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COLLEGE APPLICATION RESUME GUIDE

A Complete Strategic Guide for High School Students
Authored by lvysion College & Admissions Consulting

The college application résumé is not a job résumé. It is a narrative document — a strategic one-page
argument that a student has direction, depth, and the capacity to contribute meaningfully to a campus
community. Admissions officers at selective institutions review thousands of these each cycle. The students
who stand out are not those who list the most activities, but those who communicate a coherent story with
evidence of initiative, growth, and intellectual engagement.

This guide defines exactly how to build that document.

1. IDEAL STRUCTURE & SECTION ORDER

The recommended section sequence, top to bottom:

Header — Name, contact info, school, graduation year

Academic Profile — GPA, test scores, course rigor summary

Honors & Awards — Academic recognition only; most prestigious first

Activities & Leadership — The core of the document; most time-intensive and impactful first
Community Service — Sustained commitments over episodic volunteering

Work Experience — If applicable; treat entrepreneurial or research work here

Skills & Interests — Languages, certifications, relevant technical skills

Why this order?

Admissions officers scan top-to-bottom. Academic data validates your intellectual profile first. Activities tell
your character story second. Skills and interests are supporting texture, not centerpieces.
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2. FORMATTING RULES

Length:

Font:

One page only. Two pages are acceptable only for seniors with 4+ years of sustained research or
professional-level work.

Arial, Calibri, or Garamond. Body text: 10-11pt. Name: 16-18pt bold. Section headers: 11pt, all
bolded.

Margins: |O.65—O.85 inches on all sides. Narrower than a job résumé is acceptable.

Spacing: |Tight but breathable. 6pt spacing between entries. 2-4pt between bullet lines.

Color:

Columns:

| One accent color maximum — used only for section headers or names. Black body text throughout.

Single-column layouts read faster. Two-column layouts can work for skills/awards;
avoid for activities.

File format: | Submit as PDF. Name the file: LastName_FirstName_Resume.pdf
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3. WHAT ADMISSIONS OFFICERS SCAN FOR IN 15-30 SECONDS

Research from admissions professionals and former officers consistently identifies the following scan
sequence:

e Name and school — /s this a student we've flagged from the application?

e Academic profile line — Does the rigor match the ambition?

e Top activity — What does this student do at the highest level?

e Leadership indicators — Does this student lead, or just participate?

e Depth vs. breadth — 3-4 deep commitments outperform 10 shallow ones every time

e Quantified impact — Numbers catch the eye; specificity signals credibility

e Narrative coherence — Do the activities reflect a consistent intellectual or creative identity?

The critical test:

After 20 seconds, can a reader articulate what this student is about? If the answer is 'involved in a lot of
things,' the résumé has failed.

4. WRITING ACTIVITIES, IMPACT, LEADERSHIP & INITIATIVE

The Formula: Action Verb + Scope + Method + Measurable Result
Each activity entry should include:
e Organization name and your title/role (bolded)
e Dates and time commitment (hours/week, months/year)
e 1-2 bullet lines: what you did, how you did it, what changed because of you

Writing Principles:
e Start every bullet with a strong past-tense action verb — Led, Designed, Launched, Directed, Researched,
Secured, Coached, Founded

e Never begin with 'l' or passive constructions — Not: 'Was responsible for organizing..."— Instead:
'Organized...

e Describe what changed, not just what you did — Participation is table stakes; impact earns attention

e Show initiative explicitly — Use language like 'independently developed,' 'proposed and implemented,’
'identified a gap and created...’

e Avoid adjectives without evidence — Not: 'Passionate leader' — Instead: 'Led 24-member team that...'
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5. QUANTIFYING ACHIEVEMENTS CORRECTLY

Numbers are the fastest way to establish scale, credibility, and impact. Quantify wherever honest and
meaningful — but never inflate or approximate beyond reason.

What to quantify:
e Scale: team size, audience size, geographic reach, number of participants

Outcomes: funds raised, percentage improvement, ranking achieved, items produced

Time: years of commitment, hours per week, frequency of contribution

Recognition: ranking position, award level (regional vs. national vs. international)

Examples — Before and After:

WEAK (vague) STRONG (quantified)

Helped raise money for our school club. | Organized 3 fundraising events raising $14,200 for robotics equipment,
enabling the team to compete at state level for the first time.

