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High School Resume No
Work Experience

Your First
Resume: How
to Build a
Standout High
School Resume
With No Work
Experience

Writing  your  first
resume can feel like a
frustrating paradox.
You need a resume to
get a job, but you need
a job to have
experience to put on a
resume. If you are a
high school student
staring at a blank
page, wondering how

to fill it when you have
never held a paid
position, you are not
alone. The good news
is that a high school
resume with no
work experience is

not an empty
document. It is an
opportunity to
showcase your
potential, your
character, and the

valuable skills you
have developed in
school, at home, and
in your community.
Employers hiring for
entry-level positions
do not expect a
seasoned professional.
They are looking for
reliable, motivated,
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and teachable young
people. This guide will
walk you through
exactly how to build a
compelling resume
that highlights your
strengths, even if your
work history section is
completely blank.

Why a Resume
Matters Even
When You Have

No Job
Experience

Many students wonder
if they should even

bother writing a
resume for their first
part-time job or

internship. The answer
is a definite yes. A
resume serves as your
personal marketing
document. It gives a
potential employer a
snapshot of who you

are before you even
shake hands. A well-
crafted high school
resume with no
work experience
shows initiative. It
demonstrates that you
are organized, serious
about the opportunity,
and willing to put in
the  effort.  Hiring
managers receive
dozens of applications,
and a simple
application form often
blends into the
background. A resume,
even a short one,
makes you stand out.
It signals that you are
ahead of the curve and
that you take your
future seriously. This
first impression can be
the deciding factor
between getting an
interview or getting
passed over.
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Your Mindset:
You Have More

Experience
Than You

The biggest mistake
students make s
defining experience
too narrowly. Paid
employment is not the
only valid experience.
When you are building
a high school
resume with no
work experience,
you must learn to
identify and translate
the skills you use
every day. Think about
your life as a student.
You manage deadlines,
work on group
projects, communicate
with teachers, solve
problems, and learn

are all fransferable
skills. A transferable
skill is something you
can do in one context,
like school, and apply
to a completely
different context, like a
retail job or an office
internship. The key is
to reframe your
activities in
professional language.
Instead of thinking, "I
just did some
babysitting," think, "I
managed the safety
and schedule of two
children for four hours
at a time." Instead of,
"I was in the school
play," think, "I
collaborated with a
team of 20 to
memorize lines, follow
direction, and perform
in front of an audience
of 300." This shift in
perspective is the
foundation of a strong
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entry-level resume.

What to Include
in a High
School Resume
With No Work
Experience

When you lack a
formal work history
section, you need to
make other sections
work harder for you.
Here is the standard
structure you should
follow, with specific
advice for filling each
area.

Contact
Information

This is straightforward
but critical. Place your

full name, phone
number, and a
professional email

address at the top.

Make sure your email
address is not
something like
"partygurl99." Create a
simple version using
your first and last
name. You can also
include a link to a
LinkedIn profile if you
have one, or a link to a
portfolio if you are
applying for a creative
or technical role. Do
not include your full
home address for
privacy and safety
reasons, but listing
your city and state is
helpful for local
employers.

Objective or
Summary
Statement

This is a short
sentence at the top of
your resume that tells
the employer who you
are and what you
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want. For a high
school resume with
no work experience,
this is your chance to
state your goal and
your main strength.
For example:
"Motivated high school
junior with strong
organizational skills
and a passion for
customer service
seeking a part-time
retail position." Or,
"Honor roll student
with proven leadership
abilities and
experience in team

sports looking to
contribute to a
dynamic office

environment." Keep it
concise and tailored to
the specific job you are
applying for.

Education

This section is your
anchor. List your high

school name, city, and
expected graduation
date. Include your GPA
if it is 3.0 or higher.
This is also the place
to list any advanced
coursework, such as
AP or IB classes, or any
relevant academic
achievements like
honor roll, principal's
list, or academic
awards. If you have
taken any specific
classes that relate to
the job, such as
accounting, computer
science, or graphic
design, list them here.
This shows the
employer that you
have foundational
knowledge even
without professional
experience.

Skills

This is one of the most
important sections for
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a high school
resume with no
work experience.
Create a bulleted list
of hard and soft skills.
Hard skills are
teachable abilities like
proficiency in Microsoft
Office, Google Suite,
coding languages,
foreign languages, or
social media
management. Soft
skills are personal
attributes like
communication,

teamwork, problem-
solving, time
management, and
adaptability. Be honest
and specific. Instead of
just saying "computer
skills," say "Proficient
in Google Docs,
Sheets, and Slides" or
"Experience creating
presentations using
Canva." If you speak
another language,
even at a basic

conversational level,
include it. Bilingual
skills are highly
valuable in many
industries.

Extracurricular
Activities

This section is your
secret weapon. Sports
teams, clubs, student
government, band,
theater, and academic
teams all demonstrate
valuable qualities. For
each activity, list your
role and a brief
accomplishment. For
example, "Debate
Team, Captain" and
underneath write "Led
a team of 12 members
in weekly practice
sessions and secured
second place at

regional
championships." This
shows leadership,

dedication, and the
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ability to perform
under pressure. Even if
you were just a
member, you can
highlight contributions
such as "Attended
weekly practices and
contributed to team
strategy discussions."

