Hire Me! Skills for Career and Internship Success- Hetherington
Your First Resume in 11 Easy Steps!

Before we get started, a few general tips on setting up and writing your resume!

DO:

· Keep wide margins

· Double space between sections

· Avoid “cute” typefaces, fonts, or symbols

· Do not title the document “resume”
· Tailor your resume to the situation.  You don’t need to list any accomplishment/award you’ve ever won; you want to represent those that best relate to the position/opportunity you’re seeking.
· List most recent jobs, activities, and honors first, and work backward in time.  Reverse chronological order as you list your accomplishments.
· Use sentence fragments or phrases

· Use action verbs
· BE HONEST.

DO NOT:
· Be overly humble.

· Include any information that someone could interpret negatively, or as unprofessional.
· Use “I” or “me” 
· Exceed one page!
PROCESS/STEPS:
1.  Choose a resume template and begin creating your resume.

· Go to https://templates.office.com/en-us/Resumes-and-Cover-Letters or find one you like elsewhere.
· Choose “Basic resumes” and choose a very basic resume template without colors or graphics.
· Download that template and save it somewhere you can access it at school.
· Note:  These resume templates are primarily made for people who have been in the workplace for a while. You will need to change the category headers as indicated below to reflect your situation as a student/intern.  Be patient with these formats; like most templates, they can be “glitchy”.  
2.  At the top of your resume, showcase your name contact information.  Templates may have addresses in different places, but it should be at the top of the page and contain the following information:
Name

Your Home Mailing Address

Phone Number(s)

Email Address
3.  Your resume must have an objective.  An objective is a statement of which specific type of internship (and/or job) you would like to get.   The objective goes at the top of your resume after your name and address header. It should be stated as: 
     Objective

     To obtain an internship (or job) in mechanical engineering.
4.  Education should be the first field listed on your resume.  Put the education section of your resume at the top (before experience).  This changes once you are several years into your career, when experience should come before education.
This section should appear as:

 
Education

Alpharetta High School   3595 Webb Bridge Road, Alpharetta, GA 30005


GPA: 3.8                                           Anticipated Graduation Date: May, 20__
5.  In the Education section of your resume under the heading Advanced Coursework, list Advanced/Honors, AP/IB courses.
Example: 

Advanced Coursework: Honors Biology, Advanced Geometry, Spanish 2, AP Psychology, and one year of participation in the Talented and Gifted (TAG) Program.
6.  Create a new resume section for clubs and activities.  List all major activities, clubs, and sports in which you have participated at or outside of school during your high school years.  Make sure to include academic clubs, community involvement, and sports.    

· List most recent jobs, activities, and honors first, and work backward in time.  Reverse chronological order as you list your accomplishments.
· Tailor your resume to the situation.  You don’t need to list any accomplishment/award you’ve ever won; you want to represent those that best relate to the position/opportunity you’re seeking.

· List the years you participated 

· Bullet brief descriptions if you had multiple/significant duties or a leadership positions
Example:

Clubs and Activities

· Beta Club Secretary                                                                                                  2018-2020
· Responsible for taking meeting minutes and attendance
· Led committee to raise funds for community clean-up
· Junior Varsity Volleyball Captain,                                                                          2018-2019
· Secretary of Recycling Club,                                                                                               2020
7.  Create a new section for awards (if relevant).  If you have never volunteered in a community program, now is a good time to begin.

Awards

· MVP Junior Varsity Basketball                                                                                        2017
· Fulton County Geography Bee Runner-Up                                                                   2017
· Honor Roll                                                                                                                 2017-2019
8.  Create a section for Work Experience.  If you have more under work experience than you do under clubs/activities, you may move the work section underneath education, and put clubs after it.  
· Include the company, organization, or person you worked for, the time period, and relevant duties 

· Always list your most recent job first and work backwards

Work Experience



Ted’s Hot Dogs, 134 Main Street, Buffalo, New York          June – August 2018 
· Cashier

· Hot dog “dresser”

· Cleaned tables and washed dishes



Babysitter, D’Angelo family                                                        June – August 2017 
· Cared for 2 children, ages 5 and 2
· Responsible for housecleaning and pet sitting
9.  Start thinking about who you could use for references. In a few weeks we will talk about creating a separate reference list.
10. Thoroughly edit/proofread your resume!  Show it to a friend and an adult who has experience in the workplace.

11. Every Tuesday you MUST turn in a hard copy draft to Mrs. Hetherington – along with references and cover letter- Your final, PERFECT draft will be due before you can sign up for an interview with Ms. Isaac.
Reference List

· This is a separate sheet that will accompany your resume.
· Your references are people who can speak highly of you from all facets of your life:  school, extracurricular activities, sports, faith community or jobs. 
Format:

· Your name, address, and other contact info will go at the top of the page much like (or exactly like) your resume header.

· Align all entries left on the page

· You will have a title (also aligned left) that says References (bold)

· Each reference entry will look like this:

Mrs. Tracey Eick

             [Person’s Name]
TAG Teacher

 
             [Person’s Title or Role]
Alpharetta High School

[Person’s Company/Organization]
3595 Webb Bridge Road

[Street Address]
Alpharetta, GA 30005

[City, State Zip]
Phone:  800.555.1212

[Work phone number]*
eick@fultonschools.org
             [Work email address]*
*A reference’s personal address, email or phone should only be on your reference list when you have asked for permission to do so.
