My Personal Profile: My Resume
A resume is a document that you give a potential employer that includes your education, experience,
and skills. Most resumes are 1-2 pages. Some jobs may have you fill out a job application instead of
a resume and the application will include many of the same things. There are many different ways to
make a resume and different categories of things you can include. This is a sample of a simple resume
for a high school student. After reading about the parts of a resume, try writing one of your own!
Contact Information
This is your name, mailing address, phone number, and
email (if you have an email address- its ok if you don’t).
Objective
Some resumes include an objective or a summary, but it
is not required. You can choose whether you want to
include one or not. This should be a short statement that
says something about you and what kind of job you
want. If you include this, make sure it makes sense.
For example, don’t say you are looking for a job in a
retail store if you are applying for a job in a restaurant.
Experience
This is the section where you would list any jobs you’ve
had in the past. If you don’t have a lot of experience,
you can include volunteer experience as well. Make
sure to list your job title, the name of the place you
worked, the dates you worked there, and a brief
description of your job duties. You can also include the
location of the job.
Education
This section could include high school, college, trade
programs, community college, professional schools, or
any other education that you might have. If you are currently in school, make sure to note when you
intend to finish so that the employer knows you are still in the school or program. If you earned a
degree or certificate, you should include it. (For example, Diploma, Bachelor’s Degree, Certificate)
Skills
In this section you should list any special skills that might be interesting to an employer. It doesn’t
need to be something you learned at a job.
References
A reference is someone your employer can call to ask about your work. You don’t have to list
references on a resume- you can provide them to the employer if they ask for them. Make sure to ask
permission from the person before you list them on a resume.

