HOW TO WRITE A RESUME CLASS 12

HOW TO WRITE A RESUME CLASS 12 IS A CRUCIAL SKILL THAT CAN SIGNIFICANTLY IMPACT A STUDENT'S FUTURE ACADEMIC
AND PROFESSIONAL ENDEAVORS. AS HIGH SCHOOL STUDENTS APPROACH GRADUATION, UNDERSTANDING HOW TO CRAFT AN
EFFECTIVE RESUME BECOMES INVALUABLE FOR COLLEGE APPLICATIONS, INTERNSHIP OPPORTUNITIES, OR EVEN PART-TIME JOB
SEARCHES. THIS COMPREHENSIVE GUIDE WILL METICULOUSLY OUTLINE THE ESSENTIAL COMPONENTS, FORMATTING BEST
PRACTICES, AND STRATEGIC CONTENT CREATION TAILORED SPECIFICALLY FOR CLASS 12 STUDENTS WHO MAY HAVE LIMITED
FORMAL WORK EXPERIENCE. WE WILL EXPLORE HOW TO HIGHLIGHT ACADEMIC ACHIEVEMENTS, EXTRACURRICULAR INVOLVEMENT,
VOLUNTEER WORK, AND NASCENT SKILL SETS TO PRESENT A COMPELLING PROFILE. BY FOLLOWING THESE DETAILED
INSTRUCTIONS, STUDENTS WILL BE EQUIPPED TO CONSTRUCT A PROFESSIONAL DOCUMENT THAT EFFECTIVELY SHOWCASES
THEIR POTENTIAL AND READINESS FOR THE NEXT BIG STEP IN THEIR LIVES.

(UNDERSTANDING THE PURPOSE OF A CLASS 12 RESUME

ESSENTIAL SECTIONS OF A HIGH ScHooL RESUME

CrRAFTING COMPELLING CONTENT FOR EACH SECTION

® FORMATTING YOUR CLASS 12 RESUME FOR IMPACT

Key Tips For OPTIMIZING YOUR STUDENT RESUME

CoMMoN MIsTAKES To AvoId WHEN WRITING A RESUME

FINAL REVIEW AND POLISHING Y OUR RESUME

UNDERSTANDING THE PURPOSE OF A CLASS 12 ResUME

For sTUDENTS IN CLASS ]2, THE CONCEPT OF A RESUME MIGHT SEEM PREMATURE, YET IT SERVES A VITAL PURPOSE IN VARIOUS
TRANSITIONAL PHASES. UNLIKE A TRADITIONAL PROFESSIONAL RESUME FOCUSED ON EXTENSIVE WORK HISTORY, A CLass 12
RESUME IS PRIMARILY AN ACADEMIC AND ACTIVITY-FOCUSED DOCUMENT. ITS MAIN GOAL IS TO SUCCINCTLY SUMMARIZE A
STUDENT'S EDUCATIONAL BACKGROUND, SIGNIFICANT ACHIEVEMENTS, EXTRACURRICULAR ENGAGEMENTS, VOLUNTEER
EXPERIENCES, AND DEVELOPING SKILL SETS. THIS DOCUMENT BECOMES INSTRUMENTAL FOR APPLICATIONS TO UNIVERSITIES AND
COLLEGES, ESPECIALLY THOSE WITH COMPETITIVE PROGRAMS THAT SEEK WELL-ROUNDED CANDIDATES. IT ALSO PROVES USEFUL
WHEN APPLYING FOR PRE-COLLEGE INTERNSHIPS, SUMMER PROGRAMS, SCHOLARSHIPS, OR EVEN INITIAL PART-TIME JOBS THAT
APPRECIATE DEDICATION AND FOUNDATIONAL SKILLS.

THE STRATEGIC IMPORTANCE OF KNOWING HOW TO WRITE A RESUME CLASS 12 LIES IN ITS ABILITY TO DIFFERENTIATE A
STUDENT FROM THEIR PEERS. IN A LANDSCAPE WHERE ACADEMIC TRANSCRIPTS ONLY TELL PART OF THE STORY, A WELL-
STRUCTURED RESUME OFFERS A HOLISTIC VIEW OF A STUDENT’S CHARACTER, LEADERSHIP POTENTIAL, INITIATIVE, AND
COMMITMENT BEYOND THE CLASSROOM. |T ALLOWS ADMISSIONS OFFICERS OR HIRING MANAGERS TO QUICKLY GRASP A
STUDENT’S CAPABILITIES AND SUITABILITY FOR A PARTICULAR OPPORTUNITY, PROVIDING A CLEAR, CONCISE, AND
PROFESSIONAL OVERVIEW THAT TRADITIONAL APPLICATION FORMS MIGHT NOT FULLY CAPTURE. THEREFORE, MASTERING THE
CREATION OF THIS DOCUMENT IS NOT JUST ABOUT LISTING FACTS, BUT ABOUT STRATEGICALLY PRESENTING ONESELF IN THE
BEST POSSIBLE LIGHT FOR FUTURE GROW TH.

