Tutorial:  Writing a Résumé
Even if an application form is provided, attaching your résumé is impressive and useful.  Because your experience changes constantly, your résumé needs frequent revision.  Two factors require you to revise your résumé:

1. Additional experience or education

2. Emphasis on certain skills and abilities for a certain job 

The details you emphasize in your résumé should suit the specific job.  Your abilities, skills, and values are “you”, but certain jobs require you to use certain skills.  Thus, your résumé is best revised to fit the application.  You would not likely send the same résumé to a bakery and to a service station.  A baker wants to see your experience in Food Studies classes and catering; a mechanic wants to see you in Automotives courses and in your garage rebuilding that ’58 Chevy.  

When writing your résumé, you may choose from two styles: chronological or functional.  

A chronological résumé clearly highlights the applicant’s jobs, including length of each.  However, any gaps in work history are also emphasized.  The gaps for someone in school may be easily explained, but once in the workforce, periods of unemployment are suspect.   Some employers may doubt the stability of an applicant.  An explanation of gaps would be expected during an interview.

The functional résumé lists skills and abilities without emphasizing when and where they were used.  Students often find this format more difficult than a chronological résumé, but employers honour it quite highly because it tells them so much more about the applicant.  The ‘snapshot’ is much more useful to the employer.

Sample Résumés
Comparing the two sample résumés will show you the advantage of the functional résumé in showing more of your skills and abilities.  

· The chronological résumé shows that Susan has had experience at four locations.

· The functional résumé identifies her work-related skills, her people-related skills, and her personal attributes, all of which will tell a prospective employer of her suitability for a job in community health services.

Sample Chronological Résumé 





Sample Functional Résumé


The student looking for a first job may feel that he/she has no skills.  Such is not so!   Volunteer work, responsibilities at home, paper routes, baby sitting, assisting at a relative’s home or business, assisting grandparents, and other such activities have helped you to develop some useful skills.  Your challenge is to identify these.  Consider your responsibilities and you will be able to identify your skills.  Then, you can present yourself as a worthy employee.

The following is a sample of how such skills may appear in a student’s functional résumé:

Susan Cummings


5555 - 55 Street


BARRWEST, ALBERTA  T9N 1Z2


(780) 123-4567





OBJECTIVE:  part-time employment in community health services





WORK HISTORY:


Sept 02 to Present:	YOUR NEIGHBOUR INN, Barrwest, Alberta


Part-Time			Supervisor: Tom Clancy 	


				Waitress, temporary D.J.


		Duties:  served customers, ran till, disc jockey


July - Aug 02:	 	BARRWEST IGA, Barrwest, Alberta


Temporary,			Supervisor: Joe Bush


Full-time			Courtesy Clerk


				Duties: assisted customers, ran till, packed groceries


	Reason for leaving:  personality conflict with supervisor


July-Aug 01:		THE GREEN APPLE, Westbarr, Alberta


Part-Time			Supervisor: Elsie Welsey


				Stock Personnel and Sales Clerk 


	Duties:  assisted customers, ran till, restocked shelves/ and displays


				Reason for leaving:  Returned to school


Oct - Dec 00:  		SAM’S STORE LTD., Barrwest, Alberta,


Part-Time			Supervisor:  John Henry 


				Stock Personnel/Sales Clerk


	Duties:  stocked shelves, helped with renovations, set up displays, assisted customers


				Reason for leaving:  seasonal employment





Education:  		SAM SNEAD HIGH SCHOOL, Barrwest, Alberta


				Completed Grade 10, June 2001	


				Special Courses:  Food Studies, Health Services, Art, French, CALM	, Building Construction, Automotives





Interests:			softball, basketball, badminton, piano, jazz dancing, reading





Achievements:	first place in piano recitals, gold/silver medals for dancing, trophies/medals for softball (silver in Provincials, 2001)





Summary:


	•	I have done volunteer work at ball tournaments and church. I speak French fluently, get along well with people, and am punctual. I am a hard-working, dedicated and responsible person.  


	•	I wish to pursue my interest in a career in community health.





Susan Cummings


5555 - 55 Street


BARRWEST, ALBERTA  T9N 1Z2


(780) 123-4567





OBJECTIVE:  part-time employment in community health services





Work-Related Skills:	


		•  	memorized codes to run till efficiently at BARRWEST IGA, Barrwest, Alberta, July - Aug 02, temporary, full-time


		•  	learned store lay-out quickly to direct customers to desired goods, restock shelves, set up displays at THE GREEN APPLE, Westbarr, Alberta July-Aug 01, part-time	


		• 	improved mechanical ability in helping with renovations at SAM’S STORE LTD., Barrwest, Alberta, Oct - Dec 00, part- time	





People-Related Skills:	


		•  	communicated clearly in serving public, offering suggestions and satisfying complaints during volunteer and work situations


		•	maintained friendliness in welcoming and serving other players, fans, and shoppers


		•	developed appropriate social skills while assisting coaches and participants at sports events and while serving customers and working as temporary D.J. at YOUR NEIGHBOUR INN, Barrwest, Alberta, from Sept 02 to present, part-time			





Personal Attributes:	


		•	sports-minded and sociable, volunteering/playing at tournaments (softball, basketball, badminton), won trophies/medals for softball (silver in Provincials, 2001)


		•	musical, receiving first place in piano recitals and gold and silver medals in jazz dancing


		•	bilingual (French-English)


		•	co-operative and punctual


		•	hard working, dedicated and responsible


 


Education:  Sam Snead High School


			Barrwest, Alberta


			Completed Grade 10, June 2001


				•	Honours in Health Services


			•	Special Courses:  Food Studies, Art, French, CALM, Automotives, Building Construction


		Enrolled in Grade 11, 2002-03





Work-Related Skills:	


operate farm equipment on parents’ mixed farm


assist in care of cattle and hogs 


responsible for rotational grazing program


assist with repair and rebuilding of equipment


service engines and equipment	





People-Related Skills:	


supervise younger siblings in parents’ absence


communicate clearly in various roles in 4-H club and youth group


friendly and efficient while purchasing materials for farm and home


developed appropriate social skills while assisting at community events		





Personal Attributes:	


hard-working, dedicated and responsible 


sports-minded and sociable


musical, receiving first place in piano recitals


bilingual (Ukrainian-English)


co-operative and punctual








