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Key Elements of a good Resume
Resumes will certainly vary depending on whether you’re a recent graduate, changing careers, or looking 
to move up in leadership. But no matter what your level of experience is, or what industry you’re in, 
experts say the following are the core components of a resume.

Personal Information 

This is where you provide your basic contact information, in case the employer would like to contact you. 
This section should include your full name, current home address, telephone number and email address.

Objective 

An indicator to employers to see your intentions. This is a brief and concise one sentence summary that 
shows your goal for your job search. It should be related to the specific position to which you are applying 
and highlight the skills that you employ to best meet the job. 

Education 

Employers would like to see what kind of past education you have received and is important to see whether 
you are qualified to meet the job. It should include the name of the school you attended, city and state, 
the degree/diploma received, enrolment date to graduation date and optionally, relevant courses to the job 
you are applying for.

Certifications and Training

Depending on the job you are applying for you may need to include a certifications and training section. 
Include the date received and the title of the certification/training. Note that this should not be included in 
education and should be its own section. 

Work and Related Experience

This is one of the most important elements of the resume, because it shows employers whether or not you 
have had the experience in the industry or have sufficient knowledge that can help you learn if and once 
you get the job. It should include title of position, company/organization, city/state, dates, and a brief list 
of the duties. 

Volunteerism

Some companies/organizations may want to know whether or not you are engaged in your community or 
have a strong social responsibility. This section is similar to the work and related experience and should 
include the title of position, company/organization, city/state, dates, and a brief list of duties. 
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Other Optional Elements of a Resume
Skills 

You can add a section to your resume that showcases your key skills that you think would benefit the 
application. Avoid listing too many and aim to put 5-6 skills that you have mastered. 

Awards and Honors 

If you have won or been awarded recognition you can include a section that highlights your honors. 
Include the name of the award, who awarded it to you, and the date that it was awarded. 

Types of Resumes
Chronological Resume 

Chronological resumes are designed to display your education, employment and volunteer experience by 
date and should be listed in reverse chronological order (most recent first). Chronological resumes are most 
effective when they can display an extended work history in a specific field without gaps in employment.

If you answer yes to any of these:
•	 Have gaps in your work history.
•	 Are reentering the workforce.
•	 Have frequently changed jobs.
•	 Are looking to transition into new careers.
•	 Don’t exactly fit the mold of what recruiters are looking for in the positions they want.

You should create a functional resume.

Functional Resume 

Functional resumes are designed to focus on skills and abilities obtained through education, employment 
and volunteer experience without specifying where and when you acquired them. Functional resumes are 
most effective when entering a field for the first time (students and graduates with little experience), making 
a drastic career change or when employment gaps may be a concern.

Hybrid Resume 

Hybrid Resumes are a combination of the chronological and functional resumes. The focal point is your 
skills summary and should be included at the top of the page. The skills summary lists skills relevant to the 
job and validates them by providing examples of past achievements and professional experience in bullet 
points.
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Examples
This is an example of a chronological resume that showcases education, work experience and other 
related experiences. Notice that the most recent jobs are put at the top and the order follows a reverse 
chronological order. 
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This is an example of a functional resume. The first two-thirds of the resume contains relevant skills to the 
job. Chris explains the skills he has mastered and highlights them at the end in the Skills Summary section. 
He then devotes a small portion to his work experience. Note that the spotlight on functional resumes are 
the skills and not the work experience. 
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Hybrid resumes provide the skills near the beginning, followed by work experience after to justify the skills 
section of the resume. 


