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Resume Tips for Students
*Consider adding on the board who in the school would be appropriate to help with resume questions*

1. Keep It Concise - Limit your resume to one page. Focus on the most relevant experiences and
skills.
2. Use a Clear Layout - Use headings like Education, Experience, Skills, and Activities. Choose a
readable font and organized spacing.
3. Include Contact Information - At the top, include your full name, phone number, email
address.
4. Highlight Education - List your school, expected graduation date, and GPA if it is strong.
Include relevant courses, honors, or awards.
5. Emphasize Experience - Include jobs, internships, volunteer work, or leadership roles. 
6. Show Skills - Add technical, language, or soft skills such as communication, teamwork, or
problem-solving.
7. Use Action Words - Start bullet points with strong verbs like managed, created, organized, or
assisted.
8. Tailor for Each Opportunity - Adjust your resume for each job or program by highlighting
relevant skills and experiences.
9. Include Extracurriculars - Clubs, sports, or community service show leadership, teamwork,
and initiative.
10. Proofread Carefully - Check for spelling, grammar, and formatting errors. Ask a teacher,
counselor, or friend to review it.
11. Keep It Honest - Only include experiences and skills you actually have. Misrepresenting
yourself can backfire.
12. Add a Personal Touch - If space allows, include a short objective or summary statement
showing your goals and what you bring to the opportunity.


