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Different Types of Resume Formats

Resumes are like advertisements. As such, it's importanttodecide which type of "ad"—inthis case,
format—youwilluse before you beginthe resume writingprocess. Dependingonthetype ofjobyou are
applyingto, differentresume formats may apply.

The four standard types of resumes include 1) chronological, 2) functional, 3) combination, or
4) targeted. Beloware definitions ofeachtype and recommendations onwhichformatworksbest.

1. Chronological:

» Whatis it - Chronological resumes are the most commonly used format. They list work history
in chronological order, starting with your most recent job down to your earliest. Thisresumeis
preferred by mostemployers because it provides a quick snapshot of work history, with most
recent positions up front.

» Whoshoulduse-Ifyouhaveasolidworkhistory,yourexperienceisalignedwiththejobyou
are applying to, and you have no lapses between employment, use this format

2. Functional Resume:

» Whatisit- Unlike chronological resumes, functional resumes focus on your skills and experience
first. Thistype of resume de-emphasizesthe datesin which you have worked. Employmenthistory
is secondary and is listed under the details of your skills.

» Whoshould use - Ifyouhavelapsesinemployment,areinthe middle ofacareertransition,are
a recent college grad with limited work experience, or have a diverse background with no clear
career path, this is the most effective type of resume.

3. Combination Resume:

» Whatis it - Combination resumes let you detail both your skills and experience, while also
backing thisupwithachronologicallistingofworkhistory. Flexibleinnature, the combination
resumelets you tailorto the prospective job opening and tell hiringmanagers a story.

» Who should use - Use this resume if you want to detail work experience to show hiring
managers the type of employee you are.

4. Targeted Resume:

» Whatis it - Targeted resumes are customized in detail to the prospective job you are
seeking. Everythingfromyourobjective, yourqualificationstoeducationalexperience
mirrorsthejob requirements.

» Who should use - These resumes are the most time-consuming but can generate the best
results asthe qualifications and experience you outline mirrorthe prospective job opening
closely.Be careful,however Whenyoudevelop atargeted resume youneedtobeasaccurateas
possibleand not embellish career highlights simply to mirror the job.
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