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Your résumé is an important tool in
the job search process. Résumeés,
however, are used more to screen
candidates out than screen them in,
s0, your résumé must be all things
to all people. How you package your
experience and background is
extremely important. There are three
standard résumé formats you can
use, depending upon the situation.

Chronological

This is the most frequently used for-
mat. Use it when your work history
is stable and your professional
growth is consistent. The chronolog-
ical format follows your work histo-
ry backwards from the current job,
listing companies, dates and respon-
sibilities. Avoid it if you've experi-
enced performance problems, have
not grown professionally or have
made numerous job changes.

Functional

Use this format if you've been
unemployed for long periods of time
or have changed jobs frequently. A
functional résumé doesn’t include
employment dates but concentrates
on skills and responsibilities. It’s
written with the most relevant expe-
rience to the job you're applying for
placed first, and de-emphasizes
jobs, employment dates and job
titles by placing them inconspicu-
ously at the end. It allows you to
promote specific job skills without
emphasizing where or when you
developed those skills.

Combinafion

Use this format if you have a steady
work history with demon-
strated growth and if you
have nothing you want to
de-emphasize. This format
is a combination of chrono-
logical and functional
résumés. It starts with a
brief personal summary,
followed by a listing of job-
specific skills relevant to the
objective and then proceeds into a
chronological format that lists how,
when and where these skills were
acquired.
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The role of the résumé has drastically
changed over the past few years.
“Today, only twenty in about 500
résumés get read,” says Bruce
McAlpine of The Keith Bagg Group.
The first “pass” through a pile of
résumés by a hiring authority-is not
a “read to accept” pass, but a “read
to reject” pass! That's why it’s critical
that your résumé be compelling and
easy to read. Format or presentation
is much more important in the first
“pass” than content.

Jana Parker’s Web Site

http://www.damngood.com/

This site about résumés
includes many examples and
useful tips.
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