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How to Write a College Resume for College Applications

When you’re applying to college, the resume you submit can make a significant difference in how admissions

committees view your candidacy. A well �crafted resume showcases your academic achievements, extracurricular

involvement, leadership skills, and community service—all the qualities that universities seek in prospective

students. But many high school seniors are unsure how to structure this document, what to include, and how to

present themselves in a concise, professional format. This guide will walk you through every step of creating a

college resume that stands out, from the initial brainstorming session to the final proofreading.

Why a Resume Matters in College Applications

Unlike a college essay, which allows you to share your voice and personal narrative, a resume is a snapshot of your

accomplishments. It provides admissions officers with a quick reference to:

•  Academic performance – GPA, class rank, honors courses.

•  Leadership roles – positions held in clubs, sports, or community projects.

•  Community impact – volunteer work and service initiatives.

•  Skills and interests – relevant extracurriculars and technical proficiencies.

By presenting this information in a clear, organized format, you help committees assess your fit for their programs

and demonstrate that you can communicate effectively—an essential skill for college success.

Step 1: Gather Your Information

The first step in building a strong resume is to collect all relevant data. Create a spreadsheet or use a document to

log:

1.  Academic records: GPA, class rank, AP/IB courses, test scores.

2.  Extracurricular activities: clubs, sports, arts, school organizations.

3.  Leadership positions: president, captain, officer, volunteer coordinator.

4.  Community service: hours, organizations, impact stories.

5.  Awards and recognitions: scholarships, competitions, academic honors.

6.  Skills: languages, software, certifications, research projects.

Having everything in one place allows you to evaluate what truly matters to your target schools and to avoid

omitting key achievements.

Step 2: Choose the Right Resume Format

College resumes can follow one of three main formats. Pick the one that best reflects your strengths.

Chronological

Lists experiences in reverse �order, emphasizing the most recent. Ideal if you have a strong academic record and a

steady progression of leadership roles.



Functional

Highlights skills and accomplishments rather than a timeline. Useful if you have gaps in activity or want to focus on

specific talents, such as research or artistic skills.

Combination

Blends both chronological and functional elements. Best for students who have a solid academic foundation plus

diverse extracurricular achievements.

Most high school students find the combination format most flexible, as it allows them to showcase both academic

credentials and extracurricular depth.

Step 3: Structure Your Resume with Clear Sections

Regardless of format, a college resume should contain the following sections. Use consistent heading styles for

each section.

•  Contact Information – Name, phone number, email, and optionally a LinkedIn or portfolio link.

•  Academic Summary – GPA, class rank, major interests, and relevant coursework.

•  Extracurricular Activities – Clubs, sports, arts, and any other school �related pursuits.

•  Leadership & Positions of Responsibility – Titles and responsibilities.

•  Community Service & Volunteer Work – Hours, organization names, and impact.

•  Awards & Honors – Scholarships, competitions, recognitions.

•  Skills & Interests – Languages, technical skills, research projects.

•  Additional Information – Anything else that adds value (e.g., travel, unique projects).

Step 4: Craft a Compelling Academic Summary

The Academic Summary is your first impression. It should be concise but informative.

1.  State your overall GPA (rounded to two decimal places).

2.  Mention your class rank if it’s within the top 10%.

3.  Highlight any advanced coursework: AP, IB, dual enrollment.

4.  Include your intended major or areas of interest.

Example: “Cumulative GPA: 3.92/4.00 (Top 5% of class). Completed 12 AP courses, including Calculus AB,

Physics, and English Literature. Aspiring to major in Biomedical Engineering.”

Step 5: Present Extracurricular Activities with Impact

Admissions committees look for depth and commitment. When listing activities, use a bullet format that emphasizes

your role and achievements.

1.  Start with the organization’s name and your position.

2.  Include dates (month and year).

3.  Use action verbs: “Led,” “Organized,” “Co �authored,” “Co �founded.”

4.  Quantify results: “Increased club membership by 30%,” “Fundraised $5,000.”

5.  Highlight any recognitions or milestones.

Sample bullet: “Vice President, Debate Club (September 2022 – Present). Organized weekly debates, trained

15 new members, and led the team to a regional championship.”



Step 6: Showcase Leadership and Responsibility

Leadership roles demonstrate initiative and maturity. For each leadership experience, answer the following

questions:

•  What was the scope of the role?

•  What challenges did you face?

•  What tangible outcomes did you achieve?

Answering these questions helps you write concise, results �focused bullets that convey real impact.

Step 7: Highlight Community Service and Volunteer Work

Service shows empathy, community engagement, and a willingness to give back. Provide context and measurable

impact.

