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Chronological Style

Key notes of a chronological style resume are:  inclusion of all education and work experience listed in reverse chronological order, often with the dates presented first, at the left hand margin.  It is now acceptable to have the dates on the right side of the page.  This style is still preferred by many employers.

Structurally, this style emphasizes gaps in your education or employment history.

Functional or Skill-Based Style

Developed in the 1960s in the United States, this style attempted to address gaps in employment by leaving dates out of the resume altogether and focusing on a skills section as opposed to an employment section.  This style was created particularly for those who have been incarcerated (jail or prison) where job seekers would have learned marketable skills while in prison, but would not want to reveal where they developed those skills.  

This style also met the needs of those who had been in hospital for extended periods of time, or for parents who stayed home to care for children, and people who did not want to reveal their age.

A lot of employers do not like or trust this resume style.
Combination Style

Most recently, the Combination Style has taken the best of the Chronological and the Skill Based resume by selecting the relevant education and experiential information (rather than including a complete history) and presenting it in reverse-chronological order, and by creating a new set of sections in addition to Experience and Education.  These new sections could be called:  PROFILE, HIGHLIGHTS, QUALIFICATIONS, STRENGTHS, or could be skill area specific:  COMPUTER SKILLS, CUSTOMER SERVICE SKILLS, TECHNICIAL SKILLS, etc.   This style allows for maximum flexibility in selecting headings that best target the job or the field in order to emphasize the experience or skills needed in the job.

Transitional Strategies
When a job seeker wants to make a transition from one field to another, they often have skills that are useful or required in both fields, but the tasks requiring those skills are different.  In a transitional resume, it is important to discuss experience in a way that highlights the skills, and puts less emphasis on the duties or responsibilities of past jobs.

For example, many young people have worked in retail or the food industry and have developed marketable skills like:  problem solving, positive communication strategies, effective teamwork skills, accuracy, time management, etc. but their tasks – cashier, stocking shelves, serving customers, inventory – are not part of the new job they are applying for.  For a person in transition, writing experience by pairing skill + task is an effective way to discuss their history in a relevant way.
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