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How to Write a High School Resume for College: A Step by Step Guide

When the college application season rolls around, you'll find yourself juggling essays, recommendation letters, test
scores, and a host of other documents. One often overlooked but highly effective piece of the puzzle is the high
school resume. A well crafted resume gives admissions officers a snapshot of your academic prowess,
extracurricular passions, and community impact—all in one clean, easy to scan format.

In this guide, we'll walk through every step of creating a high school resume that stands out. From understanding
the admissions process to formatting tips and common pitfalls, you'll learn how to present yourself in the best
possible light and boost your chances of landing that coveted college acceptance.

Why a High School Resume Matters for College

College admissions committees face thousands of applications each year. While essays reveal your voice, a
resume provides a concise, factual record of your achievements. It allows recruiters to:

¢ Quickly assess your academic rigor and class performance.
« ldentify leadership roles and extracurricular involvement.

¢ Spot patterns of community service or specialized skills.

¢ Compare candidates across diverse backgrounds.

Because it condenses complex information into a readable format, a strong resume can set you apart from

applicants who rely solely on transcripts and essays.

Understanding the College Admissions Process

Before you start drafting, it's helpful to know how admissions officers use your resume:

1. Initial Screening: Committees often skim resumes to identify standout candidates.

2. Holistic Review: Your resume complements essays and recommendation letters, providing a balanced view
of your qualifications.

3. Interview Preparation: A well structured resume gives interviewers a roadmap of your interests and
accomplishments.

Because the admissions process varies across schools—some use the Common Application, others the Coalition
Application, and still others require custom portals—your resume should be adaptable to each platform’s guidelines.

Key Components of a High School Resume

Below is a detailed breakdown of each section you should consider including. While some schools may prioritize
certain elements, a comprehensive resume covers all bases.

Contact Information

Place this at the top of the first page, centered or left aligned. Keep it concise:

¢ Full name



¢ Phone number

¢ Email address

« LinkedIn or personal website (optional)
Academic Achievements

Showcase your scholastic record with these items:

GPA: Provide weighted and unweighted totals if available.

Class rank (if applicable)

¢ Advanced Placement (AP), International Baccalaureate (IB), or honors courses
e Standardized test scores (SAT, ACT, etc.)

¢ Academic awards (e.g., National Merit Scholar, subject specific accolades)

Extracurricular Activities

Highlight clubs, sports, arts, and other commitments. Use a table or bullet list, indicating your role and any
leadership positions.

Volunteering and Community Service
Admissions officers love to see civic engagement. Include:
¢ Organization name and mission
 Dates of involvement
« Specific duties and impact metrics (e.g., “Organized 10 food drives benefiting 200+ families.”)
Work Experience
Even part time jobs demonstrate responsibility. List:
« Employer name and location
* Position title
* Key responsibilities and achievements
e Hours per week and duration
Awards and Honors
Separate this from academic achievements to spotlight recognition:
* National or state awards

e Competition placements (e.g., 1st place in robotics competition)
e Scholarships earned

Skills and Certifications

Include technical, language, or other relevant skills. Certifications such as CPR, coding bootcamps, or language
proficiency exams can be listed here.

Personal Statement or Summary (Optional)

A brief 1 2 sentence paragraph summarizing your goals or unique qualities can set the tone. Use this sparingly;
most admissions officers will read your essays for deeper insight.

Formatting Tips

Presentation is as important as content. Follow these guidelines to keep your resume professional and readable.

Layout and Design



Keep the layout clean with clear headings, consistent spacing, and a single column. Avoid excessive graphics or
color unless the school’s style guide permits.

Font Choices

Use a legible, professional font such as Times New Roman, Garamond, or Calibri. Font size should be 10-12
points for body text and 14-16 points for headings.

Length

One page is ideal for most high school students. If you have an exceptional record that warrants a second page,
keep it concise and limit the second page to additional achievements that truly enhance your application.

Consistency

Maintain uniform bullet styles, date formats, and verb tenses. Consistency signals attention to detail—a quality
highly prized by admissions officers.

How to Gather and Organize Information

Creating a resume is a process of collection, synthesis, and prioritization. Here’s how to streamline the task.

Review School Records

Start with your transcript, honors list, and any school issued award certificates. These documents provide verified
data on grades and recognitions.

Talk to Teachers and Counselors

Ask for a list of courses, projects, and extracurricular roles you may have overlooked. They can also confirm
leadership titles and responsibilities.

Use Spreadsheets or Templates

Organize data in a spreadsheet: columns for activity, role, dates, achievements. Once populated, you can copy and
paste into your resume.

Sample Resume Sections

Below are examples of how to structure each section. Feel free to adapt the wording to match your personal style.

Sample Academic Section

Academic Achievements

* Weighted GPA: 4.18 | Unweighted GPA: 3.95

¢ Class Rank: 8/300

¢ AP Courses: Calculus AB, Biology, U.S. History, Chemistry
SAT: 1520 (Math 780, Evidence Based Reading & Writing 740)
¢ National Merit Scholar (Top 1% of test takers)

Sample Extracurricular Section

Extracurricular Activities

e Student Government — Vice President (2023—-2024); organized schoolwide events and fundraising campaigns.
¢ Robatics Club — Lead Designer (2022—-2024); led team to state championship, securing 3rd place.
¢ Debate Team — Captain (2023—-2024); coached new members and won regional tournament.



¢ Band — Saxophone Section Leader (2021-2024); conducted sectional rehearsals.

Common Mistakes to Avoid

Even the most diligent students can slip into these pitfalls:

Overloading with Irrelevant Details: Stick to experiences that add value to your application.

Inconsistent Formatting: Mixed fonts, bullet styles, or date formats can distract the reader.

Missing Proofreading: Spelling or grammatical errors undermine your professionalism.

Exaggeration or Fabrication: Honesty is essential; admissions officers verify claims.

Using a Generic Template: Tailor your resume to reflect your unique journey, not a one size fits all design.
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Tailoring the Resume for Specific Colleges

While a core resume works for many schools, customizing it for particular institutions can give you an edge.

Researching College Requirements
Visit each college’s admissions page to identify:
» Preferred course loads (e.g., STEM focus)

¢ Specific extracurricular interests (e.g., environmental clubs)
e Community service expectations

Highlighting Relevant Experiences

Adjust bullet points to emphasize skills or achievements that align with a college’s values. For example, if a
university values sustainability, highlight your participation in a green club or a recycling initiative.

Digital Versions and Online Portals

Most colleges now accept resumes electronically. Pay attention to file format and upload instructions.

PDF vs. Word

PDF preserves formatting across devices, ensuring your layout remains intact. Word files are acceptable if the
portal explicitly requests them.

Uploading to Common App, Coalition, etc.

Both the Common Application and the Coalition Application allow a “Resume” upload section. Some schools also
require a separate “Resume” or “Supplemental Materials” upload. Follow the prompts carefully and double check file
size limits.

Using the Resume in College Applications

Your resume isn’t just a stand alone document; it complements other application components.

How Admissions Officers Read It

During the initial screening, they look for:

e Academic rigor and consistency
e Leadership and initiative

e Community impact

¢ Unique talents or achievements



Complementing Essays
While essays delve into personal narratives, the resume provides hard data. Make sure the stories in your essays
echo the achievements listed on your resume.

Final Checklist

1. Contact information is current and professional.

2. Academic section includes GPA, test scores, and honors.
3. Extracurriculars and volunteer work are clearly listed.

4. Work experience reflects responsibility and growth.
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