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Tips for Writing a Resume 
Writing a good resume is crucial in that it is the first impression that could potentially grant you 

or cost you an interview. In this handout, we have compiled a list of things that can help you 

prepare an effective resume.  

Template 

It is important to consider and select a template before preparing your resume. Before you begin, 

survey resume samples available from your industry to know which template will be best for your 

resume.  There are many great templates available online. For beginners, MS Word is a great 

option with many editable templates available. Choose the one that reflects your field in terms of 

colour and style, or would be acceptable for the kind of position you’re applying for. A carefully 

chosen template with an appropriate colour scheme serves more than being merely decorative; it 

conveys thoughtfulness and attention to detail on your part.  

Type of layout 

Another crucial step is to determine a resume layout that is well-aligned with your current 

professional situation, with what the hiring company is expecting to see in your resume, as well as 

with the kind of job you’re applying for. There are three layouts that a resume could use: 

chronological, functional, or combination. 

Chronological Resume  

A chronological resume lists your educational background, skill set, and work experience in order 

of date, with the most recent at the top. A chronological resume is particularly helpful when you 

want to showcase your vast work experience, for it creates a linear progression of your related 

experience in a favourable manner. However, a chronological resume is not a good idea when 

you’re starting your career, as there isn’t much work experience under your belt just yet. In 

addition, this layout must also be avoided if you have in your employment history, as it would only 

highlight the gaps, and might affect your application negatively.  
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Functional Resume 

A functional resume favours someone who has a gap in their employment history, has changed 

their field, or has a work history that’s not altogether relevant for the job they’re applying for. In 

short, a functional resume brings the reader’s attention to the skills and abilities of the applicant, 

rather than emphasize the timeline of their employment history. For instance, a typical functional 

resume may begin with a summary of the applicant’s qualifications followed by their skills that 

are supported with an example and/or a brief description of how those skills were acquired and 

where they were utilized.  

A sample functional resume has been given below.  
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Combination Resume 

So, what if there’s no way to avoid the gap in your employment history as the company requires 

past work experience? Or what if you actually want the hiring manager to know about the shift in 

your career? This is where a combination resume comes in. A combination resume is the best of 

both, the chronological and functional resumes, in that, it not only focuses on what skills and 

experiences you’re bringing to the company, but also accounts for your past work experience. 

Because of the recent trend in professionals changing their jobs or careers for practical or 

impassioned reasons, a combination resume is often the choice of many professionals, as it lists 

one’s skills, achievements and qualifications first, and employment history last.  

A sample combination resume is given below.  
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Grammar and Consistency 

Even a minor error that has been overlooked by you will seem like a huge glaring blot on your 

resume. For this reason, going through multiple rounds of editing and proofreading to ensure that 

your resume is error free, looks professional and is easy for the hiring manager to follow, while 

keeping its uniqueness, is pivotal. To avoid any errors in the text of your resume, always give 

yourself a day’s break before sending your application, so you can look at the resume with a fresh 

pair of eyes and detect anything amiss and rectify it. A good start is to look for type errors like 

punctuation errors, run-on or fragmented sentences, unnecessary use of the passive voice, and/or 

redundant words or phrases.  

 

Additional Tips 

 Generally speaking, it is best to use a professional and legible font like the Times New 

Roman, Arial or Calibri ranging from 10 – 12 size font.  

 Limit your resume to as few pages as possible.  

 Use headings and sub-headings consistently and sparingly, and bullets only where 

necessary, or else your resume will look crowded.  

 Finally, aim for simplicity and select a template with a palette of sophisticated colors, as 

too many vivid colors may make your resume look jarring. 

 

 

 

 


