Resumé guidelines

1) Check your own address, phone number, email address, and fax number (if you have one).  

2) Reorder your events under each category, so your most recent, ongoing activities are at the top.  Remember: a prospective college or employer wants to see what you are engaged in NOW.

Sample:

2000-2004
WHS PTSA

2001-2004
WHS Philosophy Club




*Secretary (2003-2004)

2001-2004
California Scholarship Federation

2000-2002
WHS JV Track

Note that the longest-running, current activity is listed first.

Note also that to improve date readability, the office held in Philosophy Club is listed to the other side.  

Consistency is important.

3) Standardize the presentation and capitalization (or lowercasing) of info.  Either you have a list of activities with offices held in sub-categories (see sample above), or you have what you are at the end or beginning of your list.

Sample:

2003

National Merit Semifinalist

2000-2002
Golden State Exam Honoree




*Chemistry—honors




*Algebra 1—high honors




*Geometry—high honors

2002

Governor's Award Recipient

Sample:

2001-2004
WHS National Champion Dance Team member



*Co-captain (2003-2004)

2001-2004
WHS PTSA member

2001-2004
California Scholarship Foundation member

2000-2003
WHS summer dance camp coach 

2002

WHS Arrow staff writer

OR

2001-2004
Member, WHS National Champion Dance Team



*Co-captain (2003-2004)

2001-2004
Member, WHS PTSA

2001-2004
Member, California Scholarship Foundation

2000-2003
Coach, WHS summer dance camp

2002

Staff writer, WHS Arrow
4) Don't introduce acronyms if you never refer back to them.

5) Omit redundant info, headings, and dates.

6) Make sure that your dashes look like dashes—not hyphens.

7) Condense yourself onto one page if you can.

8) Under work experience, mention where you work and your job title (salesclerk, cashier, etc.).  If space permits (or if you're trying to flush out your page), include a short description of your duties if applicable.  Verb phrases are followed with a period.

Sample: Deliver food and supplies to low-income families.

9) Space and arrange your activities and dates, so your resumé is easy to read. 

10) Put "WHS" in front of the club name if the organization is specific to WHS.

