RESUME FORMATS

The examples we have provided in this handbook illustrate two basic resume formats: chronological and functional. A
chronological resume lists your experience in reverse chronological order (i.e., your most current job first). A functional
resume is organized according to your skills. Each format has unique advantages—the chronological resume is most commonly
used and widely accepted; the functional style offers more flexibility.

Reverse Chronological Resume (see page 11 for example)
You may want to use a chronological style when:

¢ You want to emphasize advancement to progressive levels of responsibility (e.g., sales
clerk...department manager...store manager...regional manager...).

¢ You want to illustrate a stable work history.
& Your current job is in the same field as the position for which you are applying.
+ You are applying for a job in a conservative field or industry (i.e., banking, accounting).

+ A potential employer is likely to prefer a more traditional looking resume.

Functional Resume (see page 25 for example)
You may want to use a functional format when:
& Your recent work experience is unrelated to your current job objective.

¢ You want to illustrate skills and accomplishments related to volunteer work, student activities, or
academic experiences.

¢ Yourjob titles don't reflect your true level of responsibility or accomplishments.

& Your work history is complicated or includes stretches of unemployment (other than when you were a
full-time student).

+ You want to emphasize specific skills that are closely related to your objective.

+ You are making a career change and you want to illustrate how skills acquired in one setting can be
transferred to a new field.

A functional resume can be organized according to:

Specific Skills Broad Functional Areas
Planning and Coordinating Work with Children
Financial Analysis Office Administration
Research and Writing Customer Service
Sales and Marketing Real Estate Experience

The skills or functional areas you choose to include will be determined by your job objective and the aspects of your experience
that you want to highlight. For additional ideas, refer to the list of action words on page 7, and review the functional resume
samples.
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