
Resume Development
Best Practices
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• Tailored to reflect the scholarship you are applying for

• Considers the perspective of the evaluator

• Describes the value you will bring to an organization

• Well organized and easy to read

• Reflects your personal brand and your accomplishments

What makes a great resume? 
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ELEMENTS 

Contact Information | Education | Work/Volunteer 
Activities | Honors & Awards | Extracurricular

Skills &  Certifications | References 



Contact Information

Create a header that you can also use on your cover letter 

to show brand consistency

• Email address  - create a new one specifically for job searches

• City and State  - no street address necessary

• LinkedIn Hyperlink – if the student possesses one
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CONTACT INFORMATION 
EXAMPLES 



Education

Put this information near the top of your resume with coursework 

of note and GPA. 

• School Name  - Be sure you have the full name

• Coursework  - Include any honors or special classes

• Academic Honors - AP Scholar, Honor Roll, etc. 

• City, State -

• Month and Year - Start and End/ Month and Year the degree was/will be earned. 
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EDUCATION EXAMPLES



Work Experience

Begin with the most recent position if you are using a chronological resume.  

• Company / Position / Start and End Month & Year (format like education) 

• List accomplishments (action verbs) – with brief job descriptions

• Show progressive responsibility

• Present tense for current work and past tense for work previously done

• Include Intern and Externships here 
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EXPERIENCE EXAMPLES



Volunteer /  Extracurricular  
Activities 

Choose to include those that are relevant to the position or that show a 

valuable competency.   

• Event / Role / Month & Year 

• List accomplishments or Special Achievements

• Choose ones that show soft skills



Volunteer/Work Experience 
Example



Skills, Certifications  & Competencies 

Do not use personality descriptors, focus on provable attributes and skills  

• A skill is something that you have been trained to do/developed and can be listed in a 

separate section

• Competencies are usually proven and mentioned under your work experience or 

volunteer experience and can be best highlighted in the interview

• Certifications can be listed separately, but if they are critical to the position you are 

applying for, be sure they are noticeable, or with education or work experience



High School Resume Example
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