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Quick Guide: Résumé Comparison Chart
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Listed below are the three résumé formats most commonly utilized in the current labor market. Which format is right for you? Review each format to determine which is the best fit to market your knowledge, skills and abilities to the employer.  All three formats can be 
targeted 
to a specific job.
)[image: worksource_logo_clear.GIF]


	Chronological Résumé Format

	Characteristics
	Concise picture of your employment history.
Emphasis is on work, job descriptions and job titles.
Chronological order of work experience, with most recent job listed first. Start and end dates for each job are listed.
Education, skills and other information are listed after employment history.
Employers tend to prefer this format because it’s easy to see what jobs you have held and when you have worked at them.

	Advantages
	Your recent work experiences are aligned with the job you are seeking. 
Your career progression is easy for the recruiter to follow.
Highlights organizations that you have worked for (especially if they are well known).
Viewed by recruiters as fact-based since it includes a timeline of your work history.

	Disadvantages
	If there is a gap in your employment, it stands out to the recruiter.
Job hopping is easily recognizable.
Impossible to hide your age from an employer.
If you have switched career fields, the change may not seem logical to the recruiter.

	Use if…
	You have stayed in the same field for a long period of time.
You have a strong, solid work history without major gaps in employment or too many job changes that would look like job hopping.

	Don’t use if…
	You’ve changed jobs frequently (every year or so).
You have gaps in your work history (more than 6 months).
You are worried about the employer estimating your age based on employment dates.
You have long absences from the job market with no volunteer experience or education to fill in the gaps.

	Functional Résumé Format

	Characteristics
	Focuses on your skills and experience rather than your chronological work history.
Places a great deal of emphasis on what you know and what you’ve accomplished rather than where you have worked or the length of time you worked there.

	Advantages
	Avoids displaying a career path with many winds and turns that may not make sense to the recruiter.
New to the workplace – highlights what you know and what you can do – in a targeted fashion that matches the employer’s job opening qualifications.
Covers up gaps or absences in employment.
If you are overqualified, takes emphasis away from position titles and focuses on skills.

	Disadvantages
	No detailed work history; often viewed as sneaky or dishonest by recruiters.

	Use if…
	You are an entry-level job seeker.
Changing careers and need to show transferrable skills.
Returning to the workplace after an extensive absence.
You have several time gaps between positions you have held. 

	Don’t use if…
	You are trying to emphasize growth or development in your work history.
You do not have the knowledge, skills and abilities for the job that the recruiter is seeking.
Employer requires proof of specific number of years of experience in a selected field or skill classification.
You have a solid work history with no employment gaps.

	 (
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)Blended (Combination) Résumé Format

	Characteristics
	Combines format of both functional and chronological résumés.
Lists skills, accomplishments, and qualifications targeted to the job opening first. 
Employment history is listed below skills and experience, and is used as data to support statements made above it.
Allows the recruiter to first match your qualifications against the needs of the job opening, then gives a sense of validation by identifying where and when you gained these qualifications (employment history).

	Advantages
	Highlights skills that are targeted to the job you are applying for; backs it all up with the chronological work history format that recruiters prefer.
If you’ve been in the same career field for a long period of time, this format allows the reader to see the skills you’ve accumulated while at work.
When making a big career change, this format emphasizes qualifications first and takes the emphasis off the career change but shows a solid work history without gaps or job hopping.

	Disadvantages
	If you’ve switched jobs frequently, this will still show on the chronological employment history section.
If you are trying to conceal your age, the chronological portion of this format would still give employers a rough estimate of when you were born.

	Use if…
	You have a strong foundation of knowledge, skills, abilities and accomplishments, coupled with an employment history that does not have gaps or several career changes.

	Don’t use if…
	Work experience and skill sets are limited and cannot be targeted to the employer’s job opening qualifications.
Skill sets cannot be supported fully by your work history.
You have wide gaps in work history.



Answer the following questions to narrow down your formatting options:

Yes	No
[bookmark: Check1]|_|	|_|	I have a solid work history with no gaps in employment.
|_|	|_|	I have not hopped jobs every year to two years.
|_|	|_|	The jobs I am applying for are in the same career field that I previously worked.
|_|	|_|	I have at least five years of experience in my career focus area.
|_|	|_|	I can list beginning and end dates for all my jobs in a MM/YYYY – MM/YYYY format.
|_|	|_|	I want the employer to see my knowledge, skills and accomplishments as well as my 					chronological employment history.
|_|	|_|	I am not new to the labor market or returning after an extensive absence (two years or 					more).


Total ‘Yes’ answers: _______
 (
If you have four (4) or more ‘Yes’ responses, the chronological or blended format will be your best options.
If you have three (3) or less ‘Yes’ responses, you will want to explore the functional format before moving on to other options.
)
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