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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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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. 
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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. 
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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: 

● Highlights steady career growth. 

● Showcases a consistent work history. 

● Ideal for applicants with a strong and stable employment background. 

● 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: 

● Balances skills and achievements with a chronological work history. 

● Allows customization based on the job requirements. 

● Offers a comprehensive overview of your qualifications. 

● 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: 

● Customized to match the job description and requirements. 

● Highlights specific qualifications and achievements relevant to the role. 

● Demonstrates a strong fit for the position and employer. 
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● Best Suited For: Candidates applying for specific roles where tailoring the resume to the 

job description is essential for standing out. 

 

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. 

http://www.bessiegreen.org/

