
commitment,  and  a
brief  description  of
your  impact.

Skills
Highlight  both  hard
skills  and  soft  skills.
Hard  sk i l l s  m igh t
include proficiency in a
foreign  language,
c o m p u t e r
programming,  graphic
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des ign ,  o r  pub l i c
speaking.  Soft  skills
i n c l u d e
c o m m u n i c a t i o n ,
p r o b l e m - s o l v i n g ,
teamwork,  and  time
m a n a g e m e n t .  B e
honest  and  specific.  If
you  are  bilingual,  say
s o .  I f  y o u  k n o w
Microsoft  Office  or
Google  Suite,  mention
that.

Awards
and
Honors
Inc lude  academic
h o n o r s ,  a t h l e t i c
a w a r d s ,  m u s i c
competition results,  or
any  recognition  you
have  received.  Even
small  achievements
can add depth to your
resume.  This  section
shows  that  you  strive
for excellence.

HOW TO WRITE
HIGH SCHOOL
RESUME CONTENT
THAT GETS
NOTICED

Now that you know the
sections,  let  us  talk
about the writing itself.
The  key  to  mastering
how  to  write  high
s c h o o l  r e s u m e
c o n t e n t  i s  t o  b e
specific,  honest,  and
results-oriented.  Avoid
vague  statements.
Instead  of  saying  "I
h e l p e d  w i t h  a
f u n d r a i s e r , "  s a y
"Organized  a  school-
wide  fundraiser  that
raised  $500  for  local
food  bank."  Numbers
and  concrete  details
capture  attention.

Use
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Action
Verbs
Start each bullet point
with  a  strong  action
verb. Words like "led,"
"created,"  "designed,"
" c o o r d i n a t e d , "
" t u t o r e d , "
" v o l u n t e e r e d , "
" m e n t o r e d , "  a n d
"developed" make your
contributions  sound
active  and  impactful.
Avoid passive language
s u c h  a s  " w a s
responsible  for"  or
"helped  with."

Tailor
Your
Resume

to the
Opportuni
ty
O n e  o f  t h e  m o s t
important  lessons  in
how  to  write  high
s c h o o l  r e s u m e
d o c u m e n t s  i s
customization.  If  you
are applying for a retail
j o b ,  e m p h a s i z e
customer  service  and
teamwork.  If  you  are
applying for  a science
summer  program,
highlight your lab skills
and  science  grades.
R e a d  t h e  j o b
description or program
requirements  carefully
a n d  m a t c h  y o u r
resume  to  what  they
are looking for.



How To Write High School Resume 7

7

Keep It to
One Page
High  school  resumes
should  almost  always
b e  o n e  p a g e .
Admissions officers and
hiring managers spend
only  a  few  seconds
s c a n n i n g  e a c h
document. Make every
w o r d  c o u n t .  U s e
concise  bullet  points
r a t h e r  t h a n  l o n g
paragraphs.  Choose  a
clean,  simple  layout
w i t h  c o n s i s t e n t
formatting.

Proofread
Carefully
Spelling  and  grammar
errors can ruin a strong
resume. Ask a parent,
teacher,  or  friend  to
review your document.
Read it aloud to catch
awkward  phrasing.  A

polished resume shows
that you pay attention
to  details—a  quality
that  matters  in  any
setting.

COMMON
MISTAKES WHEN
LEARNING HOW TO
WRITE HIGH
SCHOOL RESUME
CONTENT

Even  well-intentioned
s t u d e n t s  m a k e
mistakes.  Here  are
some pitfalls  to  avoid
as  you  learn  how to
write  high  school
resume  materials.

Including too
much personal
information:
You do not need
to list your age,
race, religion, or
hobbies unless
they are directly
relevant. Keep it
professional.
Using an
unprofessional
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email address:
Create a simple
email using your
name. Avoid
addresses like
"partygirl123" or
"skaterboy99."
Exaggerating
or lying:
Honesty is
critical. If you
claim a skill you
do not have, it
may come out
during an
interview or on
the job. Be
truthful.
Using a
cluttered
design: Fancy
fonts, colors, or
graphics can
distract from
your content.
Stick to a clean,
readable format
with consistent
spacing.
Forgetting to
update
regularly: Your

resume should
be a living
document. Add
new activities,
awards, and
experiences as
they happen. Do
not wait until you
need it.

SAMPLE HIGH
SCHOOL RESUME
TEMPLATE

Sometimes  the  best
way  to  understand
how  to  write  high
s c h o o l  r e s u m e
content  is  to  see  an
example.  Below  is  a
simple  template  you
can  adapt.
Jane Doe
1 2 3  M a i n  S t r e e t ,
Anytown,  ST  12345
(555 )  123 -4567  |
jane.doe@email.com
Education
Anytown  High  School,
Anytown, ST
Expected  Graduation:
June  2026
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GPA:  3 .7  |  Honors
Program
E x t r a c u r r i c u l a r
Activities

Student Council,
Vice President
(2024–2025): Led
meetings,
organized school
events,
represented
student body.
Varsity Soccer
Team, Captain
(2024–2025):
Coordinated
practices,
motivated
teammates,
maintained
academic
eligibility.
Debate Club,
Member
(2023–2025):
Competed in
regional
tournaments,
researched
topics, developed
public speaking

skills.

