Resume Styles

Chronological

This style is the most traditional and includes a listing of the job seeker’s work history starting with the most current position and working back in time.  Organize experiences in reverse chronological order when you want to show that you have uninterrupted, progressively responsible experience (over a period of time) directly related to your objective.  Dates are placed in the left margin for emphasis.  This order can be useful for experienced candidates to show career progression.  It can work against you if your most recent experience isn’t related to your current goals or if you have gaps in your employment history.  This resume style is good if (1) you have a good job history with no gaps in employment, (2) if the new job you are considering is directly related to your work history, or (3) you want to list one or more well known company names where you have worked. 

Functional

This style incorporates a listing of the job seeker’s major areas of experience and/or accomplishments, usually arranged in priority from the most to the least developed skills.  In this style, instead of putting your descriptive phrases with each job title, group the phrases to demonstrate a skill, ability, or function you know is desired for the positions you are considering.  Use phrases from several different experiences in one group; include 2-4 groups and place them in priority order.  Name the groups by the skill or function you are illustrating.  Place your position titles, organization names, cities, states, and dates in a separate section with no descriptive phrases.  When a reader skims a resume written in the functional style, the names of related skills or functions are most apparent.  This is a good way to present skills gained and tasks performed in class assignments, activities and volunteer experiences.  If your position titles and organization names do not communicate the skills and experiences you have that are related to your goals, this style may be effective for you.

Targeted

This style includes information found in both of the styles listed above; information about your work history and major areas of skills and knowledge.  The primary difference with a targeted resume is that you DO include the title or description of the position you are seeking.  You also list those skills, accomplishments, and relevant work experience which are related or “targeted” to your job objectives(s).  This resume style is recommended when you have the work experience to support your objective(s).

Combination

A combination style is any resume you create which uses elements of more than one resume style.  Many resumes are written in this way, resulting in your personal style.  One person may, for example, choose to include a “Capabilities” section and present experiences in the traditional style in priority order.  Another person may choose to include two or three “Skills” sections in the functional style and present the position titles, organization names, and dates in the traditional style in chronological order.

