




THE ART OF THE RESUME


PLEASE USE THIS AS A GUIDE TO HELP YOU CREATE YOUR OWN PERSONAL RESUME. PLEASE ALSO REVIEW THE “WHY DO I NEED A RESUME POWERPOINT SLIDE SHOW ON THIS FLASH DRIVE FOR FURTHER HELPFUL INFORMATION













The Art of the Resume`

What is a resume, also known as a curriculum vitae or CV?

	A resume is a brief but detailed synopsis of your high school activities, your interests, your involvement in your community, and so on. A good resume can, in a couple of minutes, give the reader a sense of how you spend your time, and what skills you have developed during high school. 

When is a resume useful?
	
	A resume is most useful as part of a job application or interview. It is also helpful to have on for a reference when you fill out college applications (helps you remember everything you have done) or have college interviews (can serve as the basis for interview questions.) You should always provide resume when requesting a letter of recommendation for college/scholarship applications.

A good resume will often include the following information:
· Your name, address, phone number, and e-mail address
· Education
· Honors or awards
· Clubs and activities
· Community service
· Sports
· Summer activities
· Employment
· Personal Interests
· Special talents.

Keys to organizing your resume:
	
	Your resume does not have to look like everyone else’s. Its format will depend on what you have done and what your interests are.  For example, if you don’t play intramural or recreation sports, you won’t have a “sports” category to complete. 

IT MUST FIT ON ONE PAGE.

	This is standard for anyone applying for anything from high school and even for people applying for jobs right out of college.  Remember, you don’t want to bludgeon your reader with information; a resume is for highlights.  If you don’t feel you have enough information to fill a page, adjust the margins and font size, however, keep it professional looking. 

HELPFUL HINTS FOR A
COLLEGE RESUME`



· If the college requests a certain form, you must follow the guidelines.

· Always list the most recent information first.  Chronological order is required.

· Omit personal pronouns.

· Use action orientated short statements beginning with a verb to describe qualities, responsibilities, organization purposes, etc.

· Use a simple font and no less than size 10.

· One page is always best.  Adjust the spacing and font so that the page is completely filled.

· Individualize your resume` when possible.

· Spell and grammar check.


Please note: 
· To use this resume` for a job, you must add your job objectives and list references.

· To use this resume` for letters of recommendation, add your high school GPA and SAT scores.




Jane Dback                 			XXXX Dell Ridge Ave, Las Vegas, NV 89000
										702-000-0000 (H) 
										646-009-0519(C)										 	janedb@hotmail.com 
Objective: To receive Bachelor degree in the major of Finance.
Weighted GPA: 4.530		 	               Rank: 15 (Top 3%) 
Non-weighted GPA: 3.955					      	               Class size: 457  
Language: 
English      Writing, reading and speaking (Fluent)
Spanish     Speaking and writing

Education: 
XXXX High School	2006-2008
Coronado High School	Spring 2008
Desert Oasis High School	2009-2010

Extra Curricular Activities:	Position	Grade
LHS Math League	  9th, 10th
CSAML State Meat	 10th
Philosophy Club		 11th
School Council 	Class Representative	 12th
National Honor Society		 11th and 12th
Best Buddies Organization 	 12th
Mu Alpha Theta (Math Club)	 12th

Awards and Honors:
LHS Math League “Leadership and Participation Award”	  9th 10th
High Honor Roll	  9th, 10th, 11th 
U.S. National Chemistry Olympiad “Outstanding Performance Award”  	  11th 
National Finalist For the U.S. National Chemistry Olympiad	  11th
Chapman High School Chemistry Dept. “Outstanding Student Award”   	  11th
Chapman High School, “AP Chemistry Achievement/ Participation Award	  11th
State of Nevada Prize Examination (Mathematics)	  11th
Chapman High School, Math Department, Student of the Month, January and May 11th
Chapman High School Cougars' Congrate (AP Language and Composition)	  11th
AP Scholar Award	  11th

Community Service and Work Experience:
Volunteered at School Break	Supervised safe activities for	9th 10th
	young children, provide tutoring	90 hours
	and homework help	Mondays and Fridays 	

Tutoring a child Chinese	Teaches basic Chinese Language:	10th 11th 12th
(Volunteer)	reading, writing, listening and 	Tuesdays
	speaking	

Volunteered at Library	Summer reading program, handing	11th 12th
	 prize, helping to do crafts	 Mondays
Tutoring Math Homework	Offering High School student help	12th
(Volunteer)	with Math	
	
Interests:
Swimming, Yoga, Music, Reading, Mathematics, Chemistry
	                                           
	XXXX April Ct. 
Las Vegas, Nevada
	Phone 1-702-XXX-XXXX
E-mail Jondoe@gmail.com


Jon Dback
	Objective
	To receive a Letter of Recommendation to help me attend college. By giving you this resume, I am promoting the creation of an exemplary letter.

