
Larry A. Ryle High School 



Personal and professional summary 

of your background & qualifications. 

Showcases your abilities & potential 

contributions to a company or 

institution.

Should include pertinent information 

about what you have accomplished.



Name, Complete Address, Phone 

Number, and Email 

Objective

Education

Skills, Honors, and Activities

Experience 

Volunteer, Employment, Classroom

Must Haves For Senior Exit



 Limit to ONE page 

 12+ font for body or headings
 Do not use less than 10 

 APPLY REVERSE CHRONOLOGICAL ORDER

 MOST RECENT GOES FIRST

 Resume and cover letter formatting must match

USE SPELL CHECK

PROOFREAD

PEER REVIEW

USE SPELL CHECK AGAIN

PROOFREAD AGAIN





Next year I plan to … 
Next year I plan to attend the University of Kentucky 

and major in finance.

Next year I plan to be enlisted in the Marines.

Next year I plan to be working at an auto-body shop.



 Include your high school(s), city, state, and your 

expected date of graduation.

 Include your GPA if over 3.0

 List relevant course work

Larry A. Ryle High School 2016-Present

Union, KY

Expected Graduation: May 2020

GPA: 3.85



 Sports

 Music

 Dance 

 Special interest clubs

Shows a potential employer that you are a well-rounded 

individual with the ability to commit yourself to something.



Academic

Sports

Community



 Computer and Keyboarding Skills

 Non-Computer Skills

 Transferable Skills



 Current and Previous Employment

 Unpaid Work 

 Volunteering 

 Odd Jobs

 Classroom



 You’ve been a student for 13+ years.

 Think about things you have done that have 

transferable skills.



The letter not only tells of your 

accomplishments but it also reveals 

how effectively you can communicate.



Self-reflection on growth 

Exemplifies Ryle’s school-wide 

expectations

1. Service

2. Responsibility

3. Integrity

4. Respect



Articulate achievements

Reflect on accomplishments in 

activities

Preparation for transition to 

work force, military, or higher 

education



Formatting Must Match the Resume

 Limit to 1 page

 Follow acceptable business letter format

 Include Enclosure notation for resume under the 

Signature Block

 Addressed to Graduation Committee

 Signed in blue or black ink only

 Persuasive and concise

 Correct spelling, grammar and punctuation







Follow the 
Senior Exit 
Guidelines 
for your 
Headings 
even if the 
template 
does not.







* Senior Exit Packet

* Resume Presentation

* Resume Power Words



Look under CTE/Digital Literacy



Larry A. Ryle High School 


