Resume
Guidelines:

· The resume should only be one page long (typed).

· The resume should be easy to read.

· The resume should be appealing.

· The resume should have no grammatical mistakes.

· The resume should include all of the following topics.
What to include:

Personal information at the top 
· Name

· Address

· Phone Number

· Email

Objective 
· In one or two sentences state the job you are aiming for.

· Sell yourself

Education 
· GPA (Grade Point Average)
· School attending

· Anticipated graduation

Experience 
· Any jobs you have done around the house- House cleaning, cooking

· Any summer time jobs you have done- Babysitting, lawn care, dog walker
· Concentrate on word choice

Skills

· Computer Skills-What programs are you familiar or advanced in?

· Leadership Skill-Captain of a team, president of a club, student council/student accountability

· Communication Skills

Awards 
· Honor Roll
· Student of the Week

· Athletic Awards

· Musical Awards

· Performing Awards

Activities 
· What are your interests?-sports, drama, music

References 
· List three people’s name and phone numbers that would give you a good recommendation-teachers, coaches, family friends, ect.

