RESUMES

a guide to developing your professional r

STYLE

Chronological: highlights your qualifications by time
period. Works well for new graduates and those with a
stable work history. Begins with most recent
experiences. Most preferred by employers/recruiters.

Functional: highlights your qualifications by skill areas.
Works well for those with gaps in their work history or
concerned about their age/changing careers

v
BULLET POI

Action Word (correct tense) + Numeric Value (if possible) + Brief

DESCRIPTION

e What = discuss what you did.

e Why = why were your actions important?

e How = share how you completed the action

e Results = what was the outcome of your action?
e Value = what value did your work/actions bring?
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