EssSENTIAL SECTIONS oF A HIGH ScHooL ResuME

A WELL-ORGANIZED RESUME IS KEY TO MAKING A STRONG FIRST IMPRESSION. FOR A CLASS 12 STUDENT, SPECIFIC SECTIONS ARE
PARAMOUNT TO HIGHLIGHT STRENGTHS RELEVANT TO THEIR ACADEMIC STAGE. WHILE THE TYPICAL PROFESSIONAL RESUME
STRUCTURE CAN BE ADAPTED, THE EMPHASIS SHIFTS SIGNIFICANTLY TOWARDS ACADEMIC AND DEVELOPMENTAL ACHIEVEMENTS.
UNDERSTANDING THESE CORE SECTIONS IS THE FIRST STEP IN LEARNING HOW TO WRITE A RESUME CLASS 12 EFFECTIVELY.



CONTACT INFORMATION

THIS IS THE MOST STRAIGHTFORW ARD SECTION BUT CRITICAL FOR ENSURING POTENTIAL INSTITUTIONS OR EMPLOYERS CAN
REACH YOU. IT SHOULD BE PLACED PROMINENTLY AT THE TOP OF THE RESUME. ACCURACY AND PROFESSIONALISM ARE
PARAMOUNT HERE. USE A PROFESSIONAL-SOUNDING EMAIL ADDRESS, IDEALLY ONE THAT INCLUDES YOUR NAME (E.G.,
FIRSTNAME.LASTNAMEATEMAIL.COM).

e FuLL NAME: YOUR COMPLETE LEGAL NAME.

PHONE NUMBER: A RELIABLE MOBILE NUMBER WHERE YOU CAN BE REACHED.

EMAIL ADDRESS: A PROFESSIONAL EMAIL ACCOUNT.

LoCATION: YOUR CITY AND STATE/COUNTRY (FULL STREET ADDRESS IS USUALLY NOT REQUIRED FOR PRIVACY)

OPTIONAL: LINK TO A PROFESSIONAL ONLINE PORTFOLIO OR LINKEDIN PROFILE IF APPLICABLE AND RELEVANT.

OBJECTIVE OR SUMMARY STATEMENT

For CLASS 12 STUDENTS, AN “OBJECTIVE” IS OFTEN MORE APPROPRIATE THAN A “SUMMARY" UNLESS YOU HAVE VERY
SPECIFIC EXPERIENCES. AN OBJECTIVE STATES YOUR CAREER GOALS AND WHAT YOU HOPE TO ACHIEVE, WHILE A SUMMARY
HIGHLIGHTS KEY QUALIFICATIONS AND SKILLS. FOR A STUDENT, AN OBJECTIVE EFFECTIVELY COMMUNICATES YOUR IMMEDIATE
ASPIRATIONS AND THE KIND OF OPPORTUNITIES YOU ARE SEEKING, WHETHER IT'S ADMISSION TO A SPECIFIC UNIVERSITY PROGRAM
OR A PARTICULAR INTERNSHIP. THIS SECTION SHOULD BE CONCISE, COMPELLING, AND TAILORED TO EACH SPECIFIC APPLICATION.

EbucATION

THIS SECTION IS THE CORNERSTONE OF A CLASS 12 RESUME. |T DETAILS YOUR ACADEMIC JOURNEY AND ACHIEVEMENTS,
PROVIDING THE FOUNDATION OF YOUR QUALIFICATIONS. BE SURE TO INCLUDE CURRENT SCHOOLING, RELEVANT COURSES, AND
ANY SIGNIFICANT ACADEMIC HONORS.

e ScHooL NAME: YOUR HIGH SCHOOL'S FULL NAME.
o LocATION: CITY AND STATE OF YOUR HIGH SCHOOL.
* ANTICIPATED GRADUATION DATE: MONTH AND YEAR.

o ReLEVANT COURSEWORK: LIST ADVANCED PLACEMENT (AP), INTERNATIONAL BACCALAUREATE (IB), OR OTHER
RIGOROUS COURSES THAT DEMONSTRATE YOUR ACADEMIC INTERESTS AND CAPABILITIES.

o GPA/PERCENTAGE: IF STRONG, INCLUDE YOUR CURRENT GPA OR OVERALL PERCENTAGE.

e ACADEMIC A\Y/AEDS/HONOESZ ANY DISTINCTIONS LIKE HONOR ROLL, SUBJECT AWARDS, OR ACADEMIC SCHOLARSHIPS.