Tutored students in math. Tutored 11 students in Algebra Il and Pre-Calculus, 8 hrs/week; 9 of 11
improved grade by at least one letter grade.

Member of the debate team. Competed in Lincoln-Douglas debate for 3 years; ranked 2nd in NJ
regionals (2024); coached 4 junior varsity debaters during off-season.

6. COMMON MISTAKES THAT WEAKEN APPLICATIONS

e Listing clubs without describing contribution — Membership is not an achievement

e Using identical entry structure for every activity — Vary depth to signal what matters most to you

e No clear spike or through-line — Colleges want students with depth, not checkbox collectors

e Passive or bureaucratic language — 'Was involved in," 'participated in,' 'helped with'

e Inflating titles without substance — 'President’ of a 3-person club with zero described activity

e Including freshman-year entries that were dropped — Continuity signals commitment; abandonment
signals immaturity

e Formatting chaos — Mixed fonts, inconsistent alignment, and visual noise signal carelessness

e No self-initiated projects — Admissions readers love to see what students build when no one asks them to

e Generic service entries — 'Volunteered at food bank' with no hours, frequency, or impact described

e Two-page résumés without justification — Most students cannot fill two pages credibly
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SAMPLE TEMPLATE

Replace all bracketed content with your own information. lvysion students: share with your advisor before submitting.

[FULL LEGAL NAME]

[City, State] | [email@address.com] | [Phone] | [LinkedIn or Portfolio URL — optional]
[High School Name] | Class of [Year] | Expected Graduation: [Month Year]

ACADEMIC PROFILE

GPA (Unweighted / Weighted): [X.XX / X.XX] AP /1B Courses (taken + planned): [List, e.g., AP
SAT / ACT Score: [Score] ([Month Year]) Bio, AP Calc BC, IB History HL]
Class Rank: [X of XXX — if available] Academic Focus: [e.g., STEM / Humanities / Arts —

your declared interest area]

HONORS & AWARDS

[Award Name — National Merit Semifinalist / AP Scholar with [Year]
Distinction / State Science Fair 1st Place]

[Award Name — School or Regional Level; always note [Year]
geographic scope]

[Award Name — Include awarding body if not obvious from [Year]
name]

ACTIVITIES & LEADERSHIP

[Activity / Organization Name] — [Your Role / Title] [Start Year] — [End Year]
[X hrs/week, Y months/year or Year-round]

e [Action verb] + [what you did] + [scale/scope]. Example: Directed 18-member ensemble across 3 annual
performances attended by 400+ community members.

e [Action verb] + [initiative you took] + [measurable result]. Example: Proposed and implemented a new rehearsal
scheduling system, reducing conflicts by 40% and improving attendance.
[Second Activity Name] — [Your Role / Title] [Dates]
[X hrs/week, Y months/year]
e [Impact-focused bullet: what changed because of your involvement, not just what you did]
e [Second bullet if needed: focus on leadership, growth, or specific achievement with numbers]
[Third Activity — Self-Initiated Project, Research, or Creative Work] — [Founder / Lead Researcher / Creator]
[Dates; describe as ongoing if applicable]
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e [Describe what you independently built, studied, or created — self-initiated work signals intellectual vitality]
e [Outcome, recognition, or continuation: publication, exhibition, presentation, partnership, or next stage]

COMMUNITY SERVICE

[Organization Name] — [Role] [Dates]
e [Describe your sustained contribution. Note: 2 years of consistent 4 hrs/week outweighs 20 one-time events.
Quantify beneficiaries, hours, or outcomes.]

[Second Service Commitment] — [Role] [Dates]
e [Focus on impact to community or individuals served, not just tasks performed]

WORK EXPERIENCE (INCLUDE ONLY IF SUBSTANTIVE OR DIRECTLY RELEVANT)

[Employer / Business Name] — [Title] [Dates]
e [Describe responsibilities using the same action-verb format. For family business work, specify your independent
contributions.]

SKILLS & INTERESTS

Languages: [Native: English; Proficient: Spanish (DELE B2); Conversational: Mandarin]

Technical: [Python (intermediate), AutoCAD, Adobe Suite, R — list only what you can discuss
in an interview]

Certifications: [CPR/AED Certified, Google Data Analytics Certificate, etc.]

Interests: [1-2 genuine personal interests that add texture — e.g., 19th-century Russian

literature, distance running, analog photography]

Ivysion College & Admissions Consulting | ivysion.com | Confidential — Student Use Only
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