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Whatis a functionalresume?
A functionalresume focuseson yourskillsand experience, ratherthan on
yourchronologicalwork history.
It sused mostby:
% People who are changing careers
s People who have gapsin theremployment history or frequent job
changes
s People who have had little orno workexperience

Hard Skills vs. soft skills
Functionalresumes highlight yourhard skills and your so ft skills.

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

X/
L X4

Machine operation (ie. CNC Machine operation)

*» Computerprotocols (ie. MS Office Suite)

Safety standards (ie. ISO 2000, 5S)
Fnancialprocedures (ie. Bookkeeping, Accounting)
s Salesadmimistration

DS

7 X/
L XA X g

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

< PersonalQualitie s — re sponsibility, sociability, se lf-mana gement,
honesty, 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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Relevant Experience
Tip:

Trying to rememberallthe great
skills you mastered at yourlast

job? Google “NOC Codes” and

When compiling yourrelevant experience
section, you should include both “hard skills”

and “soft skills.” . .
search the title of your position
) (ie.cashier) t wilprovide you
Example I with a list ofalltasksthat
Retail

someone in that positionsdoes.
This willnot only help jog your
memory butcan help you with
wording!

e 3yearsexperience in a retail
environment

e Used diplomacyand assertiveness to
resolve a wide range ofcustomer
questionsand concerns

e Consistently provided unparalleled customerservice by persevering to meet
orexceed customerexpectations

e Operated cashregisterand performed electronic transactionsincluding
debittransactionsand credit card payments

Example 2:
Welding
e Read and interpreted sketchesand welding process specifications
e Operated manualand semi-automatic welding equipment to fuse metal
segmentsusing MIG, TIG, and Arc welding
e Operated metalshaping machinessuch asbrakes,shearsand other
straightening and bending machines
e Operated gasand Arc welding machinesto fabricate and repairmetalparts
e Worked with a wide variety of metalsincluding steel, aluminium, stainle ss steel
and brass

Example 3:
Interpersonal
e Reputation fordeveloping and maintaining positive rapport with co-workers,
supervisors and customers
e Patientand competentatdealing with sensitive people and delicate
situa tions
e Able torelate comfortablyand effectively to people atalllevelsand from
diverse backgrounds

Example 4:
Organizational
e [Effectively managesand prioritizes tasksin a fast-paced envronment with
criticaldeadlnes, meeting and exceeding company objectives
e Usesexcellenttime-managementand multi-tasking skillsin coordinating the
completion of complex ta sks
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Sample Headings for Your Functional Resume:

Sample Hard Skills Sample Soft Skills

Se curity Communication

Serving Crea tivity

Shipping & Receiving Customerand Employee Relations
So ftwa re Design

Workplace Health & Sa fety Fle xib ility

Accounting / Bookkeeping Ihformation Management
Prep-Cook Interpersonal

Administra tive Interviewing

Assembly Leadership

Presentations Multi-ta sking

Budgeting Negotiation

Business Development Networking

Calbration & Instrumentation Numeracy

Clinica 1l Skills (Health Care) Organizational
Computer Patient Care

Construction Performance Recognition
Cooking Personaldevelopment
Quality Assurance & Inspection Problem-Solving / Troubleshooting
CustomerService / Retail Public Relations/ Promotional
GeneralOffice / Clerical Salesand Marketing
Hardware Special Events Planning
Production Scheduling Special Projects Planning
Health and Safety Sup e rvision

Intemet/ Web Teamwork

Inventory Control Time Management
[andscaping Training

Logistics Management

Materials Management

Media-Relations

Operations Management

Personnel Mana gement

Tp:Create a “master” resume document—a documentthathasallyourskilsets
listed. This helps when you are applying fora job that requires spe cific skills — just
cut and paste the sectionsinto yourresume and you have a customized resume
readyto go!
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Employment History

Date Formats

When.... Use... (example)
You’ve worked ata company forseveralyears 2003-2007
You’ve worked ata company forseveralmonths in one 2007
year(ie.June 2007 —September2007)

You’ve worked ata company forseveralmonths overtwo 2007-2008
years(ie. September2007-January 2008)

You’ve worked ata company forseveralyearsand are stil 2005 — Pre sent
working there

You’ve started yourcurrent job thisyear Pre sent

Note: Neveruse monthson yourresume

Here are some examplesofhow to format yourprioremployment positionsin a
combination or functionalresume.

