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Whatis a chronologicalresume?
A chronologicalresume presents your work history in re ve rse -
chronologicalorder, starting with yourcurrent position and working back.
It isused mostby:
% Those with stable, solid careerprogression through one or,at most
two fields. (i.e.you’ve alwaysworked in retailland customerservice,
just with different companies)

Section One: Highlights of Qualifications

A chronologicalresume begins with a “highlights of qualifica tions” section.
It’sessentially a summary of yourskills, education and experience. Most
employersspentabout 15 secondslooking ata resume before they
decide ifit goesin the ‘maybe’ pile orthe ‘toss’ pile. A strong highlights
section wilencourage an employerto read on. Thissummary willinclude
both “hard skills” and “so ft skills”

“Hard skills” are technicaloradministrative proceduresrelated to an
organization’score business. They are skillsthatare easyto observe,
quantify and measure. Some examplesofhard skills:

% Machine operation (ie. CNC Machine operation)

% Computerprotocols (ie. MS Office Suite)

% Safety standards (ie.ISO 2000, 5S)

¢ Financialprocedures (ie. Bookkeeping, Accounting)
% Salesadmimistration

Soft skills re ferto the clusterofpersonality traits, socialgraces, facility with
language, personalhabits, friendliness and optimism that markpeople to
varying degrees. Some examples ofsoft skills:

* PersonalQua litie s — re sponsibility, socia bility, se lf-management,
hone sty, work ethic

% Interpersonal—teamwork, teaching, customerservice, leadership,
working with culturaldive rsity

Tip: Having trouble identifying your skills? Ask someone who
knows you well(ie.a good friend, yourspouse,a co-worker)
to help youcreate a list. Youremploymentcounsellorcan
also give you a hand.
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Section Two: Employment Experience

The next section in yourchronologicalresume wilbe your Employment
Experience. Here isa sample ofhow a job is formatted:

Cashier/Counter Clerk, Subway Bro c kville 2006-2007

Took customers’ordersand prepared therbeveragesand goods
Prepared sandwichesto customerspecifications

Received payment for food tems purchased and operated cash
re gister

Cleared and cleaned tables from restaurant

Replenished condimentsand othersuppliesattablesand in serving
areas

Date Formatin a Chronological Resume

When.... Use... (example)

You’ve worked ata company forseveralyears 2003-2007

You’ve worked ata company forseveralmonthsin one 2007

year(ie.June 2007 —September2007)

You’ve worked ata company forseveralmonthsovertwo 2007-2008

years (ie. September2007-January 2008)

You’ve worked ata company forseveralyearsand are still 2005 — Pre sent

working there

You’ve started yourcurrent job thisyear Present
Tp:

Trying to rememberallthe great skills you mastered at
yourlast job? Google “NOC Codes” and search the
title of your position (i.e. cashier) It wilprovide you with
a listofalltasksthat someone in those positionsdoes.
This willnot only help jog yourmemory butcan help
you with wording!

Section Three: Volunteer Experience
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Use the same format forvolunteerworkas forpaid workexperience.

Hint: If you helped atan event (ie.a Charity Hockey Game) and you
can’tthinkofa propertitle forwhat you did, try “Events Assistant.”

Example:
Events Assistant 2003-2007
Riverfe st Chidren’s Te nt Brockville, ON

i Supervised chidren’s gamesand activities, ncluding: bouncy castle,
face painting and balloonrace
i Assisted in set-up and clean up ofevent

Tip: Don’tundervalue experience from volunteerwork! It tellsa potentialemployera lot

forreligiousorpolticalgroups--employersmaynotagree with your views.

about yourcharacterand work ethic. Thinkcarefullyabout ncluding any volunteer work

Section Four: Education and Training

Here are some hintsasto whatto include in thissection:
¢ Formaleducation,including high school, college, university, trade school (hint:
don’tinclude public school)

¢ Anytradescertifications,example:
Canadian Welding Bureau Red Seal Tip When you have completed a

¢ Anyindividualcoursesthatyou took for Fllploma/degree. overseyeralyears,
personalorprofessionaldevelopment —ie. in the da.te section only list the
MS Word 2007, ntroductory Sign language, graduating year.

