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Purpose of a Resume

VFormal, organized summary of your job and job-related 

experiences, education and skills that shows you are 

qualified for the job.

VSparks the employerôs interest to call you for an 

interview.

VTool to market your skills, work experience and 

accomplishments.



Choosing the Right Format for You

× There are 3 formats to choose from:
ï Chronological ~ This format is chosen whenyou:

ÅCan show progression/advancement in jobs

ÅHave no gaps in employment history

ÅWant your work history to stand out

ï Functional/Skills Based ~ This format is chosen when you:
ÅAre changing careers

ÅHave gaps in your employment history

ÅAre a recent graduate

ÅHave little paid work experience

ÅAre re-entering workforce

ÅHave a complicated work history

ï Combination of the Chronological and Functional ~ This format 
is chosen when:
ÅYou have at least some professional experience in your field of interest.

ÅYou want to feature your skills related to your stated objective.



Sections of a Resume

Chronological
Heading

Objective

Summary

Education

Experience

Functional
Heading

Objective

Summary

Education

Skills

Experience

Combination
Heading

Objective

Summary

Education

Professional Skills

Related Experience

NOTE!!!  The Education and Experience sections may be switched 

in sequence depending upon most recent activity.  For example,  

recent graduates would place Education after the Summary 

followed by Experience.



Chronological Resume Sample



Functional Resume Sample

Skills Section:  

Break down 

work history and

background into 

skill sets ï

the employerôs 

attention

will be drawn to 

your skills.

Experience 

section: lists 

only job title, 

employer & 

dates



Functional - continued

Skills focus on 

healthcare

Columns 

make it 

easy to 

read

All verbs 

are same 

tense

Good use of 

white space

throughout

No date 

for high 

school

Consistent in 

spacing, font 

sizes, and style 

throughout



Objective: Short 

statement that targets 

job; company name

Expertise:  

Based on your 

qualities that 

make you the 

ñrightò person 

for the job.

Experience: Job 

title, company, 

location; skills 

developed, 

accomplishments -

quantify.

Heading: 

Name (bolded)

Address

Phone number/cell

Email

Summary: Top 

marketable attributes 

based on desired job;  

how you can benefit 

the company

Education: Recent 

graduates will place 

Education after 

Summary section. 

Sample of a Combination Format


