CHRONOLOGICAL RESUME

A chronological resume is the most commonly used style. It is a listing of information, organized by
categories, and presented in reverse order of occurrence within each category (i.e., the most recent on
top).

Format and Appearance

In the initial employment screening process, your resume may get as little as 15-30 seconds of
consideration. An effective resume should be easy to read, logical in layout, and highlight
relevant information. It should also be error-free; that means no misspellings, typos,
grammatical errors, inconsistent date formats, or inadvertently mixed printing fonts.

While some countries and cultures have different standards, it is important in the U.S. NOT to
include certain things on your resume such as:

e Age

e Marital status

e Health

« Nationality or ethnicity
e Religion

e Salary requirements
o References

Header and Contact Info
This section tells the employer who you are and how to reach you. It contains your name, address (es),

phone number(s), and email address.

Profile and Objective

A profile, also called a "Summary of Qualifications," is a way to quickly summarize your
relevant background in concise summary statements. Include up to five points matching the
specific qualifications of the position. We generally recommend using a profile over an
objective.

Alternatively, an objective is a short sentence including some of the following: the kind of
position you want, the function(s) you want to perform, the skills you want to use, and the
environment in which you wish to work.

Education

« Name of the institution, city, and state.
o Degree, major, year of degree (received or expected)



e Optional:
G.P.A. (overall or in major), minor.

e Optional:
Relevant coursework. Typically courses are not included. Only list courses that might not
be expected as a part of your regular degree work and that would be relevant to the
position you are interested in.

Experience

« Include volunteer work, internships, student teaching, research projects, summer and
part-time jobs, or other work experiences related to your field.

« Include the name of the organization, city and state, dates of employment, job title, and a
description of accomplishments, responsibilities, and outcomes.

e Use short descriptive phrases beginning with action words to highlight your skills and
accomplishments. Quantify impact when possible.

Special Skills

Examples of special skills include: computer and web proficiencies, typing and dictation (include
speed), transcription experience, fluency in foreign languages and translation abilities, familiarity
with multi-lined phone systems. Make sure to include any skill that’s industry-specific for the
job you’re seeking.

Activities and Interests

List organizations to which you belong or have belonged. Do not list high school activities unless you are
a first- or second-year student. An exception might be where a high school activity has been ongoing
and extends into the present, or demonstrates an early interest in the career field you are now pursuing.

FUNCTIONAL RESUME

Emphasizes capabilities, skill levels, accomplishments rather than job titles and durations. This format is
only right for specific circumstances, such as changing careers or re-entering the workforce.

Format & Appearance

As with any type of resume, the functional format should be easy to read, logical in layout,
error-free, and should highlight relevant information.

In a functional resume, you’ll call out your skills and accomplishments rather than listing
positions you’ve held with their associated responsibilities.

As with the chronological format, you’ll use a header that matches any other materials you’re
sending, a profile or objective, experience, and education.



You should NOT include

o Age

« Marital status

e Health

« Nationality or ethnicity
e Religion

e Salary requirements
o References

Header & Contact Info
This section contains your name, address, phone number, and email address.

Profile/Objective

A profile, also sometimes referred to as a summary of qualifications, is a way to quickly and
concisely summarizes your relevant background and skills in a prominent place on the resume.

Alternatively, an objective is a short sentence including some of the following: the kind of
position you want, the functions you want to perform, the skills you want to use, and the work
environment you’re looking for.

Experience

Break job experience down into specific areas related to the criteria of the job in question. Call
out the experiences and responsibilities that make you a good candidate.

Include volunteer work, internships, student teaching, research projects, summer and part-time
jobs, or other work experiences related to your field.

Use short descriptive phrases beginning with action words to highlight your skills and
accomplishments.

Employment History

List the title of your position, the company who employed you, the city, and the state. You don’t need
dates here—in a functional resume, you should list the positions in order of relevance to the job you're
currently seeking.

Education

Include the name of the degree-granting institution, city, and state. List the degree, major, and
graduation year.

Optional

GPA (overall or in the major), minor



Optional
Relevant course work. Be very selective, listing only courses that might not be expected as part
of standard coursework for your degree, and would be relevant to the job you’re interested in.



