
RESUME BUILDING ON 
NAVIANCE



Learning Target
I can start and/or continue to 

work on building a resume



WHAT IS A RESUME ANYWAY?
 “A résumé is a document that sums 

up your skills, experiences and 
accomplishments so a potential 
employer can quickly see whether 
you are a good fit for a position. 
Before you start applying for jobs or 
internships, you'll need to write a 
résumé. Even if you're new to the 
workforce, a strong résumé can help 
you stand out in the crowd.”
 -collegboard.org



BENEFITS OF RESUME 
BUILDING NOW
▪Life skill
▪It can be hard to remember dates and details so write 
them down now. No worries later.
▪When it comes time to apply for a job you’ll be ready
▪College and scholarship applications 
▪See the holes so you can improve and/or make 
changes now



#3. sign on to Naviance

#2.  Click on the 
“Counseling” tab

#1. Go to the 
CHS website

Username: CHS Email
Password: If you forgot 
your password you might 
have to reset it. 
★ Don’t get click happy 

and lock yourself out!



Click on “about me” tab



Go to “My Stuff” and click on “Resume”



Click on the pink plus sign 
to add to/start resume



IDEAS
● Mowing/shoveling for 

neighbor 
● Soup kitchen around 

holidays
● Sports
● Band and chorus
● Theater
● Benefit 5K or walks
● Volunteering through 

religious organizations
● Dance
● Clubs like Green Team, 

CHS cares  & debate
● Babysitting
● Chores
● Hobbies
● Dog walking...

To add new entries,
pick a subject from drop down 

menu

Add experiences to your resume 
using the drop down menu



Even if you didn’t get 
paid, go ahead and 
add the experiences

IDEAS
● Mowing/shoveling for 

neighbor 
● Soup kitchen around 

holidays
● Sports
● Band and chorus
● Theater
● Benefit 5K or walks
● Gaming, hobbies
● Volunteering through 

religious organizations
● Dance
● Clubs like Green Team, 

CHS cares  & debate
● Babysitting
● Chores at home
● Dog walking...



Use snippets!
Action + result to 

showcase 
accomplishments

Check out 
the tips



Click “add”once you are done. Don’t 
forget the snippet description.

● just do your best with the hours portion (use 
hours per week for a regular thing (ie. 
working) and total hours for an event (ie. 
COTS walk) 



Description example



      S
ave your entries!



Once you are done, click the “print/export 

resume” tab then the “pink plus sign”



Name your resume and pick a template 



Download a PDF of your resume

*Access your saved resume 
whenever you are looking to apply for a job 
or when it’s time to apply for college!



Check 
out your 
sweet 
resume!



CONTINUE TO ADD TO YOUR 
RESUME
❖You don’t have to wait for AT to update your 

resume

❖Resume building is a continuous process

❖Use Naviance to keep track of all the 
fabulous things you have accomplished and 
will continue to do




