
t h e  s t r e n g t h s  c o n n e c t i o n

Writing your first
resume

A guide for teens,
parents and carers.



Hi, I'm Nicole. 

Writing your first resume can seem really tricky. If you’ve never had a job it can be hard to know

where to even start. I’ve raised 2 sons and also stepchildren who are now adults. I’ve helped

them and loads of other teens put together that first resume so they could get their first

weekend or after school job. I’m also a strengths coach and used to manage big and small

teams and I’ve interviewed hundreds of people over the past 20 years. 

So I thought I’d put together this quick guide on how to write that

first resume. It’s for young people and also their parents, carers, teachers or whoever might

be giving them a hand. 

Welcome!

Let's get started.

How to get your ideas and info together for your

resume

Some headings and format options

The different tools you can use to write your

resume

Some extra tips on how to make a great impression

so you can get that job!

In this quick guide I'll step you through:



First up I want to say if you’re a parent or carer of a young person or anyone writing their
first resume, resist the temptation to write it for them. I’m a real believer in using every
situation in life as a learning opportunity. If you write someone’s resume for them, you’re
taking away a really great opportunity for them to learn a new skill. Instead, your job is to
help step them through it so it’s less scary. 

Before you get too caught up with how to format a resume and which fonts to use to
make it pretty, I’ve found a good starting point is to just get out a notepad and
brainstorm some ideas under 4 headings. Before you get started, remember to let the
teen or jobseeker think of ideas first. If they get stuck, you might say ‘what I’ve noticed
is…’ to remind them of one or two things you know about them and then let them keep
brainstorming. When we get a chance to discover our own strengths, skills and
capabilities it’s a confidence boost like nothing else. Also, at this stage, don’t edit too
much or correct what’s being written down. Keep it positive and the ideas flowing. This
is brainstorming so it can be messy – the idea is just to get started. Just spend a few
minutes – it’s not meant to be hard work. Ok, so let’s look at those 4 headings…

before you get started...

Strengths

Skills

Community Involvement

Hobbies and Interests

Strengths:
These are our natural way of being in the world. They are the personality traits or qualities
that allow us to be at our best when we use them. Strengths are different to skills – we’ll get
to them next. Some examples of strengths are persistence, optimism, creativity and
commitment. You can take a free Strengths Quiz online if you want to jump into strengths a
bit more. (Also, checkout my website for strength coaching – a great option for individuals,
families or teams wanting a confidence, skills and energy boost!) The idea of starting with
strengths is to get that warm buzz of confidence going by thinking about how you are when
you are at your best.

So, make a list of what you think your strengths are. If you get stuck, I've included a list at
the back of this guide to give you some ideas. 



Skills:
these are what I would see you doing when you’re at your best. Skills include
things like being a team player, problem solving and taking initiative. If you’re wondering
about the difference between strengths and skills, this is how I explain it: skills are the
things I can see you do and strengths are the personal traits that make those happen. If
someone tells me they are a team player (skill) I ask them what is it about them that
makes them a great team player. It might be that they are naturally collaborative, great
at including others or  confident (strengths). 

Get a list of skills going that would be important in a workplace. Think about the sorts of
jobs you’re applying for and what skills they might need. For example if it’s a customer
service role then skills like communication and problem solving are going to be
important. If it’s making smoothies and coffee then being a quick learner, following
instructions and being consistent would be important skills. General skills in any
workplace include getting along with others, being motivated and taking initiative.

Community involvement: 
this includes things like volunteer work (regular gigs and one-off participation in things
like fundraising events at school or outside school), any community groups they’re
involved in (like Surf Life Saving or Young Lions) and even extra-curricular programs at
school. For example, I’ve been a mentor in high schools with the Youth Frontiers Australia
program and the teens who are involved all do a community project so I encourage
them to put that on their resume. Some kids I know belong to a gardening club at
lunchtime in their school. If you’re a teen and not involved in any community
organisations, find something you’re really interested in and see what’s around
in your community that you can join or contribute to. Research has shown that
people who volunteer get a big boost to their mental health and it looks great
on a resume, so it’s not just a one-way street. 
 
