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What is a Resume and what content should it include? 

 

A résumé is a document that summarizes your education, experiences, and competencies. It 

is designed to introduce you to an employer and highlight your qualifications for a specific 

job or type of work. 

 Résumés are focused on non-academic work with an emphasis on related 

competencies (skills, knowledge and attributes) 

 Résumés aim to summarize key information 

 Résumés are generally 1 to 2 pages maximum 

 

What is the purpose of a resume? 

 

A résumé on its own won’t get you a job—its purpose is to encourage an employer to 

consider you for an interview.  

 

You can use a résumé in a number of different situations: 

 

 Applying for work 

 Networking with potential employers 

 Applying for graduate school, co-op programs, internships, scholarships, etc. 

 

What are the common resume formats? 

 

There are three commonly used résumé formats to help you highlight your most relevant 

information: 

 Chronological 

 Functional 

 Combination (functional and chronological) 

 

What distinguishes these formats from one another is how your competencies and 

accomplishments are presented in the document. Competencies are described in ways that 

are: 

Observable 

Measurable 

Linked to the workplace, academic environment and other life experiences 

Transferable 

Based on performance 
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Type 1:   Chronological resume 

 

The chronological resume is the most common type of resume format. Your experiences are 

listed in reverse chronological order, and a description of your accomplishments and 

competencies are listed directly under each position of your employment history. 

 

**Using this format is useful if your most recent experience is closely related to your career 

goal or when your experiences show a pattern of growth and responsibility over time. 

 

Advantages: 

 It gives a clear profile of each separate experience 

 It’s the format preferred by most employers 

 Its relatively easy to write 

 

Disadvantages: 

 Information is organized in a specific order rather than as it relates to your career 

goal 

 If you have held similar positions, your resume may sound repetitive 

 

Type 2:   Functional resume 

 

The functional resume is organized so that your competencies are separated from your 

chronological education and work history and they are organized into groups by thematic 

areas (such as communication, leadership, research, etc.). This resume style is useful when 

you are making a career shift, or when your most recent experiences are not related to your 

career goal. 

 

Advantages: 

 You can emphasize your skills most related to your career goals 

 You can group your competencies and skills together to showcase what you have to 

offer, especially when you don’t have recent work experience 

 

Disadvantages: 

 This resume style takes more work to create a good functional resume. 

 Employers may not be able to identify which competencies/skills you used in which 

experience. 
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Type 3:  Combination resume 

 

As the name suggests, the combination resume format combines the functional and 

chronological format. It includes a competencies/skills section and also descriptive 

information under each position you have held. 

 

Advantages: 

 Your competencies are organized in an order that best relates to your career goal 

 Employers have information about your responsibilities and accomplishments in 

each of your positions. 

 

Disadvantages: 

 This is the most complex format to put together 

 It can become repetitive 

 It can be difficult to keep to two pages. 

 

 

Can you have a “general, one-size fits all resume”? 

 

An effective resume that can fit all jobs is not possible. Different jobs require you to 

highlight different aspects of your experience. It is important to have a master resume that 

you can tailor for each job you apply to, but you should tweak each resume to match the 

skills outlined for each job. 

 

An employer needs to see quickly and clearly how your background meets his or her needs 

for the particular work of a position. 

 

A resume will change over time. It is important to keep it up-to-date and spend the 

necessary time to create a quality, professional document—remember, your resume is 

about you, but not for you! 

 

 

What content should you include in your resume? 

 

Resumes are organized into sections that describe your education, work and/or volunteer 

experiences, competencies, etc.   

 

A general rule is to make sure that your most relevant information is towards the top of the 

resume.  Another common practice is to list your experiences in reverse chronological 

order, so your most recent information is at the top of each section. 
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Employers rarely read a resume from beginning to end, spending 10-20 seconds making 

the initial assessment. 

 

Required Information 

 

 Personal Contact Information: this forms the header of your resume and includes 

your name, address, phone numbers and email. Make sure you have a professional 

email address and voicemail message. 

 

 Education: this is a list of your educational credentials in reverse chronological order. 

For each credential, include the name of the degree/diploma/certificate, the institution 

and the year of completion for each of your credentials. 