Woodworking 101
¢ Anysafetytraining you have received —ie. WHMIS, Fall Protections, Confined
Spacestraining, Transportation of Dangerous Goods
¢ Anyspeciallicensesyou possess—ie. forklift license, AZlicense

Example

Ontario Secondary SchoolDiploma 2007
Thousand klands Secondary School, Brockville, ON

First Aid & lLevel ‘C’ CPR 2005
St. John’s Ambulance, Brockville, ON

Formatting and Style

Once you have allyourinformation in play around with the format. Try to avoid using
a resume template wheneverpossible: An employermayreceive 100 resumes fora
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position and if95 are done using a Word template, guess whose resume will stand
out? Thisisespecially important when applying forclerical/ administrative positions —
yourresume is youropportunity to show off yourword processing skills. Use different
fonts,add borders, play with the tabs, use creative borders. Thisisalso a good
strategy when applying for “creative” positions like marketing orartsy jobs—show off
yourcreative side!Just be sure that it’s stilltaste fuland professional

Formspiration check out the Resource Centre at the Employment and Education
Centre. There are many books filled with samplesofgreatlooking resumesand cover
letters. Youremployment counsellorcan offeryou lotsoffeedbackand suggestions
to ensure that yourresume doeswhatit’ssupposed to —sellyou!

It’sup to you,but here are some guidelines:

v Yourrésumé should be on eitherstandard plain white, off-white or very light
grey 8 2x11” paper

v" NEVER write yourresume by hand

v' Use the same font style and size as yourcoverletter.

v' Be sure to spell-check yourrésumé, and have someone you trustread it over
to make sure you don’thave any spelling orgrammaticalerrors

v Ifyouare applying to a specific industry, ask someone you know who already
wortks in the industry to lookoveryourrésumé

Dos And Don’ts of Résumé Writing

v' Do list otherlanguagesyou speakifyou are going to be dealing with the

public. Candidates with more than one language are an assetto companies

and organizationsbecause theycan provide bettercustomerservice. (Justbe

sure thatifyou say that you’re bilingual, that you’re readyto do yourjob

interview in French!)

Do list allthe computerprograms you know

Do have someone proofread yourrésumé forspelling mistakesand grammar

Do use professionalwording; forexample, “child care provider” soundsbetter

than “baby-sitter”

v' Do send a clean,neat,and tidy résumé

Don’t list yourdate ofbirth oryoursocialinsurance numberorreferences

x Don’tsend a résumé thathasbeen photocopiesso many timesthatitisblurry
orcrooked on the page.Printa fresh copythathasbeenupdated with your
latest skillsand experience

x Don’teverlie, mislead, orinflate youractualskillsorexperience

x Don’toverdo fonts,boldface,underlining oritalics

x  Don’t squish yourresume onto one page if you have enough to filla second

page.

SSRNEN

x

From:
Schaefer, N. (2000). Good Job: A Young Person’s Guide to Finding, Ianding, and loving a Job. (pp. 40)
Stoddart Publishing Company Limited: Toronto
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Chronological Resume Worksheet

Name:

Address:

Phone:

Email Address:

\

Tip:Only list an emailaddressifyou checkit2xormore a day!

HIG HUUG HTS/ SKILLS Tip: lt’soften easierto complete thissection last. Rememberto
use a combination ofhard skillsand soft skills! See page 2 if
you need a refresher!

Example
e Office Administration diploma combimned with 2 years hands-on
experience asan office clerk
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EMPLO YMENT EXPERIENCE

Most Recent or Curre nt Position:

Title :

Employer:

Iocation:

Dates:

Dutie s:

Tip:

See page 3 fordetaison
whatto nclude in this section
and how to formatdates.

