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Inspira’s Tips on Resume Editing

inspirg
These resume formats offer versatility, allowing you to select the one that best fits your
personal style and professional background. Whether you're embarking on your first "big
adult” job or navigating your path as a young professional, these styles can adapt to showcase
your unique qualifications effectively. The key lies in knowing how to present yourself
authentically. For any inquiries, please reach out to us at info@inspiranj.org. We're here to
help you succeed in your career journey. Remember to follow us on social media for any
updates!

Chronological Resume:

This format lists your work experience in reverse chronological order, highlighting your most
recent jobs first. It's great for demonstrating a clear career progression.
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Functional Resume:

inspira

aNew Jersey Nonprofit

This format emphasizes your skills and accomplishments rather than focusing on your work
history. It's useful if you have gaps in your employment or if your work experience isn't directly
relevant to the job.
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Skills Summary

A few santences or bullet peints ksting the most relevant hard skills and soft skills relatad to the
pasitan far which you're apslyng:

Professional Accomplishments
Magar Skill 1
& Mara detall about tha skl and how it relates to the job applicatian
» Examples of projects or situations that utihized this skill
s Measurable results and accomplishments that back up vour abiling
Magor Bkill 2
s Mora detall about tha skl and how it relates to the job applicatian
s Exarmples of projects, measurable resolts, ard accomplishments
Fagor Skill

s More detail about tee skl and how it relates o the job applicaticn
o Examples of projects, measurable resules, and accomplishments

Work History

Pasitian 1, Campany, Data Started - Date Ended
Pasition 2, Company, Date Started - Date Ended
Pasition 3, Cormpany, Date Started - Date Ended

Education

Degres, Schoal, Years
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Combination/Hybrid Resume:
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inspira

aNew Jersey Nonprofit

This format combines elements of both chronological and functional resumes. It highlights your

skills and achievements while also providing a chronological work history.
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Education and Certificationa
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Targeted Resume: inspira

aNew Jersey Nonprofit

This type of resume is tailored specifically for the job you're applying to. It focuses on skills and
experiences relevant to the position, showcasing your fit for the role.

YOUR NAME

123 Yorur Address, Ty, Stabe 12343
3000 3000 DMK
el e L pam

[Uidgue anferthve, Nice “Spirined “[ Vo fob fide] with (¢ of pears] of sqerience [wour mosr Impresshe, fob-

specific occontplistament). Skilied of i relevorer skils!. Lookieg to fralovart borsfln vou T provicde e
comrgared o o [Torge Job Tike] ar {Company Name],

PROFESSTONAL EXPERIENCE

COMPANY NAME Cly, Stite
Tah Title Murif Yoar-Fresen?

+  [Action verbllyour most relovant aclievement of an examgle of a job-epecilic skill]

+  [ction verb)[your nex weast wedevant achicvemeist o an example of a jol-spocific kil
= |Action verbfyoar mext most rebevanl achisvemnent or an sxmmple of o job-specific skill|
= |fwtion vedd|{yoor peat most rebevinl achievemnent or an exmple of a job-specific skill]

COMPANY NAME iy, State
Tab Title Maonth Year-Month Fear

= [Action verb]yoar muss relevant achdevement or an examale of a job-speadic skill]

= |Action verb]yoar next mast relevant achisvement or an sxample of o job-specific skill|
+  [Action werbh{wonr o meast relewant achicvement oF an cxample of a job-specific skill]
+ [ Action werh}ponr newr mact relevant achicvement re an cxample of a Job-specific skil]

EDUCATION
SCHOOL NAME City, State
Dregres or Diploma Title Graduatios Month Year

Ltk Hemors aisd for P4

ADDITIONAL SKILLS

s Inb-gpocific skill £1
v Job-specific skill #2
v Job-specilic skill #3
s Iobespecific skill £2
® Iobespectfic skill £5
& Toi-spicilic skill #6

Remember:

Chronological Resume: This format presents your work experience in reverse chronological
order, starting with your most recent job and working backward. It emphasizes a clear career
progression over time.
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Key Features: ‘%/J
e Highlights steady career growth. inspira
e Showecases a consistent work history.
e Ideal for applicants with a strong and stable employment background.
e Best Suited For: Individuals with a linear career path or those seeking to highlight a

strong work history.

Functional Resume: The functional resume emphasizes your skills, accomplishments, and
qualifications rather than focusing on your chronological work history. It's beneficial for
showcasing relevant skills and abilities, especially when your work experience isn't directly
related to the job you're applying for.

Key Features:
e Highlights skills and achievements rather than job titles and dates.
e Useful for applicants with employment gaps or career changes.
e TFocuses on transferable skills applicable to the desired position.
e Best Suited For: Candidates with diverse experiences, career changers, or those with

employment gaps.

Combination/Hybrid Resume: This format combines elements of both chronological and
functional resumes. It showcases your skills and accomplishments while also providing a
chronological work history section. It offers the flexibility to highlight relevant skills and
experiences while demonstrating career progression.

Key Features:

Balances skills and achievements with a chronological work history.

Allows customization based on the job requirements.

Offers a comprehensive overview of your qualifications.

Best Suited For: Applicants looking to highlight both their skills and work history,
especially when transitioning between industries or showcasing diverse experiences.

Targeted Resume: A targeted resume is tailored specifically for the job you're applying to. It
focuses on highlighting skills, experiences, and accomplishments relevant to the position,
showcasing your alignment with the job requirements and employer's needs.

Key Features:
e Customized to match the job description and requirements.
e Highlights specific qualifications and achievements relevant to the role.
e Demonstrates a strong fit for the position and employer.
e Best Suited For: Candidates applying for specific roles where tailoring the resume to the

job description is essential for standing out.

Each resume format serves different purposes and is tailored to meet the unique needs of the
job, career goals, experiences, and the requirements of the positions. Choosing the right format
can significantly impact how effectively you present your qualifications and secure opportunities
in your desired field.
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