
how to write a resume teenager
how to write a resume teenager can seem like a daunting task, especially when
you're just starting your career journey and might feel you lack significant
work experience. This comprehensive guide is designed to demystify the
process, equipping young job seekers with the knowledge and tools to create a
compelling resume that stands out to potential employers. We'll explore why a
resume is crucial for teenagers, delve into the essential sections, and
provide actionable advice on how to craft impactful content even without
extensive prior employment. From highlighting academic achievements and
volunteer work to showcasing valuable skills and extracurricular activities,
this article will walk you through every step of building a professional and
effective resume tailored for the entry-level job market. Understanding these
elements is key to presenting your best self and securing that crucial first
job or internship.
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Understanding the Purpose of a Teen Resume
For many teenagers, the concept of a resume is entirely new, often associated
with adult job applications. However, a well-constructed resume is an
invaluable asset for young individuals seeking their first part-time job,
summer employment, internships, or even volunteer opportunities. It serves as
a concise marketing document, showcasing your capabilities, aspirations, and
potential to an employer who knows nothing about you.

The primary purpose of a teen resume is to make a strong first impression. It
allows you to organize your relevant experiences and skills in a professional
format, demonstrating your readiness and enthusiasm for work. Even without a
lengthy employment history, a resume can effectively communicate your
reliability, initiative, and the value you can bring to an organization.

Why a Resume Matters for Teenagers
A resume for a teenager is more than just a list of past jobs; it's a
demonstration of responsibility and foresight. Employers often view a



teenager with a prepared resume as more serious and organized than one who
simply fills out an application. This document allows you to control the
narrative, emphasizing your strengths and suitability for the role you are
seeking.

Furthermore, having a resume helps teenagers practice essential professional
skills, such as self-assessment, clear communication, and attention to
detail. It's a foundational step in career development, teaching young
individuals how to articulate their qualifications and future goals
effectively. This early experience in resume writing can significantly boost
confidence and preparedness for future academic and professional endeavors.

Dispelling the "No Experience" Myth
One of the biggest concerns for teenagers when creating a resume is the
perceived lack of "real" work experience. This common misconception can be a
major barrier, but it's important to understand that employers recognize that
entry-level candidates, especially teenagers, will not have extensive
professional histories. What they look for instead is potential, transferable
skills, and a strong work ethic.

The "no experience" myth is dispelled by focusing on what you do have:
academic achievements, volunteer work, extracurricular activities, leadership
roles in school clubs, personal projects, and even responsibilities at home.
These experiences are rich sources of transferable skills such as teamwork,
time management, problem-solving, and communication, all of which are highly
valued by employers. Learning how to write a resume as a teenager means
learning to translate these experiences into compelling qualifications.

Essential Sections of a Teenager's Resume
Every resume, regardless of the applicant's age or experience level, needs a
clear, logical structure. For a teenager, structuring your resume correctly
is even more critical, as it helps highlight your strengths effectively.
Understanding what sections to include and how to populate them is
fundamental to writing a resume that gets noticed.

Contact Information: Make it Professional
The very top of your resume should contain your contact information,
presented clearly and professionally. This section ensures that an employer
can easily reach you for an interview or with questions. Accuracy here is
paramount, as a single typo can mean missing out on an opportunity.

Full Name: Your first and last name, prominently displayed.

Phone Number: A reliable number where you can be reached, preferably
your own cell phone. Ensure your voicemail is set up professionally.



Email Address: A professional-sounding email address (e.g.,
firstname.lastname@email.com). Avoid using informal or cutesy email
addresses.

City, State: Your current location. Full street address is generally not
required for initial applications for privacy reasons.

Double-check this section multiple times for accuracy. It's the gateway for
employers to connect with you.

Objective or Summary Statement: Your First
Impression
Following your contact information, a brief objective or summary statement
serves as your resume's opening pitch. For teenagers, an objective statement
is often more suitable, clearly stating the type of position you're seeking
and what you hope to achieve. This shows focus and enthusiasm.

