
Resumes 

G:\Career Pathways Administration\STUDENT EMPLOYMENT\Student Development\Resumes\Instructions resume.docx10/2015 

 

Personal Information 
Start your resume with you required personal information.  You have the freedom to use any style you like, but 

remember the goal is to have a business READ your resume.  If it is too busy, small, large, or fancy the reviewer 

may not bother to read it. 

1. ALWAYS post your name at the top of the resume. 

a. Name placement is your choice.  Employers have indicated center or right side placement is their 

preference. 

b. Your name should be the one on your Social Security Card PLUS the name by which you are known. 

2. Post your MAILING address. 

a. Include street address or PO Box, city, state AND zip code. 

3. Post at least one reliable phone number. 

a. Be sure the owner/residents of that phone know you are applying for a job and will answer appropriately. 

b. Identify if the phone number(s) is/are for a home phone and/or cell phone. 

4. Post a professional email address. 

a. Be sure to check this email address at least once per day to learn if a business has responded. 

5. You should NOT include any other personal information unless specifically directed to by the job posting.  

However, be cautious about sharing personal information EVEN if it is required/recommended. 

 

Resume Headings 
You have the freedom to select the headings that meet your needs.  Resumes should be tailored to specific jobs 

and you may need to change the headings to fit each job.  You should NOT include all the below headings on each 

resume because you will have repeated information.  Examples of headings are: 

 

Objective:  Not required, but if you include one be sure to make it relevant to the job to which you are 

applying.   

 Examples:  Seeking part-time employment while attending High School; Interested in working with children 

and helping them to learn; Interested in working in a position that requires physical skills and strength; I enjoy 

working with people and would like a job in customer service. 

 Only 1 sentence is recommended. 

 

Highlights, Skills, Qualifications:  Provide a list of your accomplishments, talents, skills, etc.   

 Be sure to use ACTION STATEMENTS – do not write in paragraph form.  

 Examples:  Bilingual in English and Spanish; CPR and First Aid certified; Provided excellent customer services 

on a daily basis; CA Food Handler certified; Demonstrated good attendance and punctuality. 

 

Work Experience, Job History, Volunteer Work:  IF you have had a past job (paid or unpaid) you 

should include at least one of these headings.   

1. Work Experience or Job History:  Post by most recent job/experience FIRST. 

a. List business names, locations and dates you worked and your job title. 

b. List your job titles and the dates you performed the work. 
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c. IF you posted your responsibilities under a Highlights, Skills, Qualifications heading, you do not need to 

post them again, OR you could add additional responsibilities.  If you did not post them previously, you 

need to list them under this heading.   

d. It is recommended you use ACTION STATEMENTS to describe your experience.  Businesses tend to prefer 

this style over the paragraph style when reviewing resumes.   

 

2. Volunteer Work:   

a. You should describe what you did for each activity.   

b. If the volunteer work was ongoing, you could post the dates you participated.   

c. Again, action verb statements are recommended. 

 

Education:  This heading is not required IF the job to which you are applying does not require any specific 

education.  However, since you are a high school student and the hours you are available to work are limited, 

using the Education heading will help to make this clear to the employer. 

 List your most recent school of attendance.   

 An expected graduation date is optional.   

 Another option is to post some of your school accomplishments and/or activities:  GPA (only if above 3.0), CTE 

courses, clubs, sports, awards/recognitions. 

 

Filler Headings:  These are used if the information you have to list on your resume is limited and you need to 

add extra information to fill up the page.  

1. Hobbies:   

a. Be cautious what you post because it may lead the business to be wary of hiring you.  

b. Group activities and hobbies that showcase your talents/abilities are good to list. 

2. Personal Statement:   

a. You should post a statement that will provide some positive information about your character and/or 

goals.   

b. You can also explain positive feedback from someone of recognition regarding your ability, service 

provided and/or level of commitment. 

3. References:   

a. ONLY include this heading when you have more than a ½ page unfilled.   

 Generally references are posted on a separate page.   

b. Any time you list references you should include the following information for each person. 

 Name – utilize Mr., Mrs., or Ms. 

 Their place of employment or occupation. 

 The address and phone number they provide to you. 

 Their relationship to you.   

c. References should be people who can say something positive about your ability to accomplish a task/job.  

You should avoid using family members 