 

**Once you have a university/college credential, it is common practice to remove your 

high school diploma from you resume. However, if you have a unique high school 

experience that links to your career goal, you may want to include it. 

 

 Work experience: this is a list of your work experiences in reverse chronological order. 

For each work experience include the position title, the name and location of the 

organization and the star and end dates for each of your experiences. 

 

Depending on where you are in your career, you may want to edit your work history to 

include certain experiences. It is common to only go back ten years unless you have a 

good reason to include earlier positions. 

 

 Competencies: competencies/accomplishments need to be embedded throughout 

different sections of your resume but presented in the context of your work and 

educational experiences.  

 

 References: Your references are 3-4 people who know you, general from a work or 

educational setting, and who are willing to be contacted by a potential employer in 

order to comment on your contributions, personal quality and work ethic. Typically, 

references are former or current supervisors, professors/instructors and coaches. ** 

references must not include family or relatives. For each reference include: 

 Name, position title, organizational affiliation, location, phone number and email 

address. 

 Always ask permission to use a reference first. 

 Let them know about the kind of work you are applying for. 
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 If possible, give them a copy of your resume and keep them updated on your work 

search progress. 

 

Optional Information 

 

 Objective: this is a brief statement at the beginning of your resume that focuses on 

how you can contribute to your field of practice and/or what your career goal is. 

 

 Professional profile/summary/Highlight of Qualifications: this is a brief and very 

useful section at the beginning of your resume that includes four to six statements 

highlighting your key competencies and strengths. 

 

 Volunteer experience/community involvement: Celebrate your volunteer 

experience and format it as you would your paid work. 

 

 Professional memberships or affiliations: These are the professional associations 

you are a member of or informal professional groups in which you participate. 

 

 Additional training/Professional development: These are courses or training 

programs you have taken in addition to your formal education. 

 

 Professional credentials/licenses: These are the qualifications or credentials 

provided by professional groups following a training program or testing process 

(Class 5 Driver’s License, CPR/First Aid Training). 

 

 Interests: This is a brief statement at the end of your resume that lists interests, 

hobbies or activities** If you have interests that directly relate to your career goal 

and/or would support you as a candidate, it is appropriate to include interests on 

your resume. 

 

What not to include: 

 

Information including photos. Birth dates, social insurance numbers, marital status and 

number of children are not to be included on your resume. 
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Targeted Resume Introductions 

 

Resume introductions are optional but helpful in telling an employer the best reasons why 

they should consider you for a position. 

 

You can choose from the following types of resume introductions: 

 

Option 1:   Career Objective 

 

A career objective is usually one sentence that states what your career goal is and why you 

should be considered for it. 

 

Examples: 

 

To secure a challenging position in a reputable organization to expand my learnings, 

knowledge, and skills. 

 

Secure a responsible career opportunity to fully utilize my training and skills, while making a 

significant contribution to the success of the company. 

 

Seeking an entry-level position to begin my career in a high-level professional environment. 

 

To secure employment with a reputable company, where I can utilize my skills and business 

studies background to the maximum. 

 

Seeking a challenging career with an MNC. 

 

A highly organized and hard-working individual looking for a responsible position to gain 

practical experience. 

 
Source:  

Naukri Official Blog. (2019). Career Objective Samples. Retrieved from: https://www.naukri.com/blog/career-
objective-or-resume-objective-samples/  

 

Option 2: Highlights of Qualifications or Summary of Qualifications 

 

This section includes bullet points introducing the 5-7 best reasons you should be 

considered for a position.  