EXTRACURRICULAR ACTIVITIES AND LEADERSHIP

Beyonp ACADEMICS, THIS SECTION SHOWCASES YOUR INVOLVEMENT, INTERESTS, AND POTENTIAL FOR LEADERSHIP.
UNIVERSITIES AND EMPLOYERS VALUE WELL-ROUNDED INDIVIDUALS WHO CONTRIBUTE TO THEIR COMMUNITIES AND DEVELOP
SKILLS OUTSIDE THE CLASSROOM. LIST ACTIVITIES IN REVERSE CHRONOLOGICAL ORDER.

o AcTiviTy NAaME: E.G., DEBaTE CLuB, STUDENT COUNCIL, SPORTS TEAM, ScHOOL NEWSPAPER.



* RoLe/PosITIoN: E.G., PResIDENT, CAPTAIN, EDITOR, MEMBER.
o DATES OF INVOLVEMENT: START AND END DATES.
o KEY RESPONSIBILITIES AND ACHIEVEMENTS: USE ACTION VERBS TO DESCRIBE YOUR CONTRIBUTIONS AND ANY

MEASURABLE OUTCOMES (E.G., “LLED TEAM TO STATE CHAMPIONSHIP,” “ORGANIZED FUNDRAISING EVENT THAT RAISED
$500,” “AuTHORED 10 ARTICLES FOR SCHOOL PAPER”).

V OLUNTEER ExPERIENCE/ COMMUNITY SERVICE

HIGHLIGHTING VOLUNTEER WORK DEMONSTRATES YOUR COMMITMENT TO SOCIAL RESPONSIBILITY AND INITIATIVE. THIS SECTION
IS PARTICULARLY IMPORTANT FOR CLASS 12 STUDENTS WHO MIGHT LACK FORMAL WORK EXPERIENCE BUT POSSESS VALUABLE
SOFT SKILLS GAINED THROUGH SERVICE.

o ORGANIZATION NAME: NAME OF THE CHARITY OR COMMUNITY GROUP.

LocATIoN: CITY AND STATE.

"on " on

RoLE: Your speciFic buTIES (E.G., “TUTOR,” “EVENT VOLUNTEER,” “ANIMAL SHELTER HELPER™).

DATES OF INVOLVEMENT: START AND END DATES.

IMPACT/CONTRIBUTIONS: QUANTIFY YOUR IMPACT IF POSSIBLE (E.G., "V OLUNTEERED 50+ HOURS,” “AssisTep 20
" on

STUDENTS WITH HOMEWORK,” “CoLLECTED 100 CANS FOR FOOD DRIVE").

SKILLS

THIS SECTION ALLOWS YOU TO LIST SPECIFIC ABILITIES THAT ARE RELEVANT TO YOUR TARGET OPPORTUNITIES. FOrR CLASS
12 STUDENTS, THIS OFTEN INCLUDES A MIX OF TECHNICAL AND SOFT SKILLS.

¢ TECHNICAL SKILLS: PROFICIENCY IN SOFTWARE (E.G., MicRosoF T OFFice SuiTe, Apose CREATIVE SUITE BASICS),
PROGRAMMING LANGUAGES (E.G., PYTHON, JAVA IF APPLICABLE), WEB DEVELOPMENT BASICS, DATA ENTRY.

o LANGUAGE SKILLS: LIST LANGUAGES YOU ARE PROFICIENT IN AND YOUR LEVEL (E.G., FLUENT, CONVERSATIONAL,
Basic).

® SOFT SKILLS: IMPORTANT TRANSFERABLE SKILLS LIKE COMMUNICATION, TEAMWORK, PROBLEM~SOLVING, TIME
MANAGEMENT, LEADERSHIP, ADAPTABILITY, CRITICAL THINKING.

AwARDS AND HONORS (OPTIONAL, IF NOT COVERED UNDER EDUCATION)

IF YOU HAVE RECEIVED ANY AWARDS OR SPECIAL RECOGNITION OUTSIDE OF ACADEMICS, OR IF YOUR ACADEMIC AW ARDS ARE
EXTENSIVE, YOU MIGHT DEDICATE A SEPARATE SECTION TO THEM. THIS COULD INCLUDE COMPETITIVE AWARDS, SCHOLARSHIPS,
OR SPECIAL CERTIFICATES.

