
Types of Résumés 
In general, there are two basic résumé styles: 
chronological and functional. Some people prefer to 
combine the two styles into what is often referred to as a 
hybrid style.

Chronological Style 

This format is the most common and represents the more 
traditional type of résumé. In a chronological résumé, 
work history and education are described with dates in 
reverse chronological order, with the most recent 
experiences appearing first. This style is most often used 
to demonstrate career progression by showing positions 
of increased responsibility or preparation. 

Functional Style

Using various categories, the functional résumé highlights 
an individual’s skills and accomplishments. This style 
allows the opportunity to accentuate transferable skills 
and puts less emphasis on the previous jobs held or on 
academic preparation. A functional résumé may be more 
relevant if you are changing roles. It can also be used for 
those individuals who may be seeking employment in 
non-traditional roles or outside of the health care sector. 
The functional résumé allows you to highlight your skills 
related to the qualifications the employer is looking for. 

Hybrid Style 

The hybrid résumé combines the strengths of 
chronological and functional résumés. It emphasizes 
career continuity as in the chronological style, but it also 
highlights the themes of expertise and accomplishments 
as reflected in the functional style. 
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Résumé Tips

Career 
Directions



Creating Your Résumé 
This section describes what information to include under 
each of the potential headings in a chronological résumé. 
Remember that these are guidelines; you can tailor 
specific sections to meet your individual needs or the 
needs of the particular position.

Contact Information. Name, Designations, Address, 
Phone, E-mail. 

Career Objective or a Career Summary. A career 
objective is a concise statement of what you are looking 
for. For example, “A leadership position with a community 
organization making a focused, strategic difference in 
chronic illness management”. A career summary is used 
to create a strong positive impression by summarizing 
strengths, accomplishments, expertise, and career 
interests. 

Education. Degrees, diplomas, certificates granted, name 
and location of institution and date.

Honours and Awards. From your workplace, academic 
institution, or professional association.

Work Experience. The information in this section should 
reflect your career progression by describing your 
ongoing contributions and accomplishments. 

Professional Development. Only include professional 
development activities relevant to the position for which 
you are applying, and label this section, “Selected 
Professional Development Activities.”

Professional Memberships and Affiliations. Include any 
offices or leadership positions you have held. 

Publications and Presentations. If you have numerous 
publications, provide the most recent and relevant ones 
(the past 7 years is considered appropriate). As a co-
author or a member of a research team, you are entitled 
to be cited as a contributor on any publication. 

Community/Volunteer Experience. Include experiences 
that are relevant to the type of work you are seeking. It is 
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useful to include volunteer experience that has provided 
you with skills you may not have developed in your paid 
work. 

References. It is not desirable to include the names of 
references on your résumé, although they are commonly 
included. Just like everything else in your résumé, you 
want your references to be relevant to the position and 
the organization. If the employer requires references 
before the interview, you can include them in writing. 

The Job Search and Application Process 
Using Today’s Technology

In the past decade, technology has changed the way we 
search for and apply for positions. Organizations and 
even different positions within organizations may have 
differing requirements for a job application. Some may 
require submission of information via email.  Some may 
require submission via an online form or a third party 
recruitment site.  Some may expect cover letters and 
others may require completion of a series of filtering 
questions based on the job requirement.

Most positions expect the applicant to submit a résumé 
electronically.  When submitting a résumé electronically 
pay close attention to the format that the organization 
requests. If you submit the wrong format at best it 
appears that you cannot follow instruction or at worst 
they will not be able to open your résumé.  Some 
positions may require your resume to be submitted in a 
“plain text” format so ensure that your resume looks good 
in multiple formats.

Also, pay close attention to the keywords that you use on 
your résumé.  Many organizations use programs that 
automatically scan documents. For any given skill or 
attribute many different words can be used to describe 
the same thing.  Ensure that the language you use in your 
résumé  is consistent with what they are expecting. Check 
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the positions posting for keywords and review the 
organizations website, annual report and other 
documents available to you for guidance around key 
words and concepts. Remember though, only identify 
skills and attributes that you have, and don’t embellish 
your résumé with things that you don’t.
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