Illustrative example from luceria.careers: Kai Robertson-Adeyemi (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Kai Robertson-Adeyemi
School leaver · A level student · available weekends and school holidays
Nottingham · 07700 900 314 · kai.robertson-adeyemi@example.com
Profile
Sixth-form student taking A levels in Business, Geography and Mathematics, with eight GCSEs including English and Maths. Volunteers on the till of a fictional charity shop every Saturday, has run a bike repair-and-resell project for over a year, and is looking for a part-time retail assistant role of around 12 hours a week at weekends, with more in the holidays.
Experience
Volunteer Shop Assistant — Fictional Ridgeway Hospice charity shop
September 2025 – present
High-street charity shop; volunteer team of about 20; one six-hour Saturday shift a week.
1. Serve customers on the till for a six-hour Saturday shift most weeks, taking card and cash payments and counting the float with the shift supervisor at close; no unexplained differences in 14 months.
1. Sort, steam and price around 60 donated items a shift using the shop's pricing guide and rotate the rails before opening.
1. Covered the Sunday shift at short notice on four occasions in the past year when another volunteer was ill.
Bike repair and resale project (self-run) — Own project, from home
June 2024 – present
1. Bought, repaired and resold 11 second-hand bikes over 16 months, sourcing parts online and keeping a spreadsheet of costs and sale prices.
1. Wrote each listing with photos of the repair and answered buyers' questions within a day, meeting every buyer with a parent present.
Education
A levels in Business, Geography and Mathematics (in progress, expected June 2027), a fictional sixth-form college
8 GCSEs at grades 9 to 5 including English Language (6), Mathematics (6) and Business (7), Fictional Oakfield Academy, 2025
Availability
Saturdays and Sundays all year, weekdays in school holidays; can start within two weeks of an offer
Skills
Till operation, card and cash payments, cash-up · Stock sorting, pricing and rail rotation · Face-to-face customer service · Spreadsheet basics for costs and sales · Basic bike maintenance and parts sourcing

Why this example is written this way
The volunteering shift is written as a job, because it is one
A school leaver's resume for a first retail job is read for three things: will the applicant turn up, handle money carefully and be polite to customers. Fourteen months of Saturday shifts on a till, with a cash-up and no unexplained differences, answer all three, so the charity shop role sits first and is written with the frequency and scale of paid work. 'Volunteer' stays in the title because it is true.
Education is near the top but kept to two lines
For a school leaver, qualifications are the main formal evidence, so GCSEs and A level subjects come before skills, compressed to two lines with grades for English, Maths and Business only. National Careers Service resume guidance says you can add education after the introduction if you are early in your career or do not have much work experience.
The hobby project is evidence, not a personality note
Repairing and reselling 11 bikes sits in experience rather than under interests because it shows what a retail advert asks for: honest product descriptions, costs tracked on a spreadsheet and replies to customers. Written as 'interests: cycling', the same activity would prove nothing. Any hobby involving money, other people or deadlines can be written this way.
Availability is stated plainly and personal details are left off
Part-time retail adverts hire for specific shifts, so the resume says when the applicant can work and when they can start. It leaves off date of birth and a photo: the National Careers Service says you should not include your age, your date of birth, whether you are married or your nationality, and the shop confirms age and right to work at offer.
Bullet rewrites and the evidence behind them
Before: Volunteer at a charity shop on Saturdays.
Evidence question: How long is the shift, how often, and is anything measurable?
Evidence (fictional): Six-hour Saturday shift most weeks for 14 months; till, card and cash; float counted with the supervisor at close; no unexplained differences.
After: Serve customers on the till for a six-hour Saturday shift most weeks, taking card and cash payments and counting the float with the shift supervisor at close; no unexplained differences in 14 months.
Before: I like fixing bikes in my spare time.
Evidence question: How many bikes, over how long, and what did you keep track of?
Evidence (fictional): 11 second-hand bikes bought, repaired and resold over 16 months; parts sourced online; costs and sale prices kept in a spreadsheet.
After: Bought, repaired and resold 11 second-hand bikes over 16 months, sourcing parts online and keeping a spreadsheet of costs and sale prices.
Before: Good team player and reliable.
Evidence question: When did being reliable cost you something, and can anyone confirm it?
Evidence (fictional): Covered the Sunday shift at short notice on four occasions in the past year; the shop manager has agreed to give a reference.
After: Covered the Sunday shift at short notice on four occasions in the past year when another volunteer was ill (reference available from the shop manager).
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/school-leaver-resume-example
Edition 1.0, 2026-11-04.
