
IMPERIAL VALLEY REGIONAL OCCUPATIONAL PROGRAM 
ACCESSING CAREERS THROUGH EDUCATION 

Revised 12/30/15 

CHRONOLOGICAL RESUME VS. FUNCTIONAL RESUME 
 
Chronological resumes emphasize on specific job experience. It is the most popular format used 
and liked by employers and recruiters. This type of resume usually contains an objective and/or 
career summary statement and a chronological listing (from most recent to past) of all your 
employers along with related accomplishments. 
 
When is it used? It is the most used format, and is ideal for people who have already some work 
experience. 
 
Functional resumes highlight your skills rather than your chronological work history. You'll still 
need to summarize your work history, but this is usually done at the bottom of your resume. 
 
When is it used? Ideal for people new to the workforce or coming back to the workforce after a 
long period of absence, looking to change career paths, or who are applying for a job with very 
specific requirements and characteristics in mind. 
 

How to Write a Functional Resume 
 
PART ONE 
 

Heading: At the top, write your full name, complete address (where you get your mail), 
phone number, and appropriate email. Your full name should be no more than a font size 
18. 
 

PART TWO  
 

Objective: If you are starting out getting your first job, you may have the  objective 
section in your resume. Otherwise, if you have already some work  experience, the 
objective is not necessary to include it in your resume. If you decide to include one, be 
specific and concise. Do not generalize.  
 

PART THREE   
 

Summary of Qualifications: A very important section. This should always be on the top 
of a resume. Use this section to outline all of the skills you have acquired through your 
work experience or vocational training that relate to the position you are applying. Using 
correct keywords in this section is key!  
 
Examples of skills:   Examples of abilities/strengths: 

 Telephone procedures   Committed 
 Floral designs    Willing to work hard 
 Word processing   Get along well with others 
 Child supervision   Punctual 
 
 The Summary of Qualifications section should always be tailored to what the job states in 
 the job posting under these sections: Minimum Requirements / Qualifications / Desired 
 Qualifications / Required Qualifications. 
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PART FOUR   
 

Experience: Be sure to include dates you attended, any diplomas, and degrees. You can 
also add any youth program trainings you have been involved with, technical and 
vocational trainings, and ROP courses. 
 

PART FIVE   
 

Education: Picked two or three (depending on the amount of space you have) major 
skills and under them list a few tasks you have done in the past. Also, it’s good to list 
achievements you have accomplished under those skills. 
 

PART SIX   
 

Work History: Include all paid and unpaid job positions, starting and ending dates, the 
name and location of the company or organization. Because this is a functional resume, a 
list of duties you performed at the worksite is not required to be included. 
 

PART SEVEN 
 

Awards/Achievements (if applicable): List any awards from sports or extracurricular 
activities that specially recognize you. 

 
PART EIGHT 
 

Certifications (if applicable): If you have a special certification, for example, First 
Aid/CPR certified, you may include it here. ROP certificates from a technical class (ex. 
Nursing Assistant, Medical Terminology, Welding, Law Enforcement, etc) you took also 
fall in here. If you already mentioned your ROP certificate in another section of your 
resume, DO NOT mention it here; it should  only be mentioned once in your resume. 
Remember, use any certifications that pertain to the position you’re applying. 

 
PART NINE 
 

References: If you are just starting out finding your first job and have no work/volunteer 
experience, you may include your references here. Otherwise, this  section is optional and 
is not necessary to include it in your resume. If you decide to include it, the general rule 
is to just have it this way: Available upon request. (with a period at the end). 
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Mel Ramos 
5555 Wildcat Ave. 760-588-0098 
Brawley, CA  92227 mel.ramos@email.com 
 
 

OBJECTIVE 
 Seeking a position utilizing qualification and work experience in sales, merchandise, and 
 customer service. 
 
SUMMARY OF QUALIFICATIONS 

• Possess a Bachelor’s degree 
• Service oriented and pay attentively to customers’ needs 
• Skilled in human relations and communicate well with others 

 
EXPERIENCE 
 Sales / Organization / Merchandise 

• Stamped, attached, and changed price tags on merchandise 
• Stocked shelves with new or transferred merchandise 
• Set up advertising signs and displays of merchandise on shelves, counters, or tables 

to attract customers and promote sales 
 
 Customer Service 

• Answered customers' questions about merchandise and advised customers on 
merchandise selection 

• Described merchandise and explained use, operation, and care of merchandise to 
customers 

• Recommended, selected, and helped locate merchandise based on customer needs 
and desires 

 
EDUCATION 
 Brawley High School, Brawley, CA GPA: 3.75 
 High School Diploma pending, June 2017 
  
 Imperial Valley Regional Occupational Program 
 Brawley High School, Brawley, CA 
 Law Enforcement, Certification earned, June 2017 
  
WORK HISTORY 
 Retail Sales June 20013 – Present 
 Video 2000, El Centro, CA 
  
 Sales Associate August 2010 – May 2013 
 Big 5 Sporting Goods, El Centro, CA 
 
REFERENCES 
 Available upon request.  