Ne xt Most Recent Position

Title :

Employer:

Iocation:

Dates:

Duties:
[ ]
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Ne xt Most Recent Position

Title :

Employer:

Iocation: Dates:

Dutie s:
[ ]

Least Recent Position

Title :

Employer:

Iocation: Dates:

Dutie s:
[ ]
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VO LUNTEER EXPERIENCE

Title :

Employer:

Tip:

See page 4 fordetailson
whatto include in this section
and how to formatdates.

Iocation:

Duties:
[ ]

Dates:

Title :

Employer:

Iocation:

Duties:
[ ]

Dates:

Title :

Employer:

Iocation:

Dutie s:
[ ]

Dates:

The Employment + Education Centre
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EDUCATION & TRAINING

Diploma/Degree/Certificate/ Training:

Training Provider:

Llocation: Date of Completion:

Diploma/Degree/Certificate/ Training:

Traming Provider:

Location: Date of Completion:

Diploma/Degree/Certificate/ Training:

Training Provider:

Location: Date of Completion:

Diploma/Degree/Certificate/ Training:

Traming Provider:

Llocation: Date of Completion:

Tip:
See page 4 fordetaison whatto include in this
section and how to formatdates.
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Sample Chronological Resume

ANITA JOB

123 Your Street Brockville, ON (613) 555-5555
HIG HUG HTS/ SKILLS

e OverSyears’experience providing excellent customerservice in a retailenvironment

e Demonstrated ability to wortk wellindividuallyand aspartofa team

e Experienced in operating cash registerand performing electronic commerce
transactions: trusted to count tillsand make bankdeposits

e Excellentcomputer skills, including Word, Excel, Access,and Internet Explorer

e Superiortyping skills (55 wpm) with a high percentage ofaccuracy

EMPLO YMENTEXPERIENCE

Customer Service / Cashier 2006-2008
ABC Giftware Company, Brockville, ON
e Operated cashregisterand performed electronic transactionsusing debit and
creditcard machines
e Received paymentand made change fororders
e Answered and addressed customerquestionsand concemsand assisted
customersin locating merchandise
e Setup effective displaysofstore merchandise

Sales & Customer Service Clerk 2005-2006
123 Clothing Store Itd., Brockville, ON
e Greeted customersand assisted them in locating merchandise, answering
questionsabout productsand services, and advising on productcare
e Operated cashregisterand performed electronic transactionsby gift cards,
debitand creditcards
e Stocked shelvesand hung clothing itemson racks by sizes
e Checked productshipmentsagainst shipping invoices

Sandwich Artist 2003-2005
Sandwich Corporation Inc., Brockville, ON

e Tookcustomers’ordersand prepared theirbeveragesand goods

e Prepared sandwichesto customerspecifications

e Received payment forfood itemspurchased and operated cash register

e C(Cleared and cleaned tables from restaurant

e Replenished condimentsand othersuppliesattablesand in serving areas

e Completed end-of-shift and closing paperwork, counted float, performed bank

drops
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ANITA JOB

123 Your Street Brockville, ON

VO ILUNTEER EXPERIENCE

Server

Loavesand Fishes, Brockville, ON
e Served food and beveragesto patrons
e Assisted in restaurant clean-up

Animal Assistant

OSPCA ofleedsand Grenville, Brockville, ON
e Walked and exercised dogs
e Cleaned and sanitized animalcages

Events Assistant

Broc kville Museum: March Break Camp, Brockville, ON
e Assisted in setting up and cleaning up children’s activitie s
e Supervised children’s events

EDUCATION & O THER TRAINING

Smart Serve Certificate
Employment & Education Centre, Brockville, ON

WHMIS Ce rtific a te
Brockville Colle giate Institute, Broc kville, ON

Ontario Secondary SchoolDiploma
Brockville Colle giate Institute, Broc kville, ON
i Excelled in English and athletics
i Active memberofthe BCITrackand Field Team

Service Excellence Training
ABC Giftware Company, Brockville, ON

The Employment + Education Centre
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2007-2008

2003-2005

2008

2007

2007

2006
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