Hobbies and Interests: 
This is where you put sporting teams, cooking, gardening, if you play a musical
instrument… you get the idea. The point of including hobbies and interests is to show a
potential employer that you can learn, get along with others, or stick with something for
a long time. Again, in your brainstorming session put down everything you can think of
and then when you write the resume you’ll focus on the ones that an employer might
like to know about. Getting to level 100 in Minecraft Dungeons will probably impress your
mates but it might not help you get a job. On the other hand, if you play sport or go to
the gym, you’re handy in the kitchen or you’re in a band these all involve skills that will be
useful in a job.



Ok, so you’ve done your brainstorming. Now it’s time to write this thing up.
When it comes to the format of any resume, you just want to keep it neat
and easy to read. You can use either Word or Publisher, or if you’re a young
person who likes to be a bit more creative check out Canva – it’s a free online
desktop publishing platform. There are templates or you can easily set up
your own.  I've included an example of a simple resume at the back of this
guide. 
From my own experience hiring people, and from talking to other businesses
who employ young people, here is some of the information you might want
to include:

Personal details: 
your full name, address, contact phone number and email address. A quick note here
about email addresses; ‘cheeky’ email addresses (like hotpantz05@hotmail.com) or one
that’s long or complicated don’t belong on a resume. It makes you harder to contact
and you want to get that job! It’s better to set up a simple Gmail account with your
name or use your school email address. 

About me: 
this can be a couple of sentences where you tell a potential employer about your
strengths. For example ‘I am a motivated, positive person who is keen to contribute to
your team. I am known for giving things a go, being creative and showing loyalty to
others’. This is your chance to make a great first impression. Go back to the notes you
made in your brainstorming session.  

Skills: 
here’s where you can show the practical skills you’ve learnt at home, school or through
community involvement. You can either list your skills or put them into a sentence; ‘I
am an excellent communicator; I can solve problems quickly and I will keep working on
a challenge until I’ve finished it.’ In a list, these skills might be communication, problem
solving and persistence.

Education: 
include the year level you are in now and the full name of your school. If you are studying
subjects at school that you know will be really helpful in a job you are applying for (for
example if you’re trying to get a job at a radio station and you’re doing media studies,
or you want to work at an art gallery and you’re studying 3 unit Art) then include these.
Some senior students are doing Vocational courses at school or have done a first aid
certificate and these look great on a resume as well.



Referees: 
A referee is someone who will say nice things about you that will help you get a job. It’s as

simple as that. If you’ve never had a job you can ask a teacher who knows you well, the

coach of your sports team or even a family friend who has known you for a long time. 

The most important thing to do is ask the person first if they would be willing to give you a

positive reference. If they agree, they can either write a reference or you can just put their

full name, phone number and how you know them on their resume.  

Let them know when you’re applying for jobs so they aren’t surprised when someone calls

for a reference.

Ok, so that’s your resume done. Don’t forget to update it

when things change, like when you get some volunteer or work

experience, or if you change your phone number, email or address. 

Now it’s time to go a find that job. 

Here’s some pro tips to find out where jobs are and how to boost

your chances of landing one!

Pro Tip 1: 
When it comes to looking for a job start by asking the people you know – family, friends,
neighbours, people in your sports club or anyone else you know if they know of any jobs
coming up. Lots of jobs aren’t advertised anywhere so ask around. If you’ve got friends who
are working, they will probably hear about jobs at their workplace before anyone else does. 

Also think about the sort of places you’d like to work and where you can use your strengths

and skills, and start there. You’ll be way more enthusiastic about working in a book shop if

you like reading, or in a chemist if you like people. Maybe you’re good at fixing stuff at home

(like getting the lawnmower working) or great with computers. Start with what you’re good at

and see what’s out there.

PRO TIPSPRO TIPSPRO TIPS



Pro tip 2: 
Another place to find jobs is Facebook. Community pages on Facebook for your local area
are a great place to look and some communities have their own jobs pages. You can even
put up a post to let people know you’re looking for work. 

