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 (
Overview
)
Training Process: Résumé Format Selection
Policy/Mandates Informing this Training Process:
1. Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
Important Facts About Selecting a Résumé Format:
1. There are three résumé formats commonly used by job seekers: chronological, functional and blended (a.k.a. combination). Each résumé format helps to pique an employer’s interest differently by its unique way of displaying and emphasizing vital information. 
2. A résumé is like an advertisement that details what you offer an employer. Selecting the résumé format that best highlights your abilities is the main focus of this training document.
3. Keep the employer’s perspective at the forefront of your training. It’s not about what the job seeker wants to show employers. It’s about what the employer needs to see on a résumé that answers the biggest HR question of all “why should I hire this person?”
4. Choosing the right résumé format comes down to two factors: 
a.  amount and consistency accumulated so far in the person’s career and, 
b. how much of a direct match exists between the job seeker’s skills and experience with the employer’s job vacancy listing.

Training Process Aids:
1. Seeker Services SKIES Staff User Guide: Adding individual attendance for Job Hunter participation.
2. Group Service(s) SKIES Staff User Guide: Adding group attendance for Job Hunter participation.
3. Quick Guide: Résumé Comparison Chart: Customer handout that supports this process document.
4. About.com Résumé Samples: Résumé samples by format, template, job title and more.
5. Quintessential Careers Résumé Samples: Scroll down list of samples to explore professional résumés for specific job seeker profiles and descriptive career fields. 

 (
Detailed Steps
)Trainer Key Points

The learning objective for this unit: Identify the differences between the three résumé formats.
The expected outcome of this unit: Selecting the résumé format that best suits the individual.
Understanding appropriate résumé formats is the foundation of constructing a solid advertising piece for a perspective employer. Throughout this 20-minute training segment, it is vital that you convey the following points: 
1. Job seekers should target their résumés at all times, regardless of which résumé format they select to advertise their knowledge, skills, abilities and accomplishments.
2. Chronological résumés work best for those that have do not have gaps in employment and are seeking a position in a field in which they have been employed for over five years. Do not use a chronological format if you:
a. have changed jobs frequently (recruiters see this as job hopping); 
b. have gaps in your employment history; 
c. are worried about an employer guessing your age from dates of employment; or 
d. have a long absence from the job market. 
Hint: Volunteer experience can fill in employment gaps if the experience relates to your field of employment.
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3. Functional résumés work best for those who are transitioning between career paths, have limited work experience, have gaps in employment, or have changed jobs frequently. Do not use a functional format if:
a. you cannot exhibit detailed knowledge, skills, abilities and accomplishments that relate directly to the employer’s job vacancy; or, 
b. the employer requires proof of specific years of experience in order to qualify for the job vacancy.
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4. Blended (Combined) résumés work best for those that have the knowledge, skills, abilities, accomplishments for the job at hand, and an employment history without gaps that provides proof of how expertise was gained on the job. Do not use a blended format if:
a. your employment history is sporadic; or 
b. your employment history doesn’t exhibit how your skills were acquired through each employment title and description listed in your document. 
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Trainer Facilitation Steps

