Criteria for Final Copy of Resume 

Header 

The header may be aligned to the left or centered and must include these items. 

1. Name 

2. Address 

3. Phone Number 

4. Email (Note: you may omit this if you don’t have one) 

Objective Statement or Summary of  Qualifications

You must have an objective statement. This is one sentence stating what you are looking for as far as a career.  

Education 

Written as: Sauk Prairie High School: Prairie du Sac, WI Expected Graduation: May 2005 (or 2006). 

  
Headers Detailing What You Have Done 
Examples: 
Work Experience Volunteer Activities 

Achievements Academic Honors 

Skills Language Skills 

Computer Skills Activities 

Awards Language Skills 

  

You may use all of these or just a few. Under each header you use, you should have at least one example of that skill or experience. Also, don’t just list the skill or experience: tell about it, especially work experience. 

Work Experience 
June 2001 – Present: McDonald’s: Sauk City, WI 
Duties include: Serving Customers 

                        Cleaning Tables 

                       Quality Control 
Baby-sitting/Child Care 

               
 Designing playtime activities 
               
 Feeding/Menu planning 

               
Enforcing Disciplinary Guidelines 
Activities: 
June 2001– Present: Marching Band: Sauk Prairie High School 

Aug. 2001 –Present: Sauk Prairie High School Football Squad 

  

Skills: 
Excellent Communicator 

Works Well with Others 

Honest 

Responsible 

  

Your resume can only be one page. Play with fonts, centering, and sizes to emphasize ideas and experiences. Look at how I have set up this page with bolds, italics, indentations, and underlining to set off certain ideas. Your resume should be easily readable, letting employers find information quickly and concisely. Remember, this is the place to brag about yourself. Let me know what a GREAT person you are. 