Pro tip 3: 
Approach some local businesses in person instead of mailing or emailing your resume to
them. Think about the best time of day to go in. Here’s an example: if you want to work at a
café, don’t go when they’re super busy. Instead check out what time of the day they are
usually a bit quieter (there’s usually about an hour after the breakfast and coffee crew and
before lunchtime) and go in then. Every business will be a bit different so do some
research. 

Pro tip 4 :
Think about what you’re going to say before you go in and practice with a parent or another
adult who can give you some helpful feedback. Practicing beforehand is a great way to feel
more confident and get that opening line sorted. A good way to start the conversation is to
smile, introduce yourself, and ask if you can speak to the manager because you’d
really like to join their team when they have a job available.  If the manager isn’t there, ask if
you can leave a copy of your resume and check if there’s a good time to come back and
chat with someone about applying for work. 

Pro tip 5 : 
Follow up and don’t give up. Getting that first job usually takes a few goes so don’t be put
off if you leave your resume at 10 different places and don’t hear anything. Go back after a
week and let them know you’re still really interested in getting a job with them so they can
see you are keen. One boss I spoke to runs a café and she said she’s really
impressed when she can see that someone wants to work. She said a teen came in
to apply for a job; this girl could see one of their staff trying to clear a whole pile of plates
and cups off a table and she just stepped in and helped them. This boss could see the girl
was helpful and prepared to pitch in and she gave  her a job. There are lots of ways to show
you are keen and following up every week or two is a great start. 

Pro-tip 6:
You’ve written an awesome resume so you’re going to get a bunch of people calling you
about jobs (well, that’s the plan!) Don’t forget to record a friendly message on your phone in
case someone rings when you can’t answer. ‘Yo, what up?’ might be ok for your mates but
it’s not a great first impression if someone is ringing you about a job. 

Go with a  simple  message like: ‘hi, you’ve reached (your full name). Please leave me a
message and I’ll get back to you as soon as I can’.



Ok, you’re all set. You’ve got some steps to get your resume info

together, you’ve got some headings to help you organise those

thoughts into a one-page resume and you’ve got some pro-tips to

get your details out there. 

Remember your strengths, talk to your contacts and get out there

and apply for some jobs. Just think of all the great stuff you’ll be able

to buy when you’re earning your own money!

Here are a couple of websites I mentioned:

Free strengths quiz: 

https://www.viacharacter.org/character-strengths

Online desktop publishing: 

https://www.canva.com/

looking for more?

Get in touch for 1:1 or group coaching

I work with groups of students, jobseekers, 

 teachers, families, teams and leaders to help

them know and use their strengths to get

amazing results. 

www.nicoleweber.com.au



know your strengths
The best way to discover your strengths is to take an online strengths assessment. 

You can also ask the people who know you well, and think about what strengths you've
used in your life until now. Here's a handy list of strengths - which ones best describe you? 

Accountable
Achiever
Adaptable
Analytical
Artistic
Belief
Brave
Calm
Commanding
Communicator
Competitive
Confident
Conscientious
Consistent
Cooperative
Courageous
Creative
Curious
Decisive
Dependable
Determined
Disciplined
Empathetic
Enthusiastic
Fair
Flexible
Focused
Forgiving
Future focused
Grateful
Harmonious
Honest
Hopeful
Humour
Humble

Imaginative
Inclusive
Innovative
Intellectual thinker
Intuitive
Joyful
Kind
Leadership
Learner
Logical
Loving
Love of learning
Methodical
Observant
Open minded
Optimistic
Organised
Patient
Perceptive
Persistent
Positive
Practical
Problem solving
Realistic
Reliable
Resilient
Resourceful
Responsible
Self-regulation
Spiritual
Strategic
Team worker
Thorough
Thoughtful
Zesty



How to make your resume easy
to read

You can easily put together a resume like this using Word,

Publisher or an online site like Canva. Just keep it short, check

your spelling and don't put in anything that isn't true!