Customer Service Representative 2005-Pre sent
ABC Corporation Itd., Brockville, ON

[andscaping [abourer 2003-2007
ABC landscaping Company Broc kville, ON
Assistant Manager 123 Fashions (Broc kville, ON) 2002
Volunteer Work

Use the same format forvolunteerworkasyou did forpaid workexperience.
Hint: If you helped atan event (i.e.a Charity Hockey Game) and you can’t thinkof
a propertitle forwhat you did, try “Events Assistant.”

Canvasser 2005-Pre sent
Canadian Aid for Chemobyl Brockville, ON

Events Assistant 2003-2007
Riverfe st Children’s Te nt Broc kville, ON
Assistant Coach 123 Junior Hockey Team (Brockville, ON) 2002

Tip: Don’tundervalue experience from volunteerwork! It tells a
potentialemployera lotabout yourcharacterand work ethic.
Educat Think care fully aboutincluding any volunteer work forre ligious

orpoliticalgroups--employersmaynotagree with your vie ws.
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Here are some hintsasto whatto include in thissection:

¢ Formaleducation,including high school, Tip: When you have
college, university, trade school(hint: don’t completed a
include public school) diploma/degree over

¢ Anytradescertifications,example: severalyears, in the date
Canadian Welding Bureau Red Seal section only list the

¢ Anyindividualcoursesthat you took for graduating year.
personalorprofessionaldevelopment —ie.

MS Word 2007, Introductory Sign language,
Woodworking 101

¢ Anysafetytraining you have received —ie. WHMIS, Fall Protections, Confined
Spacestraining, Transportation of Dangerous Goods

¢ Anyspeciallicencesyou possess—ie. forklift icence, AZlicence

Samples:

W.H.M.LS. Certtificate 2008
Employment & Education Centre, Brockville, ON

Ontario Secondary SchoolDiploma 2007
Thousand Islands Secondary School Broc kville, ON
Conversational French 1 St. [awrence College (Brockville, ON) 2002

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
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 still ta ste 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!

Resume Style

It’sup to you, but here are some guidelnes:
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Yourrésumé should be on eitherstandard plain white, off-white or very light
grey 8 '2x11”paper

NEVER write yourresume by hand

Use the same font style and size asyourcoverletter.

Single-space yourrésumé, keeping double space between sections

Bold you name atthe top,and repeat yourname in the headerofthe
second page,ifyou have a second page (ie.Jane Smith,pg. 2)

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

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

Dos And Don’ts of Résumé Writing

v

From:

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. (Just
be sure thatifyou saythatyou’re bilingual, that you’re readyto do yourjob
interview in French!)

Do list allthe computerprograms you know

Do have someone you trust proofread yourrésumé forspellng mistakesand
grammar

Do use professionalwording; forexample, “child care provider” soundsbetter
than “baby-sitter”

Do send a clean,neat,and tidy résumé

Don’t list yourdate of birth oryoursocialinsurance numberorreferences
Don’tsend a résumé thathasbeen photocopiesso many timesthatitisblumry
orcrooked on the page.Printa fresh copythathasbeenupdated with your
latest skillsand experience

Don’teverlie, mislead, orinflate youractualskillsorexperience

Don’toverdo fonts, boldface,underlining oritalics

Don’t squish yourresume onto one page ifyou have enough to filla second
page.

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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Functional Resume Worksheet o .
ip: Only list an
emailaddressif

Name: you check it 2x

Addre ss: ormore a day!

Phone: Ema il &

Tip: t’soften easierto complete thissection last. Rememberto
use a combination ofhard skills and soft skills!

Highlights

Relevant Experience

Area One:
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Area Two:

Area Three:

Area Four:

Tip: Add more pagesasnecessaryto create your “master”’ resume —your
document willall your skills sets listed. Typically, you’llonly include 3-4
sectionson a finalresume fora given position.
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Employment History

Most Recent or Current Job:

Tip: See the samplesin the resume guide
forexampleson how to format your
experience and how to format dates.

