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Resume Formats

Choosing the right resume format is critical to presenting your experience to potential employers. There are several 

accepted resume formats in the U.S. The most common structure will be the chronological resume. If you are 

changing careers, the functional resume may be an option. Always do your research to check on what the standard 

is for your industry. The key point in developing a resume is to reflect the terminology of the job description in the 

words you use to describe your work history. Here is a brief overview of resume formats.

Chronological
The chronological resume is the standard format used by most job seekers. It is ideal for the professional who 

wants to demonstrate steady and progressive career achievements over time. This style fits the needs of those 

seeking a position in their current field. It presents the most recent position first followed by other experience 

in reverse chronological order. Most employers require a chronological resume. If you are planning to enter a 

different field or have gaps in your work history, you may want to consider an alternative format. Before you do, 

understand the expectations of the employer. 

Functional
A functional resume can be effective for someone making a career change to another industry. This format 

highlights transferable skills and allows you to present your experience in language that reflects the needs of the 

employer. This structure usually has two or three functional areas specific to the position you are targeting. It 

focuses on your relevant strengths and downplays gaps in employment. It gives you the opportunity to incorporate 

skills you may have acquired outside the workplace as well. 

Combination
The combination resume combines elements of both the chronological and the functional formats. This resume 

choice organizes career and educational history by emphasizing functional experience in a reverse chronological 

format. The combination resume describes functional competencies within each position. It highlights transferable 

skills, years worked, and employers. 

Electronic
Some companies may request an electronic resume. Employers screen potential candidates using a computer 

program that looks for specific key words related to the position. When creating an electronic resume, use a font 

size of 10 to 12 points and a standard font. Avoid using boldface, italics, and underlining. Use left justification for all 

information on your resume. Your resume should respond to specific language used in the job description.

Curriculum Vitae
The Curriculum Vitae (CV) is used for academic positions in research and teaching. The CV should include 

contact information, educational background, awards and fellowships, teaching experience, relevant 

experience, publications, conference presentations, languages spoken, extracurricular activities, and 

other skills related to the field. The content of the CV determines its length. A CV can be up to 10 pages 

long. The average CV is two to four pages for new professionals and six to eight pages for experienced 

individuals.

more...
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