	Education
	2005 - 2009	Sierra Vista High School	Las Vegas, Nevada
· Mr. Mountain Lion 2009
· Student of the Month October 2005
· Plays: Here and Now, The Dream on Royal Street
· SAT score:
· ACT score:
· GPA:

	Languages
	Spanish Honors 2005-2008

	Extracurricular activities
	Varsity Track and Field 2005-2009
Theatre: Acting and Directing

	Interests and activities
	Theatre
Track and Field
Broadcast Journalism
Musical Theatre
Choir

	Awards received
	Varsity Athletic Award 2006-2009
 Nevada State Qualifier Award 2008
Mr. Mountain Lion 2009








Jamie Dback
123 November Ct.
Las Vegas, NV. 89000
(702) 908-XXXX
Height: 5’4”
Weight: 150
Softball positions played: Outfield, 1st Base, 3rd base
Softball travel teams played for: SO Cal Warriors, Sudden Impact out of Tehachapi

Academic Information and Testing Information 
GPA 3.0 SAT: 
CLASS RANK: 269 out of 630 ACT: N/A
Extracurricular Activities..........................................Grade
Yearbook......................................................................9 
Varsity Softball……………………………..………….....9, 10, 11, 12
J.V. Basketball………………………...……………....…9, 10
Varsity Basketball………………..……………....……...11
J.V. Volleyball…………………………………………....9, 10

      
Community Activities.........................................Grade
 Church Youth program………………………..…..9, 10, 11, 12
 Youth Committee member……………………….12

Honors and Awards
Varsity Softball Letter..................................................9, 10, 11, 12
Varsity Basketball Letter............................................11
Varsity Softball Offensive Player of the Year….........10
Varsity Softball 1st team All League Outfield………..10
Varsity Softball 2nd Team All League Outfield…........11
     
Work Experience
December 2007 to present- Cleaner for GQ Commercial Cleaning

Special Interests: Softball, Exercising, Swimming, Snowboarding, Skiing, Water skiing, reading





	XXXX S. Las Vegas Blvd 
	Phone (702) 431-XXXX
Fax (702) 431-XXXX
E-mail: Jondback@aol.com


Jan Dback
	Objective
	To attend a four year college and receive a degree in Psychology.

	Education
	2001 – 2005	Valley High School	Las Vegas, NV
 IB Program                       Graduation Date 6/14/05
1998-2001	Hyde Park Middle School	Las Vegas, NV
                                          Academy of Science & Math

	Awards received
	Academic Scholarship to TCU
Certificate of Commendation from The National Society of the Sons of the American Revolution 2003
Scholar Athlete 2002
Most Inspirational Player – JV 2001

	Interests and activities
	Volleyball – Varsity 2004, 2003, Captain; 2002; JV 2001, Captain
Dance Bravo – 2004-03, 2002-01; CCSD Dance Festival, 2004
Baseball Concession worker 2003
Catholic Youth Conference 2003
Volleyball Camp at Long Beach 2002, 2003
Modeling – Graduate of Barbizon 12/2003: IMTA Convention 2004
London Dance Academy – RAD certified through Grade 8 & Intermediate Foundation, ballet, ISTD certified through Grade 4 Modern and Tap,  Tap-Bronze, Silver & Gold medal, Intermediate and Advanced; Jazz-Bronze & Silver; Annual Recital; Annual Senior Citizens/Nursing Home Christmas Program
All American Bowl – 2003
National Society of High School Scholars – member 
Tiduni Society Children of the American Revolution – Life member, Paged for the Nevada State Society Daughters of the American Revolution, Flag Day Ceremonies, and Memorial Day Ceremonies.  Charter member, Treasurer, Chaplain, Vice-President, President.



