
Resume Templet  
 The next page is a templet outline for you to use to create your resume.  

 
Read through the instructions and examples, then replace the text with your own Skills, 

Experiences and Educational experience. Create your first draft of your resume on your own based 
on what you learned in the module and the instructions below. Then, meet with your GAL, parent 
or caregiver to go through the draft together and get their input on how you can make it better.  

 
Tips:  
 Think of why you want the job you are applying for, and why you think you will be good at  

it. Those reasons are the skills/experiences you should write about.  
 
 Keep it concise. It can be hard not to put lots of details, as you want to paint the best picture  

of yourself as possible. However, remember that the resume is just a first impression. You  
will have the job application an interview to give more details.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Your Name 
Email Address      Phone number  
Optional: Home address 
 
Short, concise sentence or two about your interest related directly to the job you are 
applying for. Example: I am to take my love of sports and share that passion with the 
younger generation through hard work and dedication.  
 
Key Skills 
List 3- 5 skills that you see as personal strengths that apply to the job you are applying for. List the 
level of skill or certification if applicable and give a brief description of how this skill applies to the 
job/you 
 
● Strong communication skills to apply to work on a team and communicating with 

children and parents.  
● CPR certified through Red Cross starting 1/1/2020 through 1/1/2022. 

 
Experience  
List and prior jobs, OR, any volunteer/extracurriculars that are relevant to the job you are 
applying for. List the most recent jobs first.  
 
Bible Study Childcare Volunteer  date started-date ended (or present)  
● Work with a team to take care of children from birth to 12 years old.  
● Duties included: playing with the children, cleaning up messes and organizing rooms, 

communicating with parents and other volunteers.  
Student Leadership Class Rep  8/13/2018-present  
● Represent the needs and desires of my grade at Student Leadership meetings.  
● Duties include: communicate with classmates, student leaders and faculty about 

concerns, complete and meet all educational and personal requirements of the job 
including maintaining a 2.5 GPA and engaging in one sport and one club.   

 
Education  
List your current school, grade level and how long you have been attending that school. If you have 
switched schools, list them.  
 
Plant High School     August 2019- Present    11th grade 
Strawberry Crest Highschool   Aug 2017- May, 17, 2019   9th-10th grade 