An objective statement should be 1-2 sentences long and specifically tailored
to the job you're applying for. It should highlight your key strengths or
what you aim to contribute. For example, instead of a generic "Seeking a
job," you could write: "Motivated high school student seeking a part-time
retail associate position to apply strong customer service skills and learn
valuable work experience in a fast-paced environment."

Education: Highlight Academic Achievements
For a teenager, your education section is one of the most important
components of your resume, often taking precedence over an experience section
that might be sparse. This is where you showcase your academic dedication and
achievements, demonstrating your ability to learn and succeed.

Include the name of your high school, its location, and your expected
graduation date. If your GPA is 3.0 or higher (on a 4.0 scale), consider
including it. You can also list relevant coursework that aligns with the job,
such as business, computer science, or communications classes. Honors, awards
(e.g., Honor Roll, perfect attendance), and advanced placement (AP) courses
should also be highlighted here, as they speak to your initiative and
intellectual capabilities.

Experience: Beyond Paid Jobs
This is the section where many teenagers feel challenged, but it's crucial to
broaden your definition of "experience." While paid employment is ideal, any
activity that demonstrates responsibility, skill development, or commitment
counts. This could include volunteer work, extracurricular activities, school
projects, or even significant responsibilities at home.



When listing experience, include the organization's name, your role or title,
and the dates you were involved. Below each entry, use bullet points to
describe your responsibilities and, more importantly, your accomplishments.
Focus on quantifiable achievements whenever possible. For example, instead of
"Helped customers," try "Assisted an average of 30 customers per shift with
product inquiries and checkout, enhancing customer satisfaction." This
approach is central to how to write a resume for a teenager effectively.

Skills: Showcase Your Abilities
The skills section is where you can directly communicate your competencies
that are relevant to the job. This typically includes both soft skills
(personal attributes) and hard skills (technical abilities). For teenagers,
demonstrating a diverse set of skills can be a significant advantage.

Hard Skills:

Computer proficiency (e.g., Microsoft Office Suite, Google Workspace,
specific software)

Language fluency (e.g., Spanish, French, Mandarin)

Technical abilities (e.g., basic coding, video editing, social media
management)

Soft Skills:

Communication (written and verbal)

Teamwork and collaboration

Problem-solving

Time management and organization

Customer service

Adaptability

Leadership

Always tailor this section to the specific job description, listing skills
that are most relevant to the role you are applying for.

Awards and Extracurricular Activities: Demonstrating



Leadership
This section is invaluable for teenagers, as it provides insight into your
character, commitment, and ability to balance responsibilities. It shows
employers that you are a well-rounded individual with interests and pursuits
outside of academics.

List any awards, honors, scholarships, or recognition you have received. For
extracurricular activities, include school clubs, sports teams, music groups,
debate teams, or community organizations. For each activity, specify your
role (e.g., team captain, club president), the organization's name, and the
duration of your involvement. Use bullet points to describe any significant
contributions or leadership experiences, highlighting how these activities
developed skills applicable to the workplace, such as leadership, teamwork,
or event planning.

Crafting Compelling Content for Each Section
Beyond simply listing items, the real power of your resume lies in how you
describe your experiences and achievements. For a teenager's resume, where
direct work experience might be limited, effective language and detail become
even more critical in showcasing potential and transferable skills.

Writing Effective Bullet Points
Bullet points are the backbone of a well-organized resume. They make your
information easy to read and digest quickly. When writing bullet points,
focus on action verbs and quantifiable results. Instead of merely stating a
duty, describe an accomplishment.

Start each bullet point with a strong action verb relevant to the task. For
example, instead of "Was responsible for organizing," use "Organized,"
"Managed," or "Coordinated." Follow the action verb with a description of the
task, and whenever possible, include a quantifiable result. Even if the
result is not a number, think about the positive outcome of your action.

Example for a volunteer at a food bank:

Ineffective: Helped with food distribution.

Effective: Assisted in distributing over 500 meals to community members
weekly, improving logistical efficiency.

