
Create a Resume 
 
Every time you apply for a job, you should attach your resume to the application. The 

easiest way to build your resume is to go to http://connection.naviance.com/wilburchs. 

 

*Naviance login information: Your username is your student ID # and your 

password is 123456 or another password you set. If you need your password reset, see 

someone in the College & Career Center, or your Guidance Counselor. 

 

RESUME BUILDER 
 

Follow the below instructions: 

 

1. Under the “about me” tab and “interesting things about me” section, click 
“resume.”  

2. Here you can build your resume by adding each section using the “add a new 
entry” drop-down choices.  

3. Read the “Tips” for each section for a guide on what to write.  
4. To save your resume when you’re done, click on the tab “Customize Your 

Printable Resumes” and then click the “create a new print format” button. 
5. Give your resume a name with today’s date (such as, “Resume 11-13-16”) and 

click the boxes next to each section of your resume to add those sections to your 
final resume. 

6. At the bottom of the page, click the “Save and Close >” button. You have 
created a resume!  

7. Click on the name of your new resume to open it. Copy and paste the text into a 
Microsoft Word document, and make sure all the information at the top of your 
resume is correct. Also make sure all the formatting of the document is correct. 

8. Save your resume document and email a copy of your resume to yourself AND to 
your Career Counselor. 
 

 

*Email a copy of your resume to your Career Counselor: 

 Ms. Sudusky: SHARON.SUDUSKY@nhboe.net 

 Ms. Melanie: MELANIE.BAUER@nhboe.net 

  

http://connection.naviance.com/wilburchs


SAMPLE RESUME: 

 

 

JANET JOHNSON 
123 Main Street, Apt. 4, New Haven, CT  06511 

203-515-3567 

janet.johnson@gmail.com 
 

SUMMARY 

 

1. Positive attitude and love of animals, care for two dogs and one horse at home. 

2. Hard worker and responsible, with experience serving as a teacher’s assistant and helping run a fundraiser. 

3. Skilled in basic office computer programs. 

4.   Bilingual in Spanish and English. 

 

EDUCATION 

 

Wilbur Cross High School (New Haven, CT) 

12th grade 

 

WORK EXPERIENCE 

 

Math Teacher’s Assistant 

Wilbur Cross High School (New Haven, CT) 

Sep 2016 - present 

Assisted the math teacher by helping students with their homework problems, as well as translating lessons for the 

teacher from English into Spanish. 

 

COMMUNITY SERVICE 

 

Volleyball Team Fundraiser Worker 

Wilbur Cross High School (New Haven, CT) 

Oct 2014 

Helped raise money for volleyball team by working at a car wash. 

 

EXTRACURRICULAR ACTIVITIES 

 

Volleyball Team Member 

Wilbur Cross High School (New Haven, CT) 

Aug 2014 - Dec 2014 

Played on school's volleyball team, gained skills in spiking and setting the ball. 

 

SKILLS 

 

Science Knowledge 

Knowledge of animals learned through classes in biology, chemistry, and anatomy & physiology. 

 

Computer Skills 

Skilled in the use of Microsoft Office programs, including Word, Excel, and PowerPoint. 

 

Spanish Language 

Able to read, write, and speak in Spanish. 

 


