Chronological Resume Functional Resume (or “problem solving” format)

Good for individuals with solid work experience and a logical job history. A functional resumes allows you to show skills important for the job gained
- Shows growth in a profession from several different jobs or experiences.
- Don’t use if you have large gaps of unemployment or a variety of - Useif you're changing careers, have varied work experience, etc.
unrelated jobs. - Use if you lack formal education or your background is in a different field
Name NAME
Streat - Clty, State Zip - Phona - Email Street + City, State Zip - Phene - Email
JoB OBJECTIVE
JOB OBJECTIVE Very concisely state what job you would like nexi.

Very concisely state what job you would like next.
HIGHLIGHTS OF QUALIFICATIONS
= Write three or four bullet statements that summarize why vou would be good at your

SUMMARY job objective. Each statement should be no longer than twao lines.
= Your statements should highlight vour relevant strengths such as experience, skills,
= Write three or four bullet statements that summarize why you would be good at your job community service, and personality traits.
objective. Each statement should be no longer than two lines. = Prioritize the statements in this section so the most relavant one comes first.

= Your statements should highlight your refevant strengths such as experience, skills,
community service, and personality fraits.
* Prioritize the staterments in this section so the most relevant one comaes first. PROFESSIONAL ACCOMPLISHMENTS
KEY SHILL
= Write two or mone bullet statements about employment or valuntear activities in
which you used this skill.
. = Quantify results of your accomplishments when possible and appropriate; refer to
COMPANY NAME, Clty, State, 20x«-prasent how you positively affected the organization, the bottom line, your boss, co-workers,
dab THia or customers.
= Mention awards or commendations you received that required this skill.
= [Ifyou used this skill to sclve problems, briefly describe the problems and results.

PROFESSIONAL EXPERIENCE

= Write two or more bullat statements about the work you performed on this job and what you
learned or accomplished that's relevant to your job objective.

*  Quantify results of your accomplishments when possible and appropriate; refer to how you
positively affected the arganization, the bottom line, your boss, co-workers, or customaers.

. " : . 2 iR KEeY SKiLL
#  Mention on-the-job awards or commendations you recaived that relate to your job objective.
! ¥ yourt bl = Write two or more bullet statements, fellowing the tips mentioned under the first Key
; Skill section.
COMPANY NAME, City, State, 20xx-xx R . .
Job Title ¥ *  Pricritize the statements under e@ach Key Skill section so the most relevant one
«  Write two ar mare bullet statements about the work you parformad on this job and what you comas first.
learned or accomplished that's relevant to your job objective. Follow the tips mentioned
abowva.
= Prioritize the statements under each Job Title section so the most relevant one comes first. WoRK HisTORY
20xx-present ORGANIZATION, City, State
COMPANY NAME, City, State, 19x¢-xx Job Title
Job Title
= Write two or more bullet statements about the work you performed on this job and what you 1S DORGANIZATION, City, State
learned or accomplished that's relevant to your job objective. Follow the tips mentioned Job Title
above.
*  Prioritize the statements under each Job Title section so the most relevant one comes first. 10m-X8 DRGANIZATION. City, State
Job Title
EDUCATION

: EDUCATION
Dagree, Major [if relevant], 20w Degree, Major [if relevant], 20xx
Schaool, City, State School, City, State

COMMUNITY SERVICE COMMUNITY SERVICE

Position held, Oroganization, 20xx-present

Organization, Position held, 20xx-present Position held, Organization, 20xx-Kx

Organization, Position held, 20xx-xx

The Lockport Public Library's Public Computing Center (PCC) activities are funded by the New York State Library, a unit of the Office of Cultural Education within the New York State Education Department (NYSED), which has been awarded a $9.5
million grant from the U.S. Department of Commerce National Telecommunications and Information Administration (NTIA) to expand computer access in public libraries across New York. The funding is being provided through the American
Reinvestment and Recovery Act (ARRA) Broadband Technology Opportunities Program (BTOP).
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