This approach allows employers to see the impact you made, rather than just
the tasks you performed.



Quantifying Achievements, Even Small Ones
Quantifying your achievements means using numbers, percentages, or
frequencies to demonstrate the scope and impact of your contributions. This
is a powerful technique for any resume, but especially for teenagers who
might feel their experiences are too minor to mention. Think creatively about
how to apply metrics to your accomplishments.

Consider these examples:

If you were a tutor: "Tutored 3 classmates in algebra, resulting in an
average grade increase of one letter grade."

If you ran a club fundraiser: "Organized a school bake sale that raised
$200 for local charity."

If you managed a social media account for a school event: "Increased
event attendance by 15% through targeted social media campaigns."

If you had household responsibilities: "Managed weekly grocery shopping
and meal preparation for a family of four, demonstrating budgeting and
organizational skills."

Even if you don't have exact figures, estimating or providing context (e.g.,
"regularly," "on a weekly basis," "to a group of 20 students") is better than
no quantification at all. This practice helps illustrate the tangible value
you bring.

Formatting and Design Tips for a Teen Resume
The visual presentation of your resume is almost as important as its content.
A clean, professional, and easy-to-read format ensures that your message is
conveyed effectively. For teenagers, maintaining a simple and uncluttered
design is often the best strategy.

Choosing a Clean, Readable Format
Simplicity is key. Opt for a classic, professional font like Arial, Calibri,
or Times New Roman, in a readable size (10-12 points for body text, 14-16
points for your name). Use consistent formatting for headings, bullet points,
and dates. Avoid overly decorative fonts, graphics, or colors, as these can
detract from your professionalism and make your resume difficult to read by
applicant tracking systems (ATS).

Use ample white space around sections to prevent the resume from looking too
dense. Clearly separate each section with bold headings (e.g., Education,
Experience, Skills) to guide the reader's eye. Ensure that margins are
consistent, typically 0.5 to 1 inch on all sides. A well-formatted resume



shows attention to detail and professionalism, which are qualities employers
seek.

Length and Appearance Considerations
For most teenagers and entry-level applicants, a one-page resume is highly
recommended. Employers spend only a few seconds scanning a resume initially,
so it's vital to make every word count and present your most compelling
information upfront. Avoid going over one page unless you have truly
exceptional and highly relevant experience that warrants it, which is rare
for a high school student.

Save your resume as a PDF file unless the application explicitly requests a
different format (like a Word document). PDF ensures that your formatting
remains consistent across different devices and operating systems. Always use
high-quality paper if you are submitting a physical copy, but most
applications today are digital. Before sending, ensure the file name is
professional (e.g., "John_Doe_Resume.pdf").

Proofreading and Finalizing Your Teen Resume
After meticulously crafting the content and perfecting the format, the final
crucial step is to proofread your resume thoroughly. A single typo or
grammatical error can undermine your professionalism and attention to detail,
leading an employer to question your overall carefulness.

The Importance of Error-Free Content
Errors in spelling, grammar, or punctuation immediately create a negative
impression. They suggest carelessness, a lack of attention to detail, or poor
communication skills—qualities that are undesirable in any employee. Your
resume is a representation of your best work, so it must be flawless.

Read your resume aloud, as this can help you catch awkward phrasing or errors
your eyes might skip over when reading silently. Check for consistency in
verb tense, formatting, and date ranges. Ensure all contact information is
accurate. Even after careful review, it's easy to miss your own mistakes,
which leads to the next crucial step.

Getting Feedback and Practice
Before submitting your resume, ask trusted adults to review it. This could
include a parent, teacher, guidance counselor, or mentor. A fresh pair of
eyes can often spot errors or areas for improvement that you overlooked. They
can provide valuable constructive criticism on clarity, conciseness, and
overall impact.



Practice discussing the content of your resume as well. Be prepared to
elaborate on any experience, skill, or achievement listed during an
interview. Understanding how to articulate your contributions verbally, in
addition to writing them down, is a vital step in preparing for job
applications and a successful job search. This collaborative review process
and preparation for discussion will significantly enhance your confidence and
the overall effectiveness of your resume.