 

 

https://www.naukri.com/blog/career-objective-or-resume-objective-samples/
https://www.naukri.com/blog/career-objective-or-resume-objective-samples/
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EXAMPLE: 

 
Highlights of Qualifications: 

 Two years of successful experience organizing and implementing events which motivate others to become 
engaged participants in international development and change 

 Solid academic background in international development, and well developed research skills (particularly in 
quantitative and qualitative data collection analysis) 

 Friendly and outgoing with exceptional ability to communicate and resolve conflicts; fluent in verbal and 
written English, Spanish, Hindi, Urdu and Gujarati 

 Possess an unconditional commitment to the work of social justice and enjoys collaborating with others 
in multicultural, multidisciplinary teams 

 

Source:  

York University. (2019). Targeted Resume Introductions and Accomplishments. Retrieved from: 

http://careers.yorku.ca/files/2019/01/Targeted-Resume-Introduction-and-Academic-
Achievements.pdf 
 

 

Option 3:  Profile or Summary or Executive Summary 

 

A profile is written in phrases that describe who you are and what you have to offer an 

employer. The length is no more than 4-6 lines of text. 

 

EXAMPLES: 

 

Innovative, results-oriented, “hands-on”, senior financial leader with 15 years’ experience working at 

leading universities. Proven track-record in streamlining processes and improving efficiencies, 

resulting in increased revenue. 

 

Writing Accomplishment Statements 

 

Regardless of which resume format you choose, you will need to write out statements that describe 

the competencies you’ve developed and demonstrated throughout your education, related 

experience, volunteer experience, extracurricular activities and interests.  

 

It is important to use clear and concise language, not be vague. Employers typically spend 10-20 

seconds scanning resumes—write your statements clearly and carefully. 

 

Don’t be vague—statements like “I’m experienced in sales”, “I wrote reports”, “I provided 
customer service”, or “I was responsible for handling complaints” could be used by anyone. 
Instead, give specific examples and give context for your statements. 
 
 

http://careers.yorku.ca/files/2019/01/Targeted-Resume-Introduction-and-Academic-Achievements.pdf
http://careers.yorku.ca/files/2019/01/Targeted-Resume-Introduction-and-Academic-Achievements.pdf
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EXAMPLES: 
 
Communication  
 
Listened effectively to an average of 40 technical support customers a day to better understand 
their needs and successfully implement solutions.  
 
Research and Analysis  
 
Synthesized findings from 12 research studies on organic blueberry farming to identify best 
agricultural practices and prepare information sheet distributed to berry farmers in British 
Columbia.  
 
Project and Task Management  
 
Used customized project management software to coordinate the recruitment and training of 32 
new employees over a six-month period.  
 
Teamwork  
 
Collaborated effectively on a cross-functional team of five individuals in the daily operation of a 
small, independent insurance agency.  
 
Customer Service  
 
Built customer relationships and satisfaction through acquiring strong paint product knowledge, 
having an interest in the proposed use for the products and providing helpful tips and 
recommendations. 
 
Source:  
University of Victoria. (2019). How to Express your Competencies. Retrieved from: 
https://www.uvic.ca/coopandcareer/assets/docs/student-
docs/competencies/How_to_express_your_competencies_infosheet.pdf 

 

TIPS for writing accomplishment statements 

 

 Begin each bullet with a strong action verb; Do not start a bullet with “responsible for”- that 

does not say what you accomplished 

 Avoid personal pronouns such as “I”, “my”, “me”, etc. 

 Draw connections between past experiences and skills required in the role you are applying 

for. Be explicit and show how past achievements relate to the position. 

 Rank your bullets from most important to least important. 

 Use the SAR framework below to create your accomplishment statements 

 

https://www.uvic.ca/coopandcareer/assets/docs/student-docs/competencies/How_to_express_your_competencies_infosheet.pdf
https://www.uvic.ca/coopandcareer/assets/docs/student-docs/competencies/How_to_express_your_competencies_infosheet.pdf
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SAR Format-  ( Situation- Action- Result) 

 

Situation-  What did you do or how did you do it? 

Action- Tell the reader what you did – use action verbs 

Result- what was the result or impact of what you did? 

 

Here are two possible formulas for writing accomplishment statements using the SAR formula: 

 
 

Action Verb What you did/How you did it Result 

Reorganized the filing system for over 10,000 tax 
documents using a simplified colour 
coding system 

which saved time for administrative 
staff at the end of every month. 

