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The Resume and Cover Letter 
 
The resume and cover  le t ter  is  used as a tool to ass ist  job seekers in showing an 
employer  that  they are in terested in a part icu lar  pos i t ion and company.   
The most  important part  of  applying for  a job is  the resume and cover let ter .  This  is  
the f i rs t  th ing a potent ial  employer  sees and i t  should show al l  accompl ishments , 
sk i l ls ,  and exper iences in  re lat ion to a job target or  targets .  Planning, rewri t ing and 
keeping the informat ion updated and current accompl ish th is.  

 

The Resume: 

 
Since the resume is  used as a se l l ing tool out l in ing your sk i l ls  and exper iences so an 
employer  can see, at  a quick  glance i f  you have the necessary sk i l ls  to be shor t- l is ted 
for  an in terv iew .  Your resume is  a fa i lure i f  the employer  does not  instant ly come to 
the conc lus ion that  you "have what i t  takes."  So the resume must  be wr i t ten wel l .  
 
Ef fect ive resumes should be focused on a spec if ic  job and out l ine the employer 's  
stated job requirements for  the pos it ion. The more you know about the dut ies and 
sk i l ls  required for  the job, the more ef fect ive the resume.  
 
Before you star t  the resume there are 5 rules  that must  be remembered: be conc ise,  
c lear ,  complete, spec if ic  and accurate. The resume should inc lude at  least  the 
fol lowing 7 areas of  an ind iv idual ’s  background. 

 

1. Job Object ive: 

 
•  This is  the job that you are interested in  applying for ,  acknowledge i t  in the 

cover  le t ter  as  wel l  as  the star t  of  the resume.  

 
2. Personal Information: 

 
This informat ion is  found on the top of  the resume and should inc lude: 
 

•  Name 

•  Address 

•  Posta l Code 

•  Telephone Number(s)-  home and cel l  

•  E-mai l  address 

 
3. Education: 

 
This sect ion should be found r ight af ter  the job object ive or  a br ief  exper ience 
summary.  The fo l lowing informat ion should be inc luded: 

•  Names and addresses of  schools  attended 

•  Descr ibe areas of  special izat ion (e.g. Business) 

•  Dip lomas, cert i f icates  and degrees that have been atta ined. 

•  Inc lude addi t ional educat ion (e.g.  Cont inu ing educat ion or occupat ional  
t ra in ing) 

 

4. Work Exper ience: 
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This sect ion should inc lude a l l  work /employment exper ience. The fol lowing 
informat ion is  required: 

•  A l l  fu l l  t ime and part  t ime work   

•  A lways s tar t ing wi th the most  recent  employment 

•  Ind icate the pos it ion t i t le  and the dut ies that were performed whi le  in the 
pos i t ion 

•  Inc lude any results  that  may have been achieved in  the pos i t ion (e.g. Top sales  
person) 

•  Try and use act ion words such as managed, produced, implemented,  etc.  

 
5. Volunteer Work /  Activit ies: 

 
Al l  addit ional  exper ience that a person has part ic ipated in  should be inc luded in  
th is  sect ion: 

•  Volunteer work  

•  Organizat ions or c lubs  

•  Inc lude a l l  spec ia l  t ra in ing that has been achieved (e.g. F irs t  a id)  

 
6. Personal Interest:  

 
•  L is t  a l l  interests  that  may be d irec t ly re lated to the job 

•  Other  in teres ts or  hobbies  that  expose the employer to  in teres ts outs ide of  
work . 

 
7. References: 

 
•  Do not provide references on the resume, have them on a separate sheet  and 

have them avai lab le i f  be ing requested by the employer 

•  There should be at least two people of  reference. Ensure that  the contact  
informat ion is  current .  

•  Ideal ly the references should of  a  present  or  past Manager or  Supervisor.  I f  th is  
is  not  avai lab le past employees, f r iends or  teachers/ instruc tors  may be used. 

 

Types of Resumes 

 
Chronological Resume 

 
Informat ion is  presented in  a s truc tured and t imel ine method. The most recent  work  or  
educat ional exper ience is  l is ted f i rs t ,  fol lowed by the next  most recent.  This format  
works best for  people who have had no gaps in  employment and are wel l  on their  way 
up their  career  ladder .  This is the most  common type of  resume .  I t  demonstrates  
how you have made progress through your employment h istory.   
 

This type of resume is best if  you have demonstrated experience within a 
specif ic  f ield. I t  highlights the posit ions you have held and the companies for 
which you have worked. 
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Advantage: Disadvantage: 

•  Most widely used resume format 

•  Easy to scan chronologica l  resumes 

•  Provides a stra ightforward h istory of  your 
work  exper iences 

•  Can demonstrate a lack  of  work    
   exper ience 

•  Can show gaps in employment   
   h is tory 
 

 

Funct ional Resume 
 
Informat ion is  grouped by work  exper ience and sk i l ls  by sk i l l  area or job funct ion f i rs t .  
This type of  resume points out  your sk i l ls  over your specif ic  employment h istory by 
showing the work  exper ience that is  most impor tant to  your  career  object ive.  The 
funct ional  resume can be used to min imize employment gaps.  
 
This type of resume may work best  for f i rst  t ime job seekers,  those reentering 
the workforce after a long break from employment,  or those changing careers. 

 
Advantage: Disadvantage: 

•  Provides a f lex ib le approach 

•  De-emphas izes lack  of  exper ience in a 
f ie ld 

•  Can be used to min imize employment  
gaps 

•  Emphas is on re levant  sk i l ls  instead of  
pos i t ion t i t les 

•  Employers may expect  the 
chronological  format 

 
 
Combinat ion Resume 

 
Informat ion is  merged us ing the chronologica l and funct ional s tyles .  Knowledge,  sk i l ls  
and abi l i t ies  gained f rom work  is  presented in a reverse-chronologica l order .  
 

Advantage Disadvantage 

•  Provides employers wi th the expected 
chronological  format   

•  Highl ights  your  sk i l ls  

•  Can be repet i t ious  i f  s im ilar  funct ions 
or sk i l ls  are ut i l ized in  d if ferent 
pos i t ions. 

•  Longer than the chronologica l  and 
funct ional  formats 

 

 

 

 

 

 