1.  State the organization and your role.

2.  Specify the number of hours contributed.

3.  Describe the project or initiative.

4.  Quantify outcomes if possible.

Example: “Volunteer, Habitat for Humanity (June 2021 – Present). Completed 120 hours of construction

work, building 10 homes for low �income families.”

Step 8: List Awards, Honors, and Recognitions

These accolades validate your hard work. List them in reverse chronological order, providing context when

necessary.

•  Include the awarding body.

•  State the year received.

•  Briefly describe the criteria or competition.

Example: “National Merit Scholar (2023). Awarded to students with the highest PSAT scores nationwide.”

Step 9: Add Skills and Interests

This section showcases your diverse talents and can set you apart. Group skills into categories for clarity:

•  Technical Skills: Python, MATLAB, Adobe Photoshop.

•  Languages: Spanish (fluent), French (conversational).

•  Research: Assisted in a summer research program on cancer biology.

•  Arts: Piano performance, theater production.

Step 10: Polish Your Resume with Formatting and Proofreading

Presentation matters as much as content. Follow these formatting guidelines:

•  Use a clean, professional font (e.g., Times New Roman, Calibri, Garamond) at 10–12 points.

•  Maintain consistent margins (1 inch on all sides).

•  Keep spacing uniform: single line spacing with a half �line between sections.

•  Use bullet points for lists; avoid long paragraphs.

•  Bold section headings and use italics for dates or titles to create visual hierarchy.



•  Ensure no typos or grammatical errors—use tools like Grammarly and ask a teacher or mentor to review.

Step 11: Tailor Your Resume for Each Application

While you can use a base resume, customize it for each school to align with their values and programs.

1.  Research the school’s mission, majors, and extracurricular culture.

2.  Highlight experiences that resonate with their focus—for example, emphasize science research for a 

STEM �heavy university.

3.  Adjust keywords: if a school values community service, bring that section to the forefront.

4.  Include a brief statement of purpose or a “Career Objective” that reflects your interest in the specific 

institution.

Step 12: Use SEO Best Practices in Your Resume (Digital Submissions)

Many colleges now accept resumes electronically. To ensure your resume is easily searchable and indexed:

•  Use standard file names (e.g., “JohnDoe_CollegeResume.pdf”).

•  Save as a PDF to preserve formatting.

•  Include relevant keywords naturally—such as “leadership,” “research,” “community service,” “AP courses.”

•  Avoid excessive use of images or graphics that could hinder search engines.

Sample Resume Template

Below is a concise example that incorporates all the elements discussed. Feel free to adapt the structure to fit your

own achievements.

John Doe

123 Maple Street, Springfield, IL 62704 • (555) 123 �4567 • john.doe@email.com • LinkedIn: linkedin.com/in/johndoe

Academic Summary

Cumulative GPA: 3.95/4.00 (Top 3% of class). Completed 15 AP courses, including Calculus AB, Physics,

Chemistry, and English Literature. Aspiring to major in Computer Science with a focus on Artificial Intelligence.

Extracurricular Activities

•  Robotics Club – President (Sept 2022 – Present). Led team to state championship; secured $3,000 in 

sponsorships.

•  Student Council – Vice �Chair (Sept 2021 – Present). Organized school-wide events; increased participation by 

25%.

•  Debate Team – Member (Sept 2020 – Present). Achieved 1st place in regional debate tournament.

Leadership & Positions of Responsibility

•  Volunteer Coordinator, Habitat for Humanity (June 2021 – Present). Managed 20 volunteers; coordinated 120 

hours of community service.

•  Team Lead, Science Fair Project (Jan 2023 – Mar 2023). Designed a renewable energy prototype; presented 

at the state science fair.

Community Service

•  Food Bank Volunteer – 100+ hours (Jan 2021 – Present). Assisted in distribution; organized a fundraiser 

raising $2,500.

•  Mentor, Big Brothers Big Sisters – 30 hours (Sept 2022 – Present). Guided a middle �school student through 



academic planning.

Awards & Honors

•  National Merit Scholar (2023)

•  AP Scholar with Distinction (2022)

•  First Place, State Robotics Competition (2023)

Skills & Interests

•  Programming Languages: Python, Java, C++

•  Software: MATLAB, Adobe Illustrator, AutoCAD

•  Languages: Spanish (Fluent), French (Intermediate)

•  Research: Assisted in a summer research program on machine learning algorithms.

•  Arts: Piano performance, theater production.

Additional Information

•  Travel: Studied abroad in Spain (June 2022 – Aug 2022). Completed a semester of Spanish literature and 

history.

•  Interests: Hiking, astrophotography, robotics competitions.
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