Preparing for Your Job Search
Armed with a polished and professional resume, a teenager is well-prepared to
embark on their job search. Remember that your resume is one part of a larger
application process. It's often accompanied by a cover letter, which allows
you to elaborate on why you are specifically interested in a role and how
your unique skills and experiences align with the employer's needs. Tailoring
both your resume and cover letter for each specific job application
significantly increases your chances of securing an interview.

The experience of creating your first resume is a foundational step in your
professional development. It teaches you to articulate your strengths,
identify transferable skills, and present yourself professionally. Even if
you don't land the first job you apply for, the skills gained in resume
writing are invaluable and will serve you throughout your academic and career
journey. Continue to refine your resume as you gain new experiences, always
striving to make it a dynamic document that truly reflects your growth and
capabilities.

---

FAQ: How to Write a Resume Teenager

Q: What if I have absolutely no work experience, not
even volunteering?
A: Even without formal work or volunteer experience, you can still create a
compelling resume. Focus heavily on your education section, highlighting
strong grades, relevant coursework, and academic honors. List extracurricular
activities, school projects, or personal projects that demonstrate skills
like teamwork, problem-solving, organization, or technical abilities. You can
also include significant responsibilities at home, such as childcare or
managing household chores, which showcase responsibility and time management.
The key is to think about transferable skills from any aspect of your life.



Q: How long should a teenager's resume be?
A: For most teenagers and entry-level job seekers, a one-page resume is
ideal. Employers often spend only a few seconds reviewing a resume, so it's
crucial to be concise and present your most relevant information clearly and
quickly. Only consider going over one page if you have an exceptional amount
of highly relevant experience, which is rare for a high school student.

Q: Should I include a cover letter with my resume?
A: Yes, it is almost always recommended to include a cover letter, even if
it's optional. A cover letter allows you to personalize your application,
express your enthusiasm for the specific role, and explain how your skills
and experiences—even non-traditional ones for a teenager—make you a great fit
for the company. It's an opportunity to elaborate on points from your resume
and demonstrate your written communication skills.

Q: What kind of jobs can a teenager apply for with
this resume?
A: A well-written teen resume opens doors to various entry-level and part-
time jobs. Common opportunities include retail associate, cashier, food
service worker (e.g., fast food, restaurant host/hostess), lifeguard, camp
counselor, pet sitter, tutor, office assistant, or roles in local community
centers and libraries. The skills highlighted in your resume (customer
service, teamwork, responsibility, organization) are highly valued in these
positions.

Q: Is it okay to use a resume template?
A: Yes, using a resume template is perfectly fine and often recommended,
especially for beginners. Templates provide a professional structure and help
ensure you include all the necessary sections. However, always customize the
template with your own information and ensure the design is clean, readable,
and not overly elaborate. Avoid templates that use excessive graphics or
unusual fonts, as these can be hard for applicant tracking systems (ATS) to
read.

Q: What are some common mistakes teenagers make on
resumes?
A: Common mistakes include:

Typos and grammatical errors: Always proofread meticulously.1.



Using unprofessional email addresses or voicemail messages.2.

Being too vague: Not providing details or quantifying achievements.3.

Focusing only on duties, not accomplishments.4.

Using an overly casual tone or language.5.

Including irrelevant personal information (e.g., age, marital status).6.

Exceeding one page with minimal experience.7.

Not tailoring the resume to the specific job application.8.

Q: How do I list volunteer work effectively?
A: Treat volunteer work just like paid experience. Create a separate
"Volunteer Experience" section or integrate it into your "Experience"
section. For each entry, include:

Organization Name

Your Role/Title (e.g., "Volunteer Assistant," "Event Helper")

Location

Dates of Involvement

Use action-oriented bullet points to describe your responsibilities and
achievements, focusing on transferable skills. For example: "Organized
and stocked shelves for weekly food drives, contributing to the
distribution of supplies to 100+ families."
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