Jump-Start Your Career Planning for Teens and Young Adults		Tool A — Résumé Template
	SAMPLE — Completed by Jordan Rivera, age 17 (fictional example)


	Tool A — Résumé Template


💻 FILLABLE DIGITAL VERSION
	TOOL A · 💻 Fillable Digital Version
Résumé Template
For first-time job seekers — adapt for any pathway



	💡 How to use this template
Click into any shaded field and type your information. Tab between fields. Save a copy with your name in the filename before sending.



YOUR CONTACT INFORMATION
	Full Name
Jordan Rivera



		Phone
(555) 847-2901



	City, State
Austin, TX



		Email
jordan.rivera@email.com



	LinkedIn / Portfolio URL
linkedin.com/in/jordan-rivera-design





OBJECTIVE STATEMENT
1–2 sentences. Who you are, what you're looking for, what you bring.
	Objective Statement
Creative high school junior with a passion for UX/UI design and digital storytelling. Seeking an internship or project opportunity to grow my design skills and contribute to meaningful user experiences.
 
 


SKILLS
List 6–10 skills relevant to the role. Include both hard skills (software, tools) and soft skills (communication, teamwork).

		Skill 1
Adobe Photoshop



	Skill 3
Canva



	Skill 5
Customer Service



		Skill 2
Figma (beginner)



	Skill 4
HTML & CSS (basic)



	Skill 6
Social Media Management






EXPERIENCE
Include jobs, internships, volunteer work, school clubs, freelance gigs, or any role with responsibility.

	Job Title / Role
Barista & Cashier



	Organization / Company
Brew & Co. Coffee — Austin, TX



		Start Date
June 2023



		End Date
Present






	Key Responsibilities & Achievements (use action verbs)
 
 
 



EDUCATION
	School Name
Westside High School — Austin, TX



		Degree / Program
High School Diploma (in progress)



		Graduation Year
June 2025  |  GPA: 3.6






	Relevant Coursework / Honors / Activities (optional)
 








CERTIFICATIONS & ADDITIONAL TRAINING
	Certification or Course Name
Google Digital Marketing Basics Certificate



	Issuing Organization
Google / Coursera



	Year Completed
2024
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