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Functional Resume Format Samples
The funct ional resume format may work better for job seekers in the following cases:

changing careers

employment gaps - t ime out of the work force for one reason or another

important volunteer experience in your accomplishments that is crit ical to your credibility 

needs to be better highlighted

The funct ional format starts with the Heading and Summary, just as in the in the chronological 

format. The next sect ion, however, is called Accomplishments. This sect ion is then divided into 

three or four categories ref lect ing skill sets or facets of the job that w ill catch the eye of the 

decision maker. You will then add four to seven accomplishments under each category, indicat ing 

your expert ise in that area. These do not have to be listed in chronological order, nor do they have 

to tell where you worked when the accomplishment occurred.

Please note: some employers feel that the funct ional format resume raises a red f lag. However, if 

you feel that this format will more effect ively ‘sell’ you -- then by all means use it !
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Example 1: Functional Format

CAROL ANN BRADY

SUM M ARY 

ACCOM PLI SH M EN TS

OPERATI ON S 

RESEARCH / PROBLEM  SOLVI N G AN D LOSS PREVEN TI ON  

CUSTOM ER SERVI CE 

713- 555- 4455

Carolannbrady213@gm ail. com

A results-or iented Operat ions Professional w ith significant  exper ience in the m anagement  and 

adm inist rat ion of day- to- day operat ions in branch offices and adm inist rat ive suppor t  units for 

a m ajor  organizat ion.  St rengths include workflow  product ion,  research and problem  solv ing 

and heavy custom er  service interact ion.  A dependable,  thorough, and well organized planner 

w ith a successful t rack record in loss prevent ion,  customer  satisfact ion, and retent ion. 

Technical exper t ise in audit  and com pliance regulat ions.  

Developed and im plemented operat ing procedures for  the Ret irement  Plans Adm inist rat ion 

Unit ,  elim inat ing over  $300K in over t im e expense annually.  

Led all aspects of operat ions for  a unit  involv ing disbursem ents, new accounts, custom er 

service,  general account ing,  research and governm ent  repor t ing creat ing consistent 

processes.  

Im plem ented an account ing system  that  developed personalized general ledger  accounts 

and a specialized cost  center  which ident ified all assets,  l iabil it ies,  incom e and expenses.  

Increased product iv it y over  50 percent by form ulat ing and adm inistering the operat ional 

and audit  cr iter ia for  an autom ated disbursem ent  funct ion,  and on- line fi le system .  

Recovered $2.5M in potent ial losses,  and set  up cont rol procedures to avoid re- occur rence.  

Developed and enforced st r ingent  audit  procedures for  the disbursem ents of IRA and 

KEOGH accounts for  a $2.5B por t folio,  elim inat ing the possibilit y  of losses and fraudulent 

act iv it y.  

Aler ted to unusual act iv it y, uncovered and invest igated fraudulent act iv it y involv ing 

forger ies,  saving the bank over  $700K in losses.  

Researched,  invest igated,  and responded to all year- end IRA repor t ing cor rect ions w ithin a 

60- day per iod ( m eet ing IRS deadlines)  from  over  650 banking offices – totaling over  950 

cor rections.  

Researched and responded w ith extensive suppor t ing docum entat ion to the IRS to dispel a 

past  tax l ien,  saving the bank over  $200K.  

Upon cent ralizat ion of m ajor custom er service areas,  reduced the num ber  of accounts 

requir ing special handling by 75 percent  through system  im provem ents and custom er 

negot iat ions.  
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CAROL ANN BRADY,                   PAGE 2

CUSTOM ER SERVI CE ( con t ’d )

TEAM  BUI LD I N G 

EXPERI EN CE 

N ATI ON AL BAN K 2 0 0 4  – 2 0 1 2  

VP Ope ra t ions,  Re t ire m e nt  Pla ns Adm in ist ra t ion  

VP Ope ra t ions,  Sou t h  Pa sa de na  Off ice  

VP Ope ra t ions.  W ilt sh ire  Gra nd  Off ice  

FI RST BAN K OF CALI FORN I A 1 9 9 9  – 2 0 0 4

AVP Ope ra t ions/ Loa ns,  H e a dqua rt e rs 

Assist a n t  M a na ge r,  Va r ious Bra nch  Off ice s 

EDUCATI ON  AN D TRAI N I N G 

AAS

Carolannbrady213@gm ail. com

Achieved a 90 percent  im provem ent  in teller  l ine “ gr id lock”  by im plement ing new check 

cashing procedures on paydays.  

Won consistent  recognit ion for the banking offices in accelerat ing qualit y custom er service 

by resolv ing custom er  disputes and discrepancies in an expedient  t im e fram e.  

Init iated m onthly staff m eet ings and em ployee of the m onth awards, increasing staff 

m orale,  per formance and involvem ent .  

Created and im plem ented cross- sell ing techniques to an operat ions staff that  increased 

banking office sales in loans,  payroll,  and t rust  services by 30 percent .  

,  Los Angeles,  CA                                                     

,  Los Angeles,  CA                                  

,  Business Adm inist rat ion,  Com m unity College,  City,  State

Com pleted var ious business t raining courses in:  

Benefit s Adm inist rat ion,  Team  Building,  Customer  Service,  and Disaster  Recovery
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