ProjecTs (OPTIONAL)

FOR STUDENTS INVOLVED IN SIGNIFICANT ACADEMIC PROJECTS, SCIENCE FAIRS, INDEPENDENT RESEARCH, OR PERSONAL CREATIVE



PROJECTS, THIS SECTION IS AN EXCELLENT WAY TO SHOWCASE INITIATIVE AND PRACTICAL APPLICATION OF SKILLS. DESCRIBE
THE PROJECT, YOUR ROLE, AND THE OUTCOME.

CRAFTING CoMPELLING CONTENT FOR EACH SECTION

MERELY LISTING INFORMATION IS NOT ENOUGH; THE TRUE ART OF HOW TO WRITE A RESUME CLASS 12 LIES IN PRESENTING THAT
INFORMATION COMPELLINGLY. EACH BULLET POINT SHOULD BE IMPACTFUL, DEMONSTRATING NOT JUST WHAT YOU DID, BUT THE
SKILLS YOU GAINED AND THE POSITIVE OUTCOMES OF YOUR ACTIONS. THIS REQUIRES THE STRATEGIC USE OF ACTION VERBS
AND, WHERE POSSIBLE, QUANTIFIABLE RESULTS.

WRITING POWERFUL BULLET POINTS

\W/HEN DESCRIBING YOUR EXPERIENCES, WHETHER IN EXTRACURRICULARS, VOLUNTEER WORK, OR PROJECTS, BEGIN EACH BULLET
POINT WITH A STRONG ACTION VERB. THESE VERBS IMMEDIATELY CONVEY WHAT YOU ACCOMPLISHED. INSTEAD OF SAYING “|
WAS RESPONSIBLE FOR ORGANIZING,” SAY “ORGANIZED.”

CONSIDER THE FOLLOWING EXAMPLES:

o WEAK: “\W/ AS PART OF THE SCHOOL NEWSPAPER.”

® STRONG: “AUTHORED AND EDITED 10 ARTICLES FOR THE SCHOOL'S AWARD-WINNING NEWSPAPER, REACHING AN
AUDIENCE oF 500+ STUDENTS AND STAFF.”

o WEAK: “HELPED OUT AT A LOCAL CHARITY.”

o STRONG: “COORDINATED DONATION DRIVES FOR A LOCAL FOOD BANK, COLLECTING OVER 200 ITEMS QUARTERLY TO
SUPPORT COMMUNITY MEMBERS.”

" "
® WEAK: “LEARNED HOW TO CODE IN A CLUB.

o STRONG; “DEVELOPED A BASIC FUNCTIONAL WEBSITE USING HTML AND CSS AS PART OF THE SCHOOL'S CODING CLUB
"
PROJECT.

QUANTIFYING YOUR ACHIEVEMENTS WHENEVER POSSIBLE ADDS CREDIBILITY AND SHOWS THE SCALE OF YOUR IMPACT. NUMBERS,
PERCENTAGES, FREQUENCIES, OR SPECIFIC OUTCOMES MAKE YOUR CONTRIBUTIONS TANGIBLE AND IMPRESSIVE.

TAILORING YOUR OBJECTIVE STATEMENT

Y OUR OBJECTIVE STATEMENT SHOULD BE CUSTOMIZED FOR EACH APPLICATION. [T SHOULD BRIEFLY STATE YOUR IMMEDIATE
GOAL (E.G., GAINING ADMISSION TO A SPECIFIC UNIVERSITY, SECURING AN INTERNSHIP IN' A PARTICULAR FIELD) AND HIGHLIGHT
1-2 KEY SKILLS OR QUALITIES THAT MAKE YOU A STRONG CANDIDATE. FOR INSTANCE:

“HiGHLY MOTIVATED CLASS 12 STUDENT WITH A STRONG ACADEMIC RECORD AND PROVEN LEADERSHIP SKILLS, SEEKING

ADMISSION TO A CHALLENGING COMPUTER SCIENCE PROGRAM TO FURTHER DEVELOP PROBLEM-SOLVING AND TECHNICAL
"

PROFICIENCIES.

Or:

“ENTHUSIASTIC AND DEDICATED STUDENT EAGER TO SECURE A SUMMER INTERNSHIP IN ENVIRONMENTAL CONSERVATION, OFFERING
STRONG ORGANIZATIONAL SKILLS AND A PASSION FOR SUSTAINABLE PRACTICES DEVELOPED THROUGH VOLUNTEER WORK.”



