[bookmark: Format:][bookmark: _GoBack]A resume is a short, one-page document that summarizes and highlights your background, qualifications and skills. It is a way to introduce yourself, and create a positive, professional impression on paper. A resume is helpful in applying for jobs, interviews, internships, colleges, scholarships, or volunteer opportunities, or when seeking a letter of recommendation or a reference for an application. 
Once you are satisfied that you have completed a well-written, well-designed resume, log into your Xello account, and click on the Senior Resume lesson to upload your document for this task. 
Each student is required to bring ONE copy of their final resume to their scheduled interview. 
Format and Conventions: 	
· Resume is visually appealing, and easy to read
· Resume fills the page, but is not overcrowded (one page recommended, two pages maximum)
· Font style and size is readable, format and structure are consistent (bullets, heading, margins, spacing, etc.)
· Name stands out at the top, and headings are formatted to emphasize the information in each section
· Resume is ordered appropriately, with most recent, relevant experiences listed first
· Appropriate grammar, professional word choices, correct spelling and punctuation (no typos)
· Black font only, no images
[bookmark: Content:]Content:	
· Heading:  Name is at the top, and stands out clearly. Heading includes student’s full name, an appropriate email address (professional, not casual), and phone number.  
· Objective:  Your objective should briefly state your goals for your post high school plan, whether you plan to continue your education (with a field of study included), to enter the military, or to pursue employment. Examples:  To enroll in a four-year college in the field of Nursing. –or—To enlist in the Army, and pursue a career in Electronics within the military.  Inappropriate example:  To graduate. –or—To get a summer job.
· Education History:  Include high school name, and date (month and year) of anticipated graduation. Optional: include a list of classes that highlight your interests and objectives for life after high school.
· Body:  Ideally, contains at least three sections of information:
· Work Experience:  Include employer, position title, location, start and end dates, and at least 2 descriptors using action verbs. Examples of descriptors:  Planned play activities for children. Supervised children ages 4-12.
· Volunteer Experience:  Include volunteer site, position title, location, start and end dates, and at least 2 descriptors using action verbs. Examples of descriptors:  Sorted food at Food Bank. Stocked and labeled shelves.
· Awards & Certificates:  Include award/certificate and date received. Example:  Most Improved Player, Soccer Team, 2017-2018.
· Extracurricular Activities:  Include activity, start and end dates, along with any specific contributions or leadership roles.  Example:  DECA Club,  2016-present. 
· Hobbies & Interests:  Example:    Photography
· Skills and Abilities:  Examples:  Bilingual – fluent in English and Spanish.
· [bookmark: Conventions:]Other:  Include experiences, activities and interests that are appropriate to a formal resume. Example:  Care for younger siblings. Inappropriate examples:  Doing homework, watching TV, etc.
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Contact Information
Name and contact information should stand out at the top of your resume. Include your phone number and email address. Use an email address that shows you in a professional light.
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[bookmark: Objective:]OBJECTIVE:

Ima Student
(425) 123-4567Objective
State your immediate goals for your post high school plans here.

i.student@gmail.com

To enroll in a 4-year university to pursue a bachelor’s degree in the field of graphic design.
Alternate Format for Education
Education: Issaquah High School, class of 2018 (3.2 GPA). Providing your cumulative GPA is optional.

[bookmark: Education:]EDUCATION:
Pineview High School, Pineview, Washington
· Anticipated Graduation Date:  June 2018
· Relevant Coursework:  Graphic Design 1 and 2, Yearbook, Introduction to Computer Science, Photography, Fashion DesignWriting about Experiences
Regardless of style, begin each phrase/sentence/ bullet with an active verb.

· Cumulative GPA:  3.2

[bookmark: Work_Experience:]EXTRACURRICULAR ACTIVITIES:
Anime Club – Issaquah High School						September 2015 – Present 
· Collaborated in the design and distribution of a quarterly anime fanzine created by students.
· [bookmark: Cashier/Customer_Service_—_Buffalo_Burge]Served as club treasurer for two years, recruited to increased club membership by 25%.
Fashion Design Club – Issaquah High School					September 2017 – Present 
· Collaborated with two fellow students to create a new Fashion Design club at our school.
· Created an annual fashion show to raise donations of clothing and money to the local food bank.

[bookmark: Volunteer_Experience]VOLUNTEER EXPERIENCE:
Teen Arts Council – Bellevue Arts Museum 					September 2017 – Present 
· Advocated for teen experiences in museum by planning teen events.
· Helped to curate teen art exhibition.
· Assisted with Youth & Family Programs. 
Formatting Tips
· Major headings on left, describing content to follow.
· Use a professional font (Calibri,Times New Roman, Arial, Verdana), in sizes 10-12
· Consistent format (spacing, margins, dates, etc.)
· Keep it organized, and easy to read at a glance.
· Carefully proofread, check spelling and format, and polish your work!
· Share your final draft with a friend, teacher, or school faculty to get feedback.


[bookmark: Clinic_Greeter_—_Emergencies_R_Us_Clinic][bookmark: Activities/Awards][bookmark: Skills_&_Abilities]SKILLS & ABILITIES
· Proficient in HTML, CSS, and JavaScript.

[bookmark: Hobbies_&_Interest]HOBBIES & INTEREST
· Passionate about photography, and drawing.
Note: When applying for a job, you will want to provide your references on a separate sheet that includes full contact information in regular sized font. References are NOT necessary for your senior exit interview.
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