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WRITING A RESUME 
 
A resume is a written document that describes your education, work experience, 
accomplishments, skills, honors, and career goals.  It is an organized summary of your 
background and qualifications that can be used for a variety of purposes.  It is a word picture, in 
abbreviated form, of you and what you have accomplished.  It attempts to communicate to an 
employer, a college, or a scholarship committee what you have to offer based on what you 
have already accomplished.  Even if you don't have an immediate need for a resume, it is a 
good idea to have one ready. 
 
Students who maintain a list of their activities, awards, and work experiences all though high 
school have an easier job when it comes time to write the first resume.  Waiting until the senior 
year to begin this list makes it harder to remember things that were done back in 9th

 grade.  The 
four-year planner envelope is a good place to store the list of activities and a copy of your 
finished resume. 
 
The resume, with some modifications, can be used for college applications, scholarship 
applications, and job applications.  It is also helpful to give a person a copy of your resume 
when you ask him/her to write a letter of recommendation for you. 
 
Students who have never worked or who have held only one job may think they have nothing to 
list on a resume.  This is not true.  You can still list your school activities, your interests, any 
volunteer activities, and any thing you have done that shows a prospective employer that you 
are responsible and ready to handle the demands of a job. 
 
Getting Started: 
 
In order to turn out a well-written resume, start by taking stock of yourself.  Make a list of your 
educational experiences, your work experiences, your activities and accomplishments, and your 
skills.  The next step is to reorganize the information you've gathered and reduce it down to a 
one-page document (two at the most). 
 
The basic elements of a resume are: 

• Heading: Include your name, address, and telephone number. 

• Job Objective: State the title of the position you are applying for.  If you are applying for any 
job available, leave this blank. 

• Education: Give the name of your school and your current grade.  If you have graduated, list 
your year of graduation.  If you have graduated from college, list your degree and major.  
You can include your grade point average or rank in class if you feel these present you in a 
good light.  List any activities you participated in, especially leadership roles, and any 
honors awarded to you. 

• Work Experience: For each paid or volunteer job, include your job title; the name, address, 
and telephone number of the business; and the dates of your employment.  Start with your 
most recent employment and work backward.  Describe your major duties and any 
recognition you received on the job. 

• Hobbies: Include leisure activities only if they reflect accomplishments or skills that you'd 
like an employer to know about. 

• References: Use the phrase "Available upon request." Make sure you notify people ahead 
of time if you would like to use their names as references. 

 



The above information can be altered depending on the purpose of your resume.  If you are 
using it as part of a scholarship or college application, you will emphasize the educational 
information more. 
 
RESUME STYLES: 
 
There are different resume styles to choose from, but the chronological format and the 
functional format are the two that are most widely used.  The chronological format organizes 
your educational and employment history in order by date.  The functional format emphasizes 
the duties, responsibilities, and/or skills of all your jobs throughout your career.  Many times the 
two formats are combined to make a more flexible arrangement. 
 
If you have little work experience, a functional format which highlights your skills may be more 
appropriate.  If you have held a variety of jobs, putting them in the chronological format may be 
easier for an employer to read. 
 
Whichever style you choose, make sure that you: 
 

• Limit the resume to one or two pages. 

• Type it rather than write it. 

• Proof for spelling, grammatical, or typographical errors. 

• Avoid using gimmicks which detract from the seriousness of your purpose. 
 
Unless you plan on hand-delivering your resume to an employer, you'll need to include a cover 
letter with it.  The role of the cover letter is to introduce your resume and to interest an employer 
in reading it.  Include these elements in your one-page cover letter: 
 

• Your address, followed by the date. 

• The name of the person you're writing to, followed by his or her title, and the name and 
address of the business. 

• The proper salutation (greeting) such as "Dear Mr. Jones" or "Dear Ms. Smith" or "To 
whom it may concern" if you do not have the name of a specific person. 

• The first paragraph should explain why you are writing.  Is it in response to an ad or to 
gather information about any job opportunities currently available? 

• The next one or two paragraphs should relate your experience to the job in question. 

• The last paragraph should contain a request for an interview. 

• Close the letter with "Sincerely," and your name. 
 
The following formats can be used for the two types of resumes that students are likely 
to use. 
 
 
 
 
 
 
 
 
 
 



A RESUME FOR COLLEGE/SCHOLARSHIP APPLICATION' 
 
A resume to be used for college and scholarship applications should include sections listing 
your honors and awards, school activities, community activities, and paid work experience.  You 
should also include a category for summer enrichment programs, travel, and hobbies if these 
have an educational value or highlight your talents. 
 
Be specific when describing your activities and achievements.  Use numbers and figures 
whenever possible. (Graduated in top 10% of class, 3.32 cumulative grade point average) 
 
The resume should break down each activity by grade level, beginning with grade 9, to show 
the extent of your involvement. (Drill Team 9, 10, 11: Honor Roll 9, 10, 11;  Student Council 
Representative 12) 
 
Keep the resume as brief as possible by covering the information concisely.  Resumes 
should not be wordy.  Try to limit it to one page if possible. 
 

 
 
 

RESUME FOR JOB APPLICATION: 
 
The resume written specifically for a job application has a different focus than the one 
used for a college or scholarship application, but much of the information is the same. 

List your name, address, and phone number first. 

State the type of position you are seeking. 
Educational experience should be listed including your current year in school (year of 
graduation if out of school, type of certificate or degree earned if out of college). 
 
