RESUME FORMATS:
Resumes may be presented in the following formats: chronological, functional, or a combination of the two. Each type has it advantages and its disadvantages. A good rule of thumb is that a chronological resume is a good format for traditionally-aged college students with an average amount of experience and related activities. Skills/Functional resumes may be the most helpful for career changers and people with gaps in their employment history.   A Combination resume is a good unification of the chronological with the skills/functional resume.  Choose an appropriate resume format for your situation and job objective.

Chronological Resume

This is the most common format used by college students and recent graduates.  It is an historical time line presentation of education and experience, in reverse chronological order with most recent education and work experiences listed first.  This format allows emphasis on job titles and places of employment and elaboration on accomplishments, duties, and responsibilities for each position.

Skills/Functional Resume

This format is advantageous if prior experience is unrelated to the career objective, but includes performance of the skills and functions related to your objective.  This format allows emphasis on experience relevant to the pursued position and places less emphasis on dates, job titles and responsibilities.

Combination Resume

This format begins as a functional resume by listing significant skills which are pertinent to the targeted position.  The second section lists the positions and the employers for which the job seeker has worked in reverse chronological order.  Job responsibilities and achievements are listed for each position.  This format is advantageous for professionals who can demonstrate both relevant skills and a successful career track.  

Choose an appropriate RESUME FORMAT that best markets your experiences to the employer.  

RESUME CATEGORIES:
Resume Categories organize information in order of importance to the employer to effectively illustrate key accomplishments, skills, and other qualifications.  The type of resume categories chosen are determined by several variables including educational status, i.e. traditional student, non-traditional student, alumni, or may be determined by other factors, i.e. gaps in employment, length of employment, change of career, or experience. A resume generally addressees the following broad categories:

Contact Section:  Who are you?  Where can you be reached?  Include professional email address and cell phone number (if you answer your cell phone in a professional manner).

Objective Statement:  What do you want to do?  (Be brief!)  This can be as specific as the actual job title with specific employer.  You can expand your objective to specifically state what you can offer to the employer, but do not make a vague or unrealistic statement.

Professional Qualifications:  What can you do?  What are your abilities, skills, talents, achievements, or knowledge in a specific area?  An effective professional qualifications category needs to be based on what the employer is requiring in the job description and the mission and/or vision of the employing company.  Other title headings for this section could be Strengths, Highlights of Qualifications, Key Accomplishments, or Expertise. 
Education Section:  What have you earned?  Degrees?  Certifications?  “Expected graduation date” is appropriate here.  Related coursework can be a sub-category along with honors and awards.  Do not include your high school information.  Major and overall GPA can be included on your resume if it is a selling point, typically 3.0 or above.
Employment Section:  What have you done?  Where have you worked, position title, length of employment?  Use action verbs to start bullet points related to your work experiences including leadership, initiating projects, managing processes, etc.  This section can include part-time and full-time jobs, temporary positions, self-employment, internships, volunteer or community service experience, work for a faculty member, or military experience.  Stress accomplishments and not job description or responsibilities.  Each experience should include position title, name of employer, dates of employment, and city and state.  For work experience less than one year, your dates of employment should include month and year.  For work experience greater than one year, omit months and just use years.

Additional categories and sub-categories may include:

Accomplishments

Languages



Professional Training

Achievements


Leadership



Projects

Activities


Licensure



Publications

Career Summary

Papers




Relevant Coursework

Certifications


Presentations



Scholarships

Community Service

Professional Development

Study Abroad

Computer Skills

Professional Experience

Technical Skills

Honors


Professional Memberships

Volunteer Activities
Internships


Professional Skills