FORMATTING YOUR CLASS 12 RESUME FOR IMPACT

EVEN WITH EXCELLENT CONTENT, POOR FORMATTING CAN UNDERMINE YOUR RESUME’S EFFECTIVENESS. A CLEAN, PROFESSIONAL,
AND EASY-TO-READ LAYOUT IS CRUCIAL. W/HEN CONSIDERING HOW TO WRITE A RESUME CLASS 1 2, PAY CLOSE ATTENTION TO
THESE FORMATTING GUIDELINES.

LAYOUT AND READABILITY

THE STANDARD LENGTH FOR A CLASS 12 STUDENT RESUME IS ONE PAGE. KEEP MARGINS CONSISTENT (TYPICALLY 0.75 To 1
INCH ON ALL SIDES). USE A CLEAN, PROFESSIONAL FONT THAT IS EASY TO READ, SUCH AS ARIAL, CALIBRI, OR TIMES NEW
ROMAN, IN A SIzE BETWEEN 10-12 POINTS FOR THE MAIN TEXT AND 14-16 POINTS FOR YOUR NAME. HEADINGS SHOULD BE
SLIGHTLY LARGER AND POSSIBLY BOLDED FOR CLARITY.

USE CONSISTENT FORMATTING FOR DATES, LOCATIONS, AND TITLES. EMPLOY BULLET POINTS FOR DESCRIPTIONS TO IMPROVE
READABILITY AND ALLOW READERS TO QUICKLY SCAN FOR KEY INFORMATION. \W/HITE SPACE IS YOUR FRIEND, DON'T CRAM TOO
MUCH INFORMATION ONTO THE PAGE, AS IT CAN MAKE THE RESUME APPEAR CLUTTERED AND OVERWHELMING.

CHroNoLOGICAL ORDER

MosT SECTIONS, SUCH AS EDUCATION, EXTRACURRICULAR ACTIVITIES, AND V OLUNTEER EXPERIENCE, SHOULD BE LISTED IN
REVERSE CHRONOLOGICAL ORDER. THIS MEANS YOUR MOST RECENT AND OFTEN MOST RELEVANT EXPERIENCE OR ACHIEVEMENT
SHOULD APPEAR FIRST WITHIN EACH SECTION. THIS ALLOWS THE READER TO IMMEDIATELY SEE YOUR CURRENT ACTIVITIES AND
PROGRESS.

Key Tips For OPTIMIZING YOUR STUDENT RESUME

BEYOND THE BASIC STRUCTURE AND CONTENT, SEVERAL STRATEGIES CAN SIGNIFICANTLY ENHANCE YOUR CLASS 12 RESUME AND
ENSURE IT STANDS OUT.

KeyworDs AND ACTION VERBS

INCORPORATE KEYWORDS RELEVANT TO THE OPPORTUNITIES YOU ARE APPLYING FOR. FOR EXAMPLE, IF APPLYING TO A STEM
PROGRAM, USE TERMS LIKE “ANALYTICAL,” “RESEARCH,” "DATA ANALYSIS,” OR “PROBLEM-SOLVING.” FOR A LEADERSHIP ROLE,

USE “MANAGED,” “LED,” “FACILITATED.” MANY UNIVERSITIES AND COMPANIES USE APPLICANT TRACKING SYSTEMS (ATS) To

FILTER RESUMES BASED ON KEYWORDS, SO ALIGNING YOUR LANGUAGE WITH THE JOB DESCRIPTION OR PROGRAM REQUIREMENTS IS
VITAL.

PROOFREAD METICULOUSLY

A SINGLE TYPO OR GRAMMATICAL ERROR CAN CREATE A NEGATIVE IMPRESSION OF CARELESSNESS. ALWAYS PROOFREAD YOUR
RESUME MULTIPLE TIMES. READ IT ALOUD, OR ASK A TRUSTED FRIEND, PARENT, OR TEACHER TO REVIEW IT. USE GRAMMAR AND
SPELL-CHECKING TOOLS, BUT DO NOT RELY SOLELY ON THEM, AS THEY MAY MISS CONTEXTUAL ERRORS.

CusToMIzE FOR EACH APPLICATION

AVOID A ONE-SIZE-FITS-ALL APPROACH. W/HILE YOUR CORE INFORMATION WILL REMAIN CONSISTENT, ALWAYS TAILOR YOUR
OBJECTIVE STATEMENT AND HIGHLIGHT SPECIFIC SKILLS OR EXPERIENCES THAT ALIGN MOST CLOSELY WITH THE REQUIREMENTS OF
EACH UNIVERSITY PROGRAM, SCHOLARSHIP, OR JOB YOU APPLY FOR. THIS DEMONSTRATES GENUINE INTEREST AND
THOUGHTFULNESS.



