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SKILLS-BASED RESUME 
GUIDELINES 

Are you frustrated because you have sparse work experience and do not know how to make it look good on a 
résumé? Has it been too many years since your last paid job and you’re worried that an employer won’t take 
you seriously? Are you trying to make a career change and are feeling unsure about how to make your current 
work experience relevant and appealing to employers in your new field? 

If you answered ‘yes’ to any of these questions, consider using a skills-based résumé.  

WHAT IS A SKILLS-BASED RÉSUMÉ? 

A skills-based résumé is a document that lists a person’s job qualifications in skill categories, rather than the 
standard approach of using reverse chronological work experience categories. You should consider using a skills-
based résumé if it would help you present yourself to potential employers in a more powerful way than a 
chronological résumé would. Reasons that applicants typically choose this route include:  

(1)  It is required/preferred by their industry 
(2)  They have insufficient work experience  
(3)  They have large or frequent employment changes/gaps 
(4)  They want to change careers 
(5)  Their educational/training background is atypical for this position 
(6)  They have been terminated from one or more positions 

For a visual comparison of the typical differences between the chronological and skills-based résumé styles, see 
the following examples.   

 

Standard Chronological Résumé 
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Skills-based Résumé (functional approach) 
 

 

HOW SHOULD A SKILLS-BASED RÉSUMÉ BE FORMATTED? 

To determine the best way to format your skills-based résumé, consider what your audience is looking for and 
also your specific situation. The bottom line is to arrange your résumé in a way that will help your reader assess 
what you have to offer them in the quickest, easiest, and most powerful way possible. The example above 
illustrates what is typically called a functional skills-based approach. It includes multiple skills sections with 
bulleted content that proves competencies or proficiencies with the respective skills.  

Notice that the employment details such as the job title, company name, location, and dates of employment are 
not included in these sections. Instead, this information is often included in a separate section toward the latter 
part of the document, as shown in the following samples.  
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Functional Approach  
Employment History Inclusion Options 

 

Note: In the sample below, the applicant has used what is often called the ‘bare bones’ approach of including the bare 
minimum employer information (job title, company name, location, and date). 

 

Note: In the sample below, the applicant has included details from this job that were not necessarily included in the skills-
sections of his résumé.  

 

 

 

 

De-emphasizing employment information allows you to show your most relevant skills and abilities 
without bringing attention to employment gaps, frequent job changes, terminations, atypical professional 
background, etc. Some drawbacks of using this method, however, are that this format may be a deterrent to 
potential employers who prefer chronological résumé styles*, since chronological résumés are the most 
widely used. In addition, it may not be clear and easy for your potential employer to assess what you 
accomplished at each previous job.  

*This drawback does not apply to those whose industries require a skills-based résumé and may not necessarily apply to industries that 
are flexible with their résumé formats. 
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If you are concerned about these drawbacks, but still feel that the skills-based approach will allow you to 
present yourself most effectively to potential employers, you may want to consider the combination (or hybrid) 
skills-based résumé approach. This will enable you to draw from the strengths of both the chronological and 
functional styles. As shown in the following example, you can create skills-based sections and include 
employment information within that section. If you decide to use this method, make sure to avoid being 
redundant across your skills sections. For example, although it could be appropriate and powerful to include the 
same work experience in multiple categories, it would be redundant and count against you to copy and paste 
the same bullet in multiple categories.  

 

Combination (Hybrid) Approach  
Employment History Inclusion Option 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to utilize the ‘Skills-based Résumé Checklist’ and review skills-based samples, or go to: 
https://ucs.byu.edu/colleges/hum/resume-writing. 

 

https://ucs.byu.edu/colleges/hum/resume-writing
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