Work Experience

Babysitter, Self-
Employed
(2022–Present):
Cared for
children ages
3–8, planned
activities,
managed
schedules for
three families.
Cashier, Local
Grocery Store
(Summer 2024):
Processed
transactions,
assisted
customers,
stocked shelves,
maintained
cleanliness.

V o l u n t e e r
Experience

Animal Shelter
Volunteer
(2023–Present):
Walked dogs,
cleaned kennels,
assisted with
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adoption events
on weekends.
Tutor, Peer
Tutoring Program
(2024–2025):
Helped fellow
students with
math and
science
homework twice
per week.

Skills

Bilingual in
English and
Spanish
Proficient in
Microsoft Office
and Google Suite
Basic coding in
Python
Strong public
speaking and
teamwork
abilities

Awards and Honors

Honor Roll (2023,
2024, 2025)
Most Valuable
Player, Soccer
Team (2024)

Second Place,
Regional Science
Fair (2024)

HOW TO WRITE
HIGH SCHOOL
RESUME CONTENT
FOR SPECIFIC
GOALS

Your  resume  will  look
different  depending  on
your purpose. Learning
how  to  write  high
s c h o o l  r e s u m e
content  for  different
contexts  is  a  valuable
skill.

For a First
Job
Emphasize  reliability,
p u n c t u a l i t y ,  a n d
customer  service.
Include  any  volunteer
w o r k  o r  s c h o o l
activities  that  show
responsibility.  If  you
have  no  formal  work
experience,  focus  on
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s o f t  s k i l l s  a n d
willingness  to  learn.
E m p l o y e r s  v a l u e
attitude  as  much  as
experience.

For
College
Applicatio
ns
Highlight  academic
a c h i e v e m e n t s ,
leadership  roles,  and
depth  of  involvement
in  a  few  act iv i t ies
rather than a long list
o f  s h a l l o w
commitments. Colleges
want  to  see  passion
and  impact.  Include
awards,  honors,  and
a n y  u n i q u e
experiences  that  set
you  apart.

For
Internshi
ps or
Summer
Programs
Match your resume to
the specific field. If you
are  apply ing  for  a
journalism  program,
include writing samples
or  school  newspaper
experience. For a tech
internship,  list  coding
projects  or  computer
classes. Show that you
have taken initiative in
that area.

FORMATTING TIPS
FOR A HIGH
SCHOOL RESUME

Good formatting makes
your  resume  easy  to
read  and  v i sua l l y
appealing. As you learn



12

12 How To Write High School
Resume

2023-10-29

how  to  write  high
s c h o o l  r e s u m e
documents, keep these
tips in mind.

Use a standard
font like Arial,
Calibri, or Times
New Roman in 10
to 12 point size.
Keep margins
between 0.5 and
1 inch on all
sides.
Use bold for
section headers
and your name.
Use bullet points
for lists rather
than paragraphs.
Maintain
consistent
spacing
throughout.
Save as a PDF
before sending to
preserve
formatting.

WHY LEARNING
HOW TO WRITE

HIGH SCHOOL
RESUME CONTENT
EARLY PAYS OFF

Starting  early  gives
you  time  to  reflect  on
your  experiences  and
present them well. You
c a n  u p d a t e  y o u r
resume each semester,
a d d i n g  n e w
achievements  as  they
happen.  By  the  time
you apply for college or
your  first  real  job,  you
will  have  a  polished,
c o m p r e h e n s i v e
document ready to go.
More  importantly,  the
process  of  creating  a
resume  he lps  you
understand  your  own
strengths and goals. It
forces  you  to  think
about  what  you  have
accomplished and what
you  want  to  achieve
next.
E m p l o y e r s  a n d
admissions officers see
h u n d r e d s  o f
applications.  A  strong
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resume can make the
difference  between
getting an interview or
being  passed  over.
When  you  know  how
to write high school
resume content that is
clear,  targeted,  and
professional,  you  give
y o u r s e l f  a  r e a l
advantage.

FINAL ADVICE ON
HOW TO WRITE
HIGH SCHOOL
RESUME CONTENT

Do not  wait  until  you

need a resume to start
thinking about it. Begin
now, even if you think
you  have  nothing  to
include. Jot down your
activities,  classes,  and
any  recognition  you
have  received.  Ask  a
teacher  or  guidance
counselor for feedback.
Revise  and  improve
over  time.  The  more
you practice, the better
you  wil l  become  at
h igh l ight ing  your
strengths  and  telling
your  story


