
How to write a winning resume: 
Think of your resume as your first introduction to a potential employer. It is their first 
impression of you. Make sure that your resume is free from errors and typos and makes a 
positive statement about you to the employer. 

Why write a resume? 
 The purpose of the resume is to effectively communicate your value, in writing, to a potential employer 

using an easy to follow format 
 The purpose of the resume in NOT to get you a job, but to help you get a job interview and provide you 

with the opportunity to further explain your skill set 
 Resume writing in an art not a science, and should be tailored for the job to which you are applying 

Your first decision will be to choose an appropriate 
resume format. There are three formats for 
resumes: chronological, functional, and combination.  

Chronological Resume Format 
This is the traditional style resume that lists your 
professional experience chronologically, starting 
with your most recent position. The majority of 
resumes are written in this format, and  is also the 
format most employers are accustomed to seeing.  

This style is effective in the following cases:  

 You have professional and related experience  

 You can demonstrate measurable results  - for 
example, "Marketed departmental events, 
resulting in 50% increase in attendance" 

 You've held impressive job titles, and/or have 
worked for big-name employers 

Functional Resume Format 
The functional resume format summarizes your 
professional "functions" or experience and avoids or 
minimizes your employment history. Keep this in 
mind that since employers are used to seeing 
reverse chronological resumes, make sure you have 
a definite reason for selecting a functional resume 
format.  

This format is often used in the following instances: 

 Newcomers  

 You don’t have any work experience but want to 
highlight your transferable work skills 

 You want to emphasize skills that you have that 
haven't been used in recent work experiences 

Combination Resume Format 
The combination resume utilizes the best 
components of the reverse chronological and 
functional styles. More recently, the combination 
resume has included accomplishments under each 
position or function, rather than simply outlining 
duties and responsibilities. This style allows for 
flexibility in designing a resume. Again, since 
employers are used to a reverse chronological 
format. 

Consider this style when:  

 Each position you held involved a different job 
description. 

 You have held internships or volunteer positions 
that directly relate to field of interest. 

 Newcomers 

 Recent graduates who don't have a lot of 
professional experience in their field, but DO have 
relevant coursework or training 

 Older workers or returning employees after an 
absence from the workforce since it minimizes 
dates 

 Career changers, since it outlines transferable 
work skills 

Remember that you decide which will work best for 
you. Take some time and pick the one that will best 
show off what you have to offer an employer!  

You can also talk with an Employment Consultant 
to get some advice as to what is best for your 
personal situation.  



Resume Sections: 
Resume’s are typically divided into sections: header, summary of qualifications, experience and skills, 
education 

Header: 
The header on your resume will be how you 
brand yourself to employers since it is what 
they will see first. It should include your 
contact information as well as the title of the 
position for which you will be applying. Your 
header should be included not only in your 
resume but also in your cover letter and list of 
references.  

YOUR NAME  
 
Title of the position applying for     
     

Street Address 
City, Province, Postal Code 

(555) 555-5555 
E-mail Address  

Experience and Skills 
What jobs are you going to include?  

 Any job you’ve held in the last 10 years 

 Include positions from earlier in your career that are relevant to the role you are applying for 

 Leave off jobs held during grade school (if a high school graduate) or high school (if a college or 
professional school graduate). You should include these positions if they directly relate to the position for 
which you are applying.  

 You don't have to list every job you've held, as long as there aren't large gaps in your work history as 
shown on your resume  

 

How to describe your tasks and duties? 

Look for ways to make your explanation concise. Highlight skills and achievements, providing enough details 
to support your premise.  

SUMMARY OF QUALIFICATIONS 

 Number of years’ experience in the field or line of work 

 Relevant credentials or training or education 
 Languages 

 Computer skills 

 An accomplishment that directly relates to the job objective 

 A quality or characteristic of yours that supports this goal 
 Another accomplishment or another characteristic 

Sometimes it is easier 
to create these 
statements AFTER you 
work on the main part 
of your resume 

Summary of Qualifications  
This is the part of your resume that encompasses your skills, abilities, professional expertise and what 
makes you the most suitable for the positon. It is important that you target your summary to the specific 
needs of each employer. You can do this by closely reading the qualifications requested on a specific job 
advertisement and then designing your summary to match those desired skill sets.  

KEYWORDS: When searching for potential candidates employers seek resumes with the greatest 

number of “hits on keywords.” These keywords vary but usually they are words that describe your skills or 
qualifications – for example: handled, developed, managed or accomplished. The closer the keywords in a 
resume are to those in the job description, the better your chances are of being selected for a job 
interview. 



Experience and Skills: 
You should use action words at the start of each statement in the work experience section. A verb expresses 
achievements or actions that a person does in a concise, persuasive manner. Since concise writing is easier 
for readers to understand, it is more reader-centered. Since reader-centered writing is generally more 
persuasive, action words are more convincing. 

For Functional Resumes: 
 List 2-3 major skill sets that apply to your 

desired position 
 State examples of work you have done to 

show how you learned/applied these skills 
 Try to include at least one “hard/technical” 

skill 

 

 
For chronological resumes: 
 List your previous jobs, starting with the most recent  
 Include a brief description of your duties and accomplishments 
 Use verbs (action words)  
 Be sure to include what you did, for whom, how you did it, and the result of your action 
 Use quantifiers when possible (numbers/statistics) 

Education:  
In this section you should include your highest level of formal education and any other training that is 
relevant to your desired position.  
For example: 
 
 

RELATED SKILLS: 
Customer Service 
• Greeted customers in a friendly, sincere and courteous manner 
• Asked questions to discover customer needs 
• Talked to customers about food and took orders 
  

Administration 
• Took customer cash and credit payments for purchases 
• Kept records of all cash and credit payments 
• Balanced  cash register using the POS system at the end of  day 

WORK EXPERIENCE: 
Administrative Assistant             2015-2017 
ABC Inc., Ottawa, Ontario    
• Prepared, corrected and formatted documents such as letters, proposals, spreadsheets and PowerPoints 
• Organized and set up conference calls, video conferences, meetings and catering 
• Arranged the scheduling, invitations and confirmations of meetings and booked appropriate boardrooms 
• Ensured the supply of office stationary and meeting room supplies was maintained at all times and ordered     
   additional supplies when necessary 
• Responded to email and telephone queries and directed clients to the appropriate individual 
• Welcomed guests and clients and guided to appropriate meetings offering directions and assistance when needed 
• Assisted in daily administrative duties and tasks: answered phone and took messages, photocopied, scanned and  
   filed documents 

Resume Sections con’t: 

EXAMPLE 

EXAMPLE 

Administrative Assistant Diploma                 2015 
Algonquin College, Ottawa, Ontario  

Final thoughts on resume writing: 
Remember when writing a resume that you want to keep it simple and professional. You don’t 
need to share your complete life story, you want to share only the relevant experience and 
training that will get you the job! … and don’t forget to proof read, proof read, proof read! 


