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INTRODUCTI
ON

A resume is a document that summarizes 
your education, skills, and work 

experience

Used to obtain interviews

Required for Handshake between 
Interviewer and Interviewee



RESUME SHOWCASES

Skills

Abilities

Knowledge

Other characteristics
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SKAO PERCENTAGES



RESUME FORMATS

CHRONOLOGICAL

lists your jobs starting 
with the current or most 

recent one at the top and 
focuses on your work 

history and professional 
achievements

FUNCTIONAL

focuses on transferable 
skills and experience and 
used by career changers 
or candidates who have 

employment gaps.

COMBINATION

combines the best 
features of a 

chronological resume and
a skills-based resume. Its 

focal point is your skills 
summary



FORMAT 
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RESUME FORMAT COMPARISON
CHRONOLOG

ICAL FUNCTIONAL COMB INATIO
N

PROS

Highlights 
experience and
achievements

Easy to scan

Highlights your 
skills

Good for 
creatives with a
varied portfolio

Highlights your 
skills and 

experience

M asks gaps in 
employment.

CONS

Requires 
consistent 
formatting

Exposes gaps 
in employment

D ifficult to scan

Conceals your 
experience

Only for highly-
specialized 

professionals

Hard to format 
and organize



FEATURES OF A GOOD RESUME 

SPECIFICITY
Should be tailored to the 
specific job or industry you are
applying for

CLARITY
Should be concise, clear, and 
consistent in format and style

HIGHLIGHT
Should highlight your 
achievements and 
accomplishments, 

ERROR-PROOF
should be proofread and 
checked for errors before 
sending it to employers



EFFECTIV E B ULLET POINTS 
(WHO)

H
Ho w  did you do it?

TEAM LEADER
“I managed a team of 10 direct 
report professionals by using 
organization and time 
management that led to 90%  of 
performance feedback 
satisfaction rates.”

W
What did you do?

O
W hat was the 

o utco m e?



Format & structure
Concise, clear fonts, 

organize content, and 
consistent formatting.

Visual appeal

Use white space, add 
headings and bullet points

Customization
Customize your resume 

for each application

RECOMMENDATIONS

skills
Add a dedicated section 

for both hard and soft 
skills

Education and Certifications
Include degrees, 

certifications,  and 
academic honors.

ACTION VERBS
Designed, Supervised, 
Created, Tested, Saved



RESUME RESOURCE

https://app.rezi.ai/
Create and download 1 Free Resume

B
https://app.wonsulting.ai/login

Create and download free Resume and 
Cover

A



Do you have any questions?

paul.barnabas@ outlook.com

 @ askpaulbarnabas

THANKS!