Position Title :

Company/Organization:

Location (City, Province):

Dates (Years):

Next Most Recent Job:
Position Title :

Company/Organization:

Location (City, Province):

Dates (Years):

Ne xt Most Recent Job:
Position Title :

Company/Organization:

Location (City, Province):

Dates (Years):

Ne xt Most Recent Job:
Position Title :

Company/Organization:

Location (City, Province):

Dates (Years):

The Employment + Education Centre
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Volunteer Experience

Tip: See the samplesin the resume guide for
exampleson how to format yourexperience
and how to formatdates.

Most Recent or Current Volunteer Ac tivity:

Position Title :

Company/Organization:

Location (City, Province):

Dates (Years):

Ne xt Most Recent Volunteer Ac tivity:

Position Title :

Company/Organization:

Location (City, Province):

Dates (Years):

Ne xt Most Recent Volunteer Ac tivity:

Position Title :

Company/Organization:

Location (City, Province):

Dates (Years):

Ne xt Most Recent Volunteer Ac tivity:

Position Title :

Company/Organization:

Location (City, Province):

Dates (Years):

Education & Training

Tip: See the guide forinformation on
whatto include in this section
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Most Recent Training

Diploma/Degree/Certificate/ Training:

Ye a rs:

School:

Iocation:

Ne xt Most Recent Training

Diploma/Degree/Certificate/ Training:

Ye ars:

School

Iocation:

Ne xt Most Recent Training

Diploma/Degree/Certificate/ Training:

Ye ars:

School

Iocation:

Ne xt Most Recent Training

Diploma/Degree/Certificate/ Training:

Ye a rs:

School:

Iocation:

John Smith

The Employment + Education Centre
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123 Smith Street? Athens, ON, K6V 6S62 (613)555-55552 john.smith@emailcom

Highlights

More than 5 years experience in customer service

People -oriented personality with strong customer service skills

Demonstrated ability to work well individually and as part of a team
Self-motivated with strong organizational and time -management skills
Thrives in a fast -faced and challenging work environment

Self-motivated, confident in making independent decisions, and dependable
Thorough knowledge of office procedures with excellent computer skills and
accurate keyboarding abilities (minimum of 61 words per minute)

a

A A A a A

Relevant Experience

Administra tive
- Created documents forinter-office and externaluse including brochures,
flyers, memos, letters and faxes
Maintained filing systems, both electronic and paper, tracking suppliers
and customersefficientlyand accurately
Designed informationalbrochures, postersand displays using Microso ft
Publisherand Adobe Photoshop

Communications
* Prepared written cormrespondence including memos, letters, faxes,
electronic mailand advertisementcopy
Proven ability to write clearly, concisely, and professiona ly
Participated in severalcommunications classes in university

Computers
Wortking knowledge ofvariousapplicationsincluding word processing
(Word; Word Perfect), spreadsheets (Excel; Quattro Pro), presentation
graphics (PowerPoint), web browsers (ntemet Explorer; Netscape);
introductory computing (VisualBasic 4.0) and graphicssoftware (Corel
Draw)

Customer Service
Resolved a wide range ofcustomerproblems,applying diplomacy and
assertivenessto deliverydelays, ordererrors, credits, product retums and
watrranty issue s
Proven skills in persevering to meetorexceed customerexpectations

The Employment + Education Centre Page 13 Of 14



EMPLOYMENT +
EDUCATION CENTRE

EVERFORWARD

Work Experience

Technical Support Representative
ABC Corporation, Broc kville, Onta rio

Bilingual Customer Service Representative
DEF Limite d, Brockville, Onta rio

Sales Associate
GHIClothing Cooperative, Brockville, Onta rio

Counter Person
Jim Bob’s Donuts, Broc kville, Onta rio

Volunteer Experience

Events Co-ordinator, 30 Hour FaAmine
Broc kville, Onta rio

Canvasser,Canadian Aid for Chemobyl
Broc kville, Onta rio

Ticket Salesperson, United Wayofleedsand Grenville

Broc kville, Onta rio

Education & Training

WHMIS Ce rtific a te

Employment & Education Centre, Broc kville, Onta rio

Early Childhood Education Diploma
St.Lawrence College, Brockville, Onta rio

Ontario Secondary School Diploma

Broc kville Colle gia te Institute, Broc kville, Onta rio

The Employment + Education Centre

John Smith, pg 2

2005-Pre sent

2001-2005

2000-2001

1997-2000

2006

2004-Pre sent

2003

2007

2005

2001
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