List your work experience including: 
 

• name, address, and telephone number of employer 

• dates of employment (from what date to what date) 

• job title 

• job duties 
 
You can also include headings that address your specific job skills, activities in school, 
and awards earned. 
 
 

 
 
The following pages show a suggested format for each type of resume followed by a 
sample resume. 
 
 
 
 



YOUR NAME  
STREET ADDRESS 

CITY, STATE, ZIP CODE 
(AREA CODE) TELEPHONE NUMBER 

 

CURRENT EDUCATIONAL STATUS:      
 

List your present level of education including the name of your school.  If not 
asked for elsewhere, you can list your grade point average and class rank. 

 
 
AWARDS AND HONORS: 
 

List any awards or honors that you have received beginning with grade 
nine.  For each award or honor, indicate the grade level. (refer to example) 

 
 

SCHOOL-RELATED ACTIVITIES: 
 

List all school-related activities you have been in beginning with grade 
nine.  Be sure to include any leadership roles. 

 
 
COMMUNITY-RELATED ACTIVITIES: 
 

List all community-related activities that you have participated in beginning with 
grade nine.  Be sure to include any leadership roles. (Volunteer work, youth 
group activities, church activities, and scouting activities are good examples.) 

 
 
ENRICHMENT ACTIVITIES: 
 

If applicable, list any summer enrichment programs, travel experiences, 
and/or hobbies that have expanded your educational experience. 

 
 
WORK EXPERIENCE: 
 

Beginning with your current or most recent job, list your work experience 
including the type of position. 

 
 
REFERENCES: 
 
Be prepared to give the names, addresses, and telephone numbers of two to four 
people as character references.  Ask permission of people before you use their names. 

 

 
RESUME FOR 

COLLEGE/ 
SCHOLARSHIP 
APPLICATION 



SUSAN BROWN 
23 MILL CREEK ROAD 
GODDARD, KS 67052 

(316) 794-6712 
 

EDUCATION: 
 

I am currently a senior at Eisenhower High School with a cumulative 
grade point average of 3.25 and a class rank of 59th out of 200. 

 
 
AWARDS AND HONORS: 
 

Math Student of the Year, 9 
Citizenship Award, 9 
Perfect Attendance Award, 9, 10, 11, 12 
Girls' State Delegate, 1 1 
National Honor Society, 11, 12 

 
 

SCHOOL ACTIVITIES: 
 

Staff writer for school newspaper, 9, 1 0, 1 1 
Tennis, 9, 10, 11, 12 (Captain, 12) 
Student Council Representative (1 1, 12) 
Yearbook staff, 11, 12 (Sports editor, 12) 

 
 
COMMUNITY ACTIVITIES: 
 

Church youth group, 9, 10, 11, 12 (Secretary 12) 
Volunteer at Goddard Medical Lodge 10, 11, 12 (200 total hours) 
Tutor at Explorer Elementary School, 12 
Volunteer at Wichita Rescue Mission, 12 

 
 

ENRICHMENT ACTIVITIES: 
 

K. U. Summer Science Camp, 11 
Church Youth Exchange to Germany, 12 

 
 
WORK EXPERIENCE: 
 

Dinosaur Den Day Care, playground helper, 10 
Dairy Queen, counter helper, 10, 11 
Dillon’s, grocery checker, 12 



 
YOUR NAME 

STREET ADDRESS 
CITY, STATE, ZIP CODE 

(AREA CODE) TELEPHONE NUMBER 
 
 

JOB OBJECTIVE: 

State the position for which you wish to apply. 

 

EDUCATIONAL EXPERIENCE: 

 
List your school name and your current grade. 
If you have graduated, list any certificate, diploma, or degree earned. 
List any classes you have taken that are applicable to the position. 

 
 
WORK EXPERIENCE: 
 

List your jobs beginning with the most recent and work backwards.  Give the 
beginning and ending dates of employment. 
List the name of the business and the address and telephone number.  State 
your job title. (Include a brief description of your duties if the job title is vague.) 

 
 

JOB SKILLS: 
 

List any skills/talents you possess that make you a stronger candidate 
for the position. 

 
 
ACTIVITIES AND AWARDS: 
 

List any activities or awards that reflect accomplishments or skills that 
you would like for the employer to know. 

 
 
REFERENCES: 
 

Be prepared to give the names, addresses, and telephone numbers of two to 
four people as character references.  Be sure you ask permission of these 
people before you use their names. 

 
 

Resume for 
job application 



GINGER BROWN 
12411 SOUTH STEPHENS ST. 

GODDARD, KS 67052 
(316) 794-7913 

 

JOB OBJECTIVE: Grocery Checker 

EDUCATION: 

 

I am currently a senior at Eisenhower High School. 
I have taken courses in computer applications, business, 
and accounting. 

 
 
WORK EXPERIENCE: 
 

Waitress, Pizza Hut Restaurant, Goddard, Ks., (794-5555) 
February, 2009 to present. 

 
Cashier, Walgreen Drug, Wichita, Ks.   (555-5555) 
June, 2008 to February, 2009. 
 
 

JOB SKILLS: 
 

Good math and money skills 
Knowledge of computers and computerized cash registers 
Good interpersonal skills 

 
 
ACTIVITIES AND AWARDS: 
 

Honor Roll in grades 10, 1 1, and 12 
Perfect attendance in grade 12 

 

REFERENCES: 

Furnished upon request. 

 

 

 

 
 