Seek FEEDBACK

BEFORE FINALIZING YOUR RESUME, ASK FOR FEEDBACK FROM CAREER COUNSELORS, TEACHERS, OR MENTORS. THEY CAN OFFER
VALUABLE INSIGHTS ON CLARITY, IMPACT, AND OVERALL PRESENTATION. CONSTRUCTIVE CRITICISM CAN HELP REFINE YOUR
DOCUMENT INTO A MUCH STRONGER REPRESENTATION OF YOUR ABILITIES.

CoMMON MisTAKES To Avolb WHEN WRITING A RESUME

KNOWING HOW TO WRITE A RESUME CLASS 12 ALSO MEANS UNDERSTANDING WHAT NOT TO DO. AVOIDING THESE COMMON
PITFALLS CAN PREVENT YOUR RESUME FROM BEING OVERLOOKED OR CREATING A POOR IMPRESSION.

BeING Too V AGUE oR GENERIC

Do NOT SIMPLY LIST ACTIVITIES WITHOUT DESCRIBING YOUR ROLE OR ACHIEVEMENTS. AVOID GENERIC STATEMENTS THAT
COULD APPLY TO ANYONE. INSTEAD OF “RESPONSIBLE FOR TASKS,” SPECIFY “MANAGED SOCIAL MEDIA CONTENT SCHEDULING.”
EVERY BULLET POINT SHOULD ADD VALUE AND SPECIFIC INFORMATION.

ExceepinGg ONE PAGE

For A CLASS 12 STUDENT, A ONE-PAGE RESUME IS ALMOST ALWAYS SUFFICIENT. ADMISSIONS OFFICERS AND RECRUITERS ARE
BUSY AND PREFER CONCISE DOCUMENTS. IF YOUR RESUME OVERFLOWS TO A SECOND PAGE, REVIEW YOUR CONTENT FOR
REDUNDANCY OR EXCESSIVE DETAIL. PRIORITIZE YOUR MOST IMPACTFUL EXPERIENCES.

INCLUDING IRRELEVANT INFORMATION

\WHILE HOBBIES ARE SOMETIMES INCLUDED, ENSURE THEY ARE RELEVANT OR DEMONSTRATE TRANSFERABLE SKILLS. FOR INSTANCE,
“ AVID READER” IS LESS IMPACTFUL THAN “ACTIVE PARTICIPANT IN SCHOOL BOOK CLUB, LEADING DISCUSSIONS ON
CONTEMPORARY LITERATURE.” DO NOT INCLUDE PERSONAL DETAILS LIKE MARITAL STATUS, RELIGION, OR A PHOTO UNLESS
EXPLICITLY REQUESTED (WHICH IS RARE FOR RESUMES IN MOST REGIONS).

Poor FORMATTING AND TYPOS

As MENTIONED, THESE ARE CRITICAL ERRORS. INCONSISTENT FONTS, MISALIGNED TEXT, OR GRAMMATICAL MISTAKES INSTANTLY
DETRACT FROM YOUR PROFESSIONALISM. DOUBLE-CHECK EVERY THING.

UsING UNPROFESSIONAL EMAIL ADDRESSES

AN EMAIL LIKE “PARTYANIMAL 12 3ATEMAIL.COM” IS UNACCEPTABLE. ALWAYS USE A PROFESSIONAL EMAIL ADDRESS FOR ALL
OFFICIAL COMMUNICATIONS.

FINAL REVIEW AND POLISHING YOUR RESUME

ONCE YOU HAVE DRAFTED ALL THE SECTIONS AND INCORPORATED THE TIPS, THE FINAL STAGE INVOLVES A THOROUGH REVIEW
AND POLISHING. THIS STEP IS AS CRUCIAL AS THE INITIAL WRITING PHASE TO ENSURE YOUR RESUME IS FLAWLESS AND MAKES THE
BEST POSSIBLE IMPRESSION.