Volunteer
Experience

Volunteer work is
essentially work
experience. It shows
responsibility,

initiative, and a
commitment to
something bigger than
yourself. List any
volunteer roles you
have held, whether
through a church, a

nonprofit, a school
club, or an
independent effort.
Include the
organization name,

your role, and the

dates. Describe your
responsibilities in
action-oriented terms.
For example,
"Organized donated
clothing items and
assisted customers at

the annual charity
sale" or "Tutored
elementary school

students in reading
comprehension twice a
week." This directly
demonstrates
reliability and
interpersonal skills.

Projects or
Leadership Roles

If you have completed
any significant projects
in school or on your
own, include them.
This could be a science
fair project, a website
you built, a blog you
write, a fundraising
campaign you
organized, or a video
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you edited. For a
creative or technical
role, this section can
be more important
than a work history.
Describe the project,
your specific role, and
the outcome. For
instance, "Designed
and launched a school-
wide recycling
program that reduced
cafeteria waste by 20
percent." This proves
you can take initiative
and produce results.

Awards and
Honors

This is a simple section
to list any recognition
you have received. It
could be academic
awards, athletic
medals, perfect
attendance, student of
the month, or
community service
certificates. Even small

recognitions matter,
especially when you
are building a high
school resume with
no work experience.
They show that others
have recognized your
effort and ability.

How to Write
Strong Bullet
Points Without
Work
Experience

The quality of your
bullet points makes or
breaks your resume.
Every bullet point
should follow a simple
formula: action verb
plus task plus result.
Instead of writing
"Babysat my
neighbor's kids," write
"Supervised two
children, ages 4 and 7,
for four hours weekly,
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Forinattipg safety

and coordinating
meals and activities."
Instead of "Helped with
school event," write
"Collaborated with a
teem of five to
organize the annual
Spring Fair, which
raised over 500 dollars
for the school library."
Use strong action

verbs like led,
organized, created,
managed, assisted,

coordinated, designed,
implemented, and
achieved. These words
convey energy and
competence, and they
grab the reader's
attention. Avoid
passive language like
"was responsible for"
or "helped with." Be
direct and claim your
accomplishments.

Tips for a
Clean,
Professional

Recruiters spend only
a few seconds
scanning a resume
before deciding
whether to read
further. Your
formatting must be
clean and easy to
navigate. Use a simple,
professional font like
Arial, Calibri, or Times
New Roman at a size
between 10 and 12
points. Use consistent
headings, bold for
section titles and job
titles, and bullet points
for lists. Keep your
margins at one inch on
all sides. Do not use
templates with
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colorful designs for a
first job resume. Stick
to black and white or
dark gray text on a
white background. The
goal is clarity and
professionalism. If you
have a lot of content,
aim for one page. If
you have less content,
do not try to stretch it
to a full page. A half-
page resume that is
well written is better
than a full page filled
with fluff. Save your
final document as a
PDF to ensure the
formatting stays intact
when you email it or
upload it to an
application portal.

Dos and Don'ts
for Your High

Do tailor your
resume for each
job application. A
resume for a
fast-food
restaurant
should highlight
different skills
than a resume
for a library
assistant
position.

e Don't lie or
exaggerate. If
you claim
proficiency in a
software you
have never used,
it will become
obvious very
quickly in an
interview or on
the job.

e Do proofread
carefully.
Spelling and
grammar errors
are a major red



employers. Ask a
parent, teacher,
or friend to
review your
resume before
you send it.
Don't use overly
casual language.
Avoid slang,
emojis, or
personal
information like
your hobbies
unless they are
directly relevant
to the job.

Do include
relevant
coursework. If
you are applying
forajobata
computer repair
shop, list your
computer
science classes.
If you are
applying to a
daycare, list any
child
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development
classes you have
taken.

Don't include
references on
the resume
itself. Simply
write
"References
available upon
request" at the
bottom, or leave
this line off
entirely if you
are short on
space. Prepare a
separate sheet
with the names
and contact
information of
two to three
people who can
vouch for you,
suchas a
teacher, coach,
or volunteer
coordinator.
Always ask their
permission first.
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Below is a general
template to give you a
concrete idea of how
your resume should
look. Remember to

adapt it to your
specific situation and
the job you are
targeting.

Your Name
Your City, State |
Phone Number |

Professional Email
Address
Objective
Hardworking and
dependable high
school junior with

strong communication
skills and a
commitment to
providing excellent
customer service.
Seeking a part-time
position where | can
contribute to a positive
team environment and
develop professional
skills.

Education

City High School, City,
State

Expected Graduation:
June 2025 | GPA: 3.5
Relevant Coursework:
Business
Communications,
Introduction to
Marketing, Computer
Applications

Skills

e Proficientin
Microsoft Word,
Excel, and
Google Suite

e Strong written



and verbal
communication
Bilingual: Fluent
in Spanish and
English

Cash handling

budget of 2,000
dollars for school
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events, tracked
expenses, and
presented
financial reports
to the council.
Varsity Soccer

and basic math Team (2022 -
skills Present)
Social media Demonstrated
management teamwork,
(Instagram, discipline, and
TikTok) perseverance
Time through daily
management practices and
and organization weekend
competitions.
Extracurricular * National Honor
Activities Society (2024 -
Present)

* Student Participated in
Council, community
Treasurer service projects,
(2023 - Present) including food
Managed a drives and park

cleanups,
accumulating

Downloaded from order.fishbonesusa.com by Griffith &
Mills « Books are a uniquely portable magic. * Page 13



