



Tips for Effective Resumes Checklist

____ Make your name stand out.

____ Use action words. (Check out the website below) 

____ State your job objective.

____   Address how your knowledge, skills, and abilities meet the job

requirements.

____ Include accomplishments.

____ Be positive.

____ Be concise.

____ Maintain a consistent format and font.

____ Make it easily readable—computer generated, no smaller than 10 point.

____ Make it neat in appearance.

____ Proofread to eliminate errors.

Resume Formats

There are many different styles and formats for resumes. The two most common formats are chronological and functional. The chronological resume details work experience starting with the most recent job. This format highlights dates of employment; however, it makes gaps in employment history more obvious. If there were periods of unemployment or minimal job history, you may want to consider other formats, such as the functional resume. The functional resume format emphasizes accomplishments and skills, grouping your skills by areas of competency. This format highlights skills that are relevant to the job you want and can camouflage an inconsistent or minimal work history. If you use the functional resume format you should be prepared to provide additional details about your work history, including dates of employment and the names of the places where you have worked. 

Chronological:

Positives: 

· Most commonly used format.

· Employers are most familiar with it.

· Highlights an individual’s consistent work history.

Negatives: 

· Employment gaps become obvious.

· Specific skills and accomplishments not emphasized.

· Transferable skills may be hidden and hard to locate.

Functional

Positives: 

· Highlights certain skill sets that relate to the job.

· Can mask employment gaps.

· Often organized and to the point.

Negatives:

· Can be difficult to write.

· Hard to reuse the same resume since it was geared to a specific job opening.