1. Handout desk aid Quick Guide: Résumé Comparison Chart to participants.
2. Introduce topic with the following (or similar) statements:
a. A résumé is like an advertisement that details what you offer an employer. Selecting the résumé format that best highlights your abilities is the main focus of this training document.
b. Choosing the right résumé format comes down to two factors: 
i. amount and consistency of qualifying experience accumulated so far in the person’s career and, 
ii. how much of a direct match exists between the job seeker’s skills and experience with the employer’s job vacancy listing.
3. Ask participants if they were previously aware of the differences between chronological, functional and blended (combination) résumé formats. (Show of hands.) 
a. Ask how many participants already utilize a specific résumé format and why they chose that format to represent what they have to offer an employer.
4. Introduce this thought: an employer doesn’t know you, what you look like, or what you offer their company. Your choice in résumé formats should paint a very clear picture for the employer of why they should consider you as a candidate. 
5. Important note to highlight: regardless of the format you choose, target your résumé to the job opening for which you are applying.
6. Refer to the Quick Guide: Résumé Comparison Chart and walk through each format separately:
a. Chronological:
i. Characteristics of this format (from the employer’s perspective).
· Predominantly displays strong work history where duties, accomplishments and skills are described in detail for every position held in the last 10 years. (Note: earlier job descriptions can be included if the positions closely match the employer’s job vacancy listing).
· Easiest format for a recruiter to see if you have the years of experience, specific job titles, and solid employment history to match up with the job.
ii. Advantages of choosing this format to represent who you are to the employer.
· Long established favored format by recruiters. Considered ‘fact-based.’
· Career progression is clearly evident.
· Highlights organizations for which you have previously worked.
iii. Disadvantages of utilizing this format from the employer’s point of view:
· Job hopping and gaps in employment history glaringly stand out.
· Career switches may not be logical to the recruiter and will lead them to question your future employment direction/goals.
iv. When to use this format to represent who you are and what you offer the employer:
· Stayed in the same career field for a long time and are planning to stay in very similar occupation.
v. Reasons you should not use this format because it will not present your knowledge, skills, abilities, accomplishments and employment history in the best light to the employer:
· Job hopping – frequent career changes.
· Gaps in work history.
· Long employment absence.
· New to the labor market.
· Cannot provide dates for employment.
vi. Hand out a sample chronological résumé for participants to review.
vii. Hand out chronological résumé worksheet to participants. 

b. Functional:
i. Characteristics of this format (from the employer’s perspective):
· Focuses on skills, abilities, knowledge and accomplishments.
· Employment history only includes titles, companies, and years; is displayed at the very end of the résumé.
ii. Advantages of choosing this format to represent who you are to the employer:
· Covers up gaps in employment and focuses on abilities.
· If you are overqualified, takes focus off of previous job titles and hones in on qualifications desired by the employer.
iii. Disadvantages to utilizing this format from the employer’s point of view:
· No detailed work history may leave a recruiter with the impression that you are hiding something or may be dishonest.
iv. When to use this format to represent who you are and what you offer the employer:
· New to the workforce.
· Drastically changing careers and need to highlight transferrable skills.
· Returning to the workplace after a considerable absence.
· Job hopper.
· Several employment history timeline gaps.
v. Reasons you should not use this format because it will not present your knowledge, skills, abilities, accomplishments and employment history in the best light to the employer:
· You have a stable work history without gaps or considerable absence and you are applying for a position related to your prior occupation(s).
· Employer requires proof of specific number of years of experience in a selected field or skill classification.
vi. Hand out a sample functional résumé for participants to review.
vii. Hand out functional résumé worksheet to participants.

c. Blended (Combination):
i. Characteristics of this format (from the employer’s perspective):
· Blends both the chronological and functional formats.
· List skills, accomplishments and qualifications targeted to the job opening first.
· Detailed employment history in the style of a chronological résumé follows, to support functional listing of abilities.
ii. Advantages of choosing this format to represent who you are to the employer:
· More bang for the buck. Typically a two-page document that provides a ‘Summary of Qualifications’, backed up by a solid work history that compliments the targeted job vacancy.
· When making a career change where solid transferrable skills and employment history support each other; this must be evident to the employer.
· Gives job hoppers a real reason why they have switched careers often – to build a solid, marketable skill set.
iii. Disadvantages to utilizing this format from the employer’s point of view:
· If you can’t back up your knowledge, skills and abilities with your work history, it will be obvious to the recruiter.
iv. When to use this format to represent who you are and what you offer the employer:
· Qualifications and employment history support each other completely.
v. Reasons you should not use this format because it will not present your knowledge, skills, abilities, accomplishments and employment history in the best light to the employer:
· Work experience is limited.
· Skills sets are limited to a specific industry that you are not targeting for employment.
· There are employment gaps or long absences in your work history.
vi. Hand out a sample blended résumé for participants to review.
vii. Hand out blended résumé worksheet for those that wish to use this format. 
7. After reviewing the Quick Guide: Résumé Comparison Chart using step 6 above, give participants three minutes to fill out the seven-question formatting survey.
8. Explain the two sets of results from the survey:
a. If you have four (4) or more ‘Yes’ responses, the chronological or blended format will be your best option.
b. If you have three (3) or less ‘Yes’ responses, you will want to explore the functional format before moving on to other occupations.
9. Allow specific time allotted by your office for participants to start building their new résumé with the appropriate format worksheet handed out during class. 
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