Resume Writing Do’s and Don’ts

Why do I need a resume?

· Provides clear breakdown of high school activities for college admissions 
      representatives and can be included with your application.
· Offers recommendation writers a review of your accomplishments.
What do I include?

· Awards and honors

· Extracurricular activities (those through school such as National Honor Society, Newspaper, Science Honor Society)

· Sports

· Community Service (church activities, boy scouts)

· Work Experience

What order do I put activities in and what format should I use?

· Enter activities from most recent to least recent

· Do not include middle school

· Indicate if you have held an office position or elected position

· Extracurricular activities are by years (9,10,11,12)

· Community Service is by school year (2005, 2006)

Overall Tips

· Use Times Roman or Arial Font

· Use 12 point size, no smaller than 9

· Use professional looking bullets (not hearts, stars)

· Spell out acronyms (NHS= National Honor Society)

· Use a mature email address

· Make Headings in bold

· Keep it to one page if possible