BEGIN BY READING YOUR ENTIRE RESUME FROM TOP TO BOTTOM, CHECKING FOR CONSISTENCY IN FORMATTING, VERB TENSE, AND
PUNCTUATION. IMAGINE YOURSELF AS THE PERSON REVIEWING THE RESUME, IS IT EASY TO READ? DOES IT CLEARLY CONVEY



YOUR STRENGTHS AND POTENTIAL? ARE THERE ANY SECTIONS THAT COULD BE REPHRASED FOR GREATER IMPACT? PAY
PARTICULAR ATTENTION TO THE ACTION VERBS YOU'VE USED — ARE THEY VARIED AND POWERFUL? ENSURE THAT ANY NUMBERS
OR QUANTIFIABLE ACHIEVEMENTS ARE ACCURATE AND COMPELLING. A FRESH PAIR OF EYES CAN OFTEN CATCH ERRORS OR
SUGGEST IMPROVEMENTS THAT YOU MIGHT OVERLOOK, SO DEFINITELY SHARE IT WITH A MENTOR OR TEACHER FOR A FINAL
REVIEW. THIS METICULOUS ATTENTION TO DETAIL IN KNOWING HOW TO WRITE A RESUME CLASS 12 WILL SET YOU APART AND
MAXIMIZE YOUR CHANCES OF SUCCESS IN YOUR APPLICATIONS.

MASTERING HOW TO WRITE A RESUME CLASS 12 IS AN EMPOWERING STEP TOWARDS FUTURE OPPORTUNITIES. BY
METICULOUSLY CRAFTING EACH SECTION, USING STRONG ACTION VERBS, QUANTIFYING ACHIEVEMENTS, AND ADHERING TO
PROFESSIONAL FORMATTING GUIDELINES, STUDENTS CAN CREATE A COMPELLING DOCUMENT THAT EFFECTIVELY SHOWCASES
THEIR UNIQUE PROFILE. THIS RESUME WILL SERVE AS A POWERFUL TOOL FOR COLLEGE ADMISSIONS, SCHOLARSHIP
APPLICATIONS, AND EARLY CAREER OPPORTUNITIES, LAYING A STRONG FOUNDATION FOR THEIR ACADEMIC AND PROFESSIONAL
JOURNEY.

Q: Do | REALLY NEED A RESUME AS A CLASS 12 STUDENT?

A: YES/ ABSOLUTELY. WHILE YOU MIGHT NOT HAVE EXTENSIVE WORK EXPERIENCE, A RESUME FOR CLASS 12 STUDENTS IS
CRUCIAL FOR COLLEGE APPLICATIONS, SCHOLARSHIPS, INTERNSHIPS, SUMMER PROGRAMS, AND EVEN PART-TIME JOBS. IT HELPS
PRESENT A COMPREHENSIVE OVERVIEW OF YOUR ACADEMIC ACHIEVEMENTS, EXTRACURRICULAR INVOLVEMENT, VOLUNTEER
WORK, AND DEVELOPING SKILLS, WHICH TRANSCRIPTS ALONE CANNOT CONVEY. |T DEMONSTRATES INITIATIVE AND PREPAREDNESS
FOR FUTURE ENDEAVORS.

Q: WHAT IF | DON'T HAVE ANY FORMAL WORK EXPERIENCE?

A: IT'S PERFECTLY NORMAL FOR CLASS 12 STUDENTS TO HAVE LIMITED OR NO FORMAL WORK EXPERIENCE. Y OUR RESUME
SHOULD EMPHASIZE OTHER AREAS THAT DEMONSTRATE RESPONSIBILITY, SKILLS, AND COMMITMENT. FOCUS HEAVILY ON YOUR
ACADEMIC ACHIEVEMENTS, EXTRACURRICULAR ACTIVITIES (E.G., SCHOOL CLUBS, SPORTS, DEBATE), VOLUNTEER WORK,
COMMUNITY SERVICE, PERSONAL PROJECTS, AND ANY PART-TIME INFORMAL ROLES LIKE BABYSITTING OR TUTORING. THESE
EXPERIENCES STILL SHOWCASE VALUABLE TRANSFERABLE SKILLS.

Q: How LonG sHouLDp A CLASS 12 RESUME BE?

A:For A CLAss 12 STUDENT, A ONE-PAGE RESUME IS ALMOST ALWAYS SUFFICIENT AND HIGHLY RECOMMENDED. ADMISSIONS
OFFICERS AND RECRUITERS OFTEN REVIEW MANY APPLICATIONS, SO A CONCISE, IMPACTFUL DOCUMENT IS PREFERRED. IF YOU FIND
YOURSELF EXCEEDING ONE PAGE, REVIEW YOUR CONTENT FOR REDUNDANCY OR LESS RELEVANT DETAILS AND PRIORITIZE YOUR
MOST SIGNIFICANT AND RECENT ACHIEVEMENTS.

Q: SHouLD | INCLUDE A PHOTO ON MY RESUME?

