
 

Resume Tips 
 

There are several types and styles of resumes. Two common types are chronological 
and functional resumes.  

 

Chronological Resume 
A chronological resume lists the person’s professional experience in reverse-
chronological order, beginning with the most recent positions and continuing in 
descending order. This type of resume is the most common format and prioritizes 
relevant professional experience and achievements. People who have had several jobs 
can utilize this format. If a person has held many jobs, listing the most recent 10-15 
years can be helpful for keeping it at an appropriate length.  

 

Functional Resume 
A functional resume primarily showcases the person’s skills. This type of resume can be 
useful for people who have had gaps in their employment history, who are changing 
careers and don’t have significant experience in the chosen profession or industry or 
have recently graduated. A functional resume typically starts with a summary to give the 
employer more context about the job seeker. The summary should include relevant 
skills and overarching career goals.  

 

General Tips 
• Length- one page is preferred; never more than two pages. 
• Contact information- list the person’s contact information at the top of the 

resume. Be sure that the information is correct and that the email address is 
professional. 

• Tailor each resume to the specific job application. Use keywords from the job 
posting in the resume.  

• Use a professional font like Arial or Times New Roman size 11 or 12.  
• Use strong, active language such as “achieved”, “earned” and “accomplished.” 
• Use www.mynextmove.org to get ideas for wording job duties or skills. 
• References on a resume are optional. If you need to fill more space, include two 

to three references, otherwise, send them separately.  
• Formatting is important- use headings when needed, adjust margin size, and 

proofread for typos.  

 

http://www.mynextmove.org/


 

Chronological Resume Example 

 



 

 

 



 

Functional Resume Example 
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