Inspira by Bessie Green Tips on Resume Editing

These resume formats offer versatility, allowing you to select the one that best fits your
personal style and professional background. Whether you're embarking on your first "big
adult" job or navigating your path as a young professional, these styles can adapt to showcase
your unique qualifications effectively. The key lies in knowing how to present yourself
authentically. For any inquiries, please reach out to us at info@inspiranj.org. We're here to
help you succeed in your career journey. Remember to follow us on social media for any
updates!

Chronological Resume:

This format lists your work experience in reverse chronological order, highlighting your most
recent jobs first. It's great for demonstrating a clear career progression.
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Functional Resume:

This format emphasizes your skills and accomplishments rather than focusing on your work
history. It's useful if you have gaps in your employment or if your work experience isn't directly
relevant to the job.
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Skills Summary

A few sentences or bullet points ksting the most relevant hard skills and soft skills relatad to the
pasitian far which youfre apolying.

Professional Accomplishments
Majar Skill 1
¢ More detall about the skoll and how it relates to the job applicaticn
o Examples of prejects or situations that utihzed this skill
s Measurable results and accomplishments that back up wour ability
Major Skill 2
o More detall about the skl and how it relates to the job application
e Examples of prejects, measurable results, and accomplishments
Maor Skill 3

o More detsil about the skil and how it relates o the job applicaticn
o Examples of projects, measurable results, and accomplishments

Work History

Position 1, Campany, Data Started - Date Ended
Pasition 2, Company, Oate Started - Date Ended
Position 3, Company, Date Started - Date Ended
Education

Degree, Schoal, Years
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Combination/Hybrid Resume:

This format combines elements of both chronological and functional resumes. It highlights your
skills and achievements while also providing a chronological work history.

Harper Kent Gity, State Zip * (555) 3551234
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Ky Skill - Bricf descripeion of the dall and how you usc it
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Key
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Skill - Inchade hard dills thae show off domsia knowledg: ind cxpertiee
Skill - Inchude people and takerx snageesent dkills that dhow you know how w lexd s mam

Job Tivke (MMAYYYY) Presenc
When wrinng your expesience secoon for 4 manapement position, be sure 1 fooms on the s you managed aed che
casotmes Sy were sbile o siiove. Taflor pors sovsne by focusdeg on Gl and scoonmpadencre thal relae o the od
descriprice, mther chas sitaply Fatieg vour day-eo duy duticn

Company 3, Locstion

Job Tuele (MM/YYYY){MM/YYYY)

!nn#shgnn:nt’mé:hvﬂh ok s axd lah eathes thas dutien. Remember, “datian

il accomplishren s sl * 'locuumwmwﬂmd!.nmﬁw [Action verb] [beief explazacion of
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Company 2, Locasion
Job Tieke (MM/YYYY){MM/YYYY)

Kaep pour senrences short end 1o the pont. 1'hes will male it easier for 3 rcnainer oc hinng seanager 1o read oc skim. For
your moss recent podsions, seally play ud pous mansprsens dells Sowr cider postions will give you 48 oppormuniny e
delve deeper 000 your secheion] coowhow and haed &ells

Company 1, Locasion
Job Tedde (MM/YYYY){ MMAYYYY)

Racruinen lhe 50 see the are of your carcer. Make sure yous sexeae convers how yout ibilties have < df
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the experience & cracial, pou can 50 go inoe frwer detads 0a older posizions.

Education and Certifications

®  Degroe, Gradsation Year (YYYY)
College Name. Lacacion

o Lisadduond b d or el lewd
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Targeted Resume:

This type of resume is tailored specifically for the job you're applying to. It focuses on skills and
experiences relevant to the position, showcasing your fit for the role.

YOUR NAME

123 Your Address, City. State 12345
1300000 20000 200KK
yonremail@goaloom
(Undgue adfective, Hke “Spirined”j{ Vour job tide] with [# of yoars] of experience [vour mosr impressie, fob-
specific accomplisiement). Skilied at [your relevart skiils]. Looking to {relevant berefit you Tl provide the
compary] 0% o (Target Job Tire] ar [Compuny Name).

PROFESSIONAL EXPERIENCE

COMPANY NAME City, State
Job Title Montk: Yoar-Prosent

o [Action verb)lyour most relevant achievement or an example of a job-specific skill]

+  [Action werb]{your next mast reievant achicvement or an example of a job-specific skill]
= |Active verbjiyour pext most relevant achievement or un example of i job-specific skill|
= |Activn verb}{your rext most relevant achievemnent or an example of a job-specific skill|

COMPANY NAME City, State
Job Title Manth Year-Month Year
+  [Action verb}{your most rel achi oran ple of a jobspecfic skill
*  |Active verb)]your next most rel t achs orun ple of a job-specific skill]
+  [Action verb}{yonr nexr mast reievant achicvement or an example of a job-specific skill]
+  [Action verh}your nexr mast relevant achi o an ple of a job-spesific skill]

EDUCATION
SCHOOL NAME City, State
Degree or Diptoma Title Graduation Month Year

Latin Homors and/or GPA

ADDITIONAL SKILLS

o Jon-spocific skill £1
Job-specific skall #2
Job-specific skill #3
Job spectfic skill #3
Job-spectfic skill #5
Job-gpocific skill #6
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Remember:

Chronological Resume: This format presents your work experience in reverse chronological
order, starting with your most recent job and working backward. It emphasizes a clear career
progression over time.

Key Features:
e Highlights steady career growth.
e Showecases a consistent work history.
e Ideal for applicants with a strong and stable employment background.
e Best Suited For: Individuals with a linear career path or those seeking to highlight a

strong work history.

Functional Resume: The functional resume emphasizes your skills, accomplishments, and
qualifications rather than focusing on your chronological work history. It's beneficial for
showcasing relevant skills and abilities, especially when your work experience isn't directly
related to the job you're applying for.

Key Features:

Highlights skills and achievements rather than job titles and dates.

Useful for applicants with employment gaps or career changes.

Focuses on transferable skills applicable to the desired position.

Best Suited For: Candidates with diverse experiences, career changers, or those with
employment gaps.

Combination/Hybrid Resume: This format combines elements of both chronological and
functional resumes. It showcases your skills and accomplishments while also providing a
chronological work history section. It offers the flexibility to highlight relevant skills and
experiences while demonstrating career progression.

Key Features:
e Balances skills and achievements with a chronological work history.
e Allows customization based on the job requirements.
e Offers a comprehensive overview of your qualifications.
e Best Suited For: Applicants looking to highlight both their skills and work history,

especially when transitioning between industries or showcasing diverse experiences.

Targeted Resume: A targeted resume is tailored specifically for the job you're applying to. It
focuses on highlighting skills, experiences, and accomplishments relevant to the position,
showcasing your alignment with the job requirements and employer's needs.

Key Features:

e Customized to match the job description and requirements.
e Highlights specific qualifications and achievements relevant to the role.
e Demonstrates a strong fit for the position and employer.
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e Best Suited For: Candidates applying for specific roles where tailoring the re
job description is essential for standing out.

&
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Each resume format serves different purposes and is tailored to meet the unique needs of the
job, career goals, experiences, and the requirements of the positions. Choosing the right format
can significantly impact how effectively you present your qualifications and secure opportunities
in your desired field.
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