Facilitated a dynamic 2 hour presentation on 
‘Applying to Graduate and Law 
School’ at an Academic Advising 
Session 

and was commended by professor for 
‘speaking confidently’ throughout 
session 

 

Action Verb Result or Skill What you did/How you did it 

Promoted from Order Clerk to Shift Co-ordinator 
within 8 months 

based on the avid interest I took in my 
team members and environment and 
my inspired suggestions for 
improving efficiency and morale 

Demonstrated ability to successfully build 
relationships with customers 

by greeting them warmly, listening 
carefully to clarify needs and 
recommending the right products 

 

Source: York University. (2019). Targeted Resume Introductions and Accomplishments. Retrieved from: 

http://careers.yorku.ca/files/2019/01/Targeted-Resume-Introduction-and-Academic-Achievements.pdf 

 

 

  

http://careers.yorku.ca/files/2019/01/Targeted-Resume-Introduction-and-Academic-Achievements.pdf


 

12 
 

 

Action Verb Lists 
Source: University of Victoria. (2011). Action Verb List. Retrieved from: 

https://www.uvic.ca/coopandcareer/assets/docs/student-docs/curriculum-material/apply-for-

jobs/Action_verb_list_infosheet.pdf 

https://www.uvic.ca/coopandcareer/assets/docs/student-docs/curriculum-material/apply-for-jobs/Action_verb_list_infosheet.pdf
https://www.uvic.ca/coopandcareer/assets/docs/student-docs/curriculum-material/apply-for-jobs/Action_verb_list_infosheet.pdf
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Transferrable Skills 
 

Résumés can help us highlight our skills and knowledge by using effective 

Accomplishment/Competency Statements. We use these statements to highlight “Job-related skills” 

 

You not only have “job-related skills”, but you have “Transferrable skills too!”  Transferrable skills 

may be developed from paid or unpaid work, volunteering, parenting or through hobbies 
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References 

 

References are the people you know from a work, volunteer or educational setting who can 

comment on your skills, personal qualities and work ethic to a prospective employer. 

 

You should provide 3-4 references on your resume. 

 

Who can be a reference? 

 Former or present supervisors 

 Professors, teaching assistants, teachers, instructors 

 Coaches, volunteer supervisors, mentors 

 Colleagues who can speak to your abilities 

 

References should not be: 

 Relatives 

 Friends 

 

Always ask permission to use someone as a reference. You may also want to ask them what 

they would say about you if they had to do a reference check. 

 

What to include in your reference list? 

 

For each reference, include their name, title, organization, phone number, email address 

and locations. It is also good to indicate you relationship to them. 
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Skill Headings for Functional Resume Template 

 

**For those using a Functional Resume format, you will have a skills section to describe the 

key accomplishments related to those skills. Here are some skill headings: 

 
Source: 

University of Minnesota. (2019). Skills Headings to use in a functional resume. Retrieved from: 

https://my.pba.edu/ICS/icsfs/Skill_Headings_for_Functional_Resumes.pdf?target=6bb31810-98de-4aa6-b226-
a45967b9a018 

https://my.pba.edu/ICS/icsfs/Skill_Headings_for_Functional_Resumes.pdf?target=6bb31810-98de-4aa6-b226-a45967b9a018
https://my.pba.edu/ICS/icsfs/Skill_Headings_for_Functional_Resumes.pdf?target=6bb31810-98de-4aa6-b226-a45967b9a018
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How to Deconstruct a Job Posting 
 

The best way to understand a job is to deconstruct a job posting. 
 

Print the job posting. Use a highlighter to mark required qualifications and required skills 

and abilities. Write down how you meet each criteria. Use this content to help you build 

your resume. 

 
Source: University of Victoria. (2019). Deconstruct a Job Posting Worksheet. Retrieved from: 

https://www.uvic.ca/coopandcareer/assets/docs/student-docs/curriculum-material/apply-for-jobs/job-
postings/Deconstruct_a_job_posting_worksheet.pdf  

https://www.uvic.ca/coopandcareer/assets/docs/student-docs/curriculum-material/apply-for-jobs/job-postings/Deconstruct_a_job_posting_worksheet.pdf
https://www.uvic.ca/coopandcareer/assets/docs/student-docs/curriculum-material/apply-for-jobs/job-postings/Deconstruct_a_job_posting_worksheet.pdf
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