A: INMOST COUNTRIES, PARTICULARLY THE UNITED STATES/ IT IS GENERALLY ADVISED NOT TO INCLUDE A PHOTO ON YOUR
RESUME. THIS IS TO PREVENT POTENTIAL BIASES IN THE HIRING OR ADMISSIONS PROCESS. ONLY INCLUDE A PHOTO IF IT IS
EXPLICITLY REQUESTED OR IF YOU ARE APPLYING TO A REGION OR INDUSTRY WHERE IT IS A STANDARD PRACTICE (E.G.,
MODELING, ACTING). \W/HEN LEARNING HOW TO WRITE A RESUME CLASS 1 2, ASSUME NO PHOTO IS NEEDED UNLESS SPECIFIED.

Q: WHAT KIND OF SKILLS SHOULD | INCLUDE IN MY RESUME?

A: YOUR SKILLS SECTION SHOULD INCLUDE A MIX OF TECHNICAL AND SOFT SKILLS. TECHNICAL SKILLS MIGHT INCLUDE
PROFICIENCY IN SPECIFIC SOFTWARE (E.G., MICROSOFT OFFICE SUITE, BASIC CODING LANGUAGES IF APPLICABLE), DATA ENTRY,
OR SOCIAL MEDIA MANAGEMENT. SOFT SKILLS ARE CRUCIAL AND INCLUDE COMMUNICATION, TEAMWORK, PROBLEM-SOLVING,
LEADERSHIP, TIME MANAGEMENT, CRITICAL THINKING, ADAPTABILITY, AND CREATIVITY. ALSO, LIST ANY LANGUAGE PROFICIENCIES
WITH YOUR LEVEL (E.G., FLUENT, CONVERSATIONAL).



Q: How Do | DESCRIBE MY ACCOMPLISHMENTS IF | DON'T HAVE NUMBERS OR METRICS?

A: WHILE QUANTIFYING ACHIEVEMENTS IS IDEAL, IT'S NOT ALWAYS POSSIBLE FOR EVERY ACTIVITY. |[F YOU CAN'T USE
NUMBERS, FOCUS ON THE IMPACT OF YOUR ACTIONS AND THE SKILLS YOU DEVELOPED. USE STRONG ACTION VERBS AND
DESCRIPTIVE LANGUAGE. FOR EXAMPLE, INSTEAD OF “PARTICIPATED IN SCHOOL PLAY,” YOU COULD SAY “COLLABORATED
WITH A CAST OF 20 TO REHEARSE AND PERFORM THE LEAD ROLE IN THE ANNUAL SCHOOL PLAY, ENHANCING PUBLIC SPEAKING
AND TEAMWORK ABILITIES.” DESCRIBE WHAT YOU LEARNED, CONTRIBUTED, OR IMPROVED.

Q: Is AN OBJECTIVE STATEMENT OR A SUMMARY STATEMENT BETTER FOR A CLASS 12
RESUME?

A: For MoST CLASS 12 STUDENTS, AN “OBJECTIVE STATEMENT” IS MORE APPROPRIATE. AN OBJECTIVE CLEARLY STATES
YOUR IMMEDIATE CAREER OR ACADEMIC GOAL (E.G., SEEKING ADMISSION TO A SPECIFIC UNIVERSITY PROGRAM, APPLYING FOR A
SUMMER INTERNSHIP) AND INDICATES WHAT YOU HOPE TO ACHIEVE. A “SUMMARY STATEMENT” IS TYPICALLY USED BY MORE
EXPERIENCED PROFESSIONALS TO HIGHLIGHT THEIR YEARS OF EXPERIENCE AND TOP QUALIFICATIONS. SINCE CLASS 12 STUDENTS
USUALLY HAVE LIMITED EXPERIENCE, AN OBJECTIVE PROVIDES CLARITY ABOUT THEIR ASPIRATIONS.

Q: WHO SHOULD | LIST AS REFERENCES?

A:For A CLAsS 12 RESUME, IT IS GENERALLY BEST TO STATE “REFERENCES AVAILABLE UPON REQUESTH RATHER THAN LISTING
SPECIFIC INDIVIDUALS DIRECTLY ON THE RESUME. IF ASKED, YOU CAN THEN PROVIDE A SEPARATE LIST. SUITABLE REFERENCES
INCLUDE TEACHERS, SCHOOL COUNSELORS, COACHES, MENTORS FROM VOLUNTEER ORGANIZATIONS, OR SUPERVISORS FROM ANY
PAST PART-TIME JOBS. ALWAYS ASK FOR THEIR PERMISSION BEFORE LISTING SOMEONE AS A REFERENCE AND ENSURE THEY ARE
PREPARED TO SPEAK POSITIVELY ABOUT YOU.
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