


Resume Fundamentals for Professionals

Success depends upon previous preparation, and without such preparation there is sure to be failure. -Confucius 
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The purpose of a resume is to provide a summary of your skills, abilities and 

accomplishments. It is a quick advertisement of who you are. It is a "snapshot" 

of you with the intent of capturing and emphasizing interests and secure you 

an interview.

In addition, a resume can used for the following:

• Applying to graduate school

• Volunteering

• Scholarships

• Networking

Purpose of the Resume



Chronological Format

• Characteristics: the most common and readily accepted form of

presentation, presents information in reserve order (most recent experience

listed first), offers a concise picture of you as a potential employee

• Advantages: easy to write, emphasizes steady employment records, format

is familiar

• Disadvantages: calls attention to employment gaps, skills are difficult to

spot unless inmost recent job



Chronological Resume Sample

Source: https://www.pinterest.com/pin/313703930273172951/



Functional Format

• Characteristics: focuses on the specific strengths and skills important to the

employers

• Advantages: brief and well structured, focuses on skills not history and de-

emphasizes a spotty work history

• Disadvantages: no detailed work history, contentmay appear to lack depth



Functional Resume Sample

Source:http://cdnresumes.livecareer.com/thumbnails/california/28432765_49480417.jpg



Combination Format

• Characteristics: marries the best aspects of a chronological resume and

functional resume

• Advantages: shows off a strong employment record with upward mobility,

showcases relevant skills and abilities and supportive employment records,

emphasizes transferable skills

• Disadvantages: work history is on the second page and employer may not

read that far.



Combined Resume Sample

Source: https://www.pinterest.com/pin/273734483579650280/



Action Verbs?

Action Verb List for 
Resumes & Cover 
Letters Management 
Skills 

Communication Skills Research Skills Technical Skills Teaching Skills Financial Skills Creative Skills Helping Skills Clerical or Detail Skills Other Verbs 

administered 
analyzed 
assigned 
attained 
chaired 
consolidated 
contracted 
coordinated 
delegated 
developed 
directed 
evaluated 
executed 
improved 
increased 
organized 
oversaw 
planned 
prioritized 
produced 
recommended 
reviewed 
scheduled 
strengthened 
supervised 

addressed 
arbitrated 
arranged 
authored 
collaborated 
convinced 
corresponded 
developed 
directed 
drafted 
edited 
enlisted 
formulated 
influenced 
interpreted 
lectured 
mediated 
moderated 
negotiated 
persuaded 
promoted 
publicized 
reconciled 
recruited 
spoke 
translated 
wrote 

clarified 
collected 
critiqued 
diagnosed 
evaluated 
examined 
extracted 
identified 
inspected 
interpreted 
interviewed 
investigated 
organized 
reviewed 
summarized 
surveyed 
systematized 

assembled 
built 
calculated 
computed 
designed 
devised 
engineered 
fabricated 
maintained 
operated 
overhauled 
programmed 
remodeled 
repaired 
solved 
upgraded 

adapted 
advised 
clarified 
coached 
communicated 
coordinated 
demystified 
developed 
enabled 
encouraged 
evaluated 
explained 
facilitated 
guided 
informed 
instructed 
persuaded 
set goals 
stimulated 
trained 

administered 
allocated 
analyzed 
appraised 
audited 
balanced 
budgeted 
calculated 
computed 
developed 
forecasted 
managed 
marketed 
planned 
projected 
researched 

acted 
conceptualized 
created 
customized 
designed 
developed 
directed 
established 
fashioned 
founded 
illustrated 
initiated 
instituted 
integrated 
introduced 
invented 
originated 
performed 
planned 
revitalized 
shaped 

assessed 
assisted 
clarified 
coached 
counseled 
demonstrated 
diagnosed 
educated 
expedited 
facilitated 
familiarized 
guided 
motivated 
referred 
rehabilitated 
represented 

approved 
arranged 
catalogued 
classified 
collected 
compiled 
dispatched 
executed 
generated 
implemented 
inspected 
monitored 
operated 
organized 
prepared 
processed 
purchased 
recorded 
retrieved 
screened 
specified 
systematized 
tabulated 
validated 

achieved 
expanded 
improved 
pioneered 
reduced (losses) 
resolved (problems) 
restored 
spearheaded 
transformed 



Resume Types Comparison 

Comparison Table
Chronological Functional Combination

Focal point Work experience Skills Both

Work experience Detailed Not detailed Detailed

Time on each position Present Not present Present

Skills Not present Present Present

Use for changing career Not convenient Convenient Not convenient

Layout Professional / Traditional
Creative / Non-
conventional

Midpoint between 
professional and creative

Main Benefit

Shows information 
recruiters want to know 
about job positions and 
activities

Displays key skills 
needed for the new 
position

Includes the best 
features of both formats: 
work history, skills, and 
achievements

Main Downside
The lack of experience is 
more obvious than in 
other formats

Recruiters may not favor 
it, as it isn’t 
straightforward about 
previous jobs

May be redundant

Source: http://www.potentialessential.com/return-to-work



Content Guidelines

• Identifying Information
• Career Objective
• Summary of Qualifications (Career Highlights)
• Work Experience
• Education
• Special Categories

•Research

•Publications
•Certifications
•Leadership
•Conference Presentations
•Community Services
•Professional Memberships



Resume Do’s and Don’ts

• Target your audience
• Grab your audience attention
• Highlight your accomplishments
• Talk results
• Use action verbs
• Appearance count
• Watch length
• Be honest
• Avoid resume templates
• How far back do you go?
• Watch for grammatical and spelling errors
• Avoid using excessively same action verb
• What not to include?

•Unusual email addresses and funky outgoingmessages on your phone
• Email resume to oneself; don’t save on USB



Electronic Resume

• Plain is good. Fancy is bad

• Don’t use templates

• Avoid PDF

• Nevermix different font types or font sizes

• Keep information and elements at the left margin. Centering, columns, and
even indentingmay change when the resume is optically scanned

• Use keywords



Summary Review

• Resume type will vary on your strategy approach, experience, and skills

• Chronological resume focuses on the candidate’swork experience

• Functional resume focuses on the candidate’s skills

• Combination resume uses both work history and skills to capture the employer’s
attention

• Dispel the notion of one size fits all

• Remember you have the flexibility tomove content around when needed

• Avoid templates if possible

• Target your audience

• Familiarize yourself with action verbs

• Revise resume often

• Bemindful when submitting company electronic resumes



Questions?



Contact Me

Cesar Gonzalez
Veterans Programs Coordinator

Phone
323.343.5087

Email
crg@calstatela.edu


