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A resume (or curriculum vitae) is a brief summary of your abilities, education, experience, and 

skills. A successful résumé will review, summarize, and present your training, experience, and 

achievements clearly and concisely. Its main task is to convince prospective employers to 

contact you for an interview. Resumes are used for most jobs and are generally 1-2 pages. 

Curriculum vitae are used in academics and can be longer.  

  

The resume has three major purposes:  

  

1. To help you get a personal interview;  

2. To provide the employer with reference material during the interview;  

3. To serve as a reminder to the employer after the interview.  

  

Types of Resumes:   

  

1. Chronological Resume  

2. Functional Resume   

3. Combination Resume   

4. Targeted resume  

   

Chronological Resume: A chronological resume starts by listing your work history, with the 

most recent position listed first. Your jobs are listed in reverse chronological order with your  

 

easy to see what jobs you have held and when you have worked at them. This type of resume 

works well for job seekers with a strong, solid work history.  

Functional Resume: A functional resume focuses on your skills and experience, rather than on 

your chronological work history. It is used most often by people who are changing careers or 

who have gaps in their employment history. The body of a functional resume highlights your 

major skill areas. Emphasis is placed on your skills, not on work experience. Job titles, dates, 

or name of employers may be left out. However, other sections may include a job objective, 

information on education, a summary of abilities, and memberships and other work-related 

associations. You may label the section describing your skills in a variety of ways, such as:   

   Skills   

   Abilities   

   Accomplishments   



 

 

 

   Experience   

   Areas of Competence   

  

  

Combination Resume: A combination resume lists your skills and experience first. Your 

employment history is listed next. With this type of resume you can highlight the skills you 

have that are relevant to the job you are applying for, and also provide the chronological work 

history that employers prefer.  

   You have a steady and progressive employment history.  

 You are applying for a position for which the chronological resume is expected but you 

also want to highlight qualifications from earlier positions.  

 You are writing a targeted resume and need an effective way to match your skills to the 

job requirements.  

  

  

Targeted Resume: A targeted resume is a resume that is customized so that it specifically 

highlights the experience and skills you have that are relevant to the job you are applying for. I 

qualifications and experience.  

 You know the title of the position you are interested in and have a good idea of the 

qualifications that will be required for entry into this position.  

   You are applying in response to an employment 

advertisement.  

   You are applying to a specific company.  

 You have several different specific career objectives and want a different resume for each 

one.  

Resume Structure: The resume structure is important in more than one way. The ideal resume 

structure gives the resume a professional outlook while displaying a career-oriented attitude of 

the applicant. Also it influences the flow of the resume and thereby affecting its readability. 

Hence, constructing your resume perfectly will improve your chances of gaining that important 

interview call. Each applicant decides on the structure of the resume as per his strengths, 

capacities and the expectations of his prospective employer and hence, every resume tends to 

differ from the other.   

A resume is divided in three sections: 1. Introduction 2. Primary Section 3. Secondary  

Section   



 

 

 

1. Introduction:   

As the name suggests this section introduces the document to the employer. It includes only two 

sub sections namely header and objectives.   

Header: This includes name and contact details of the applicants. The document opens up with 

these details. Highlight your name in bold form in an eye catching way. Do not use numbering 

or bullets to write information like address, email id or telephone number.   

Objectives: The objective holds the ambitions and career plans of the applicant. The employer 

tries to figure out the candidate's potentials, his expectations from the job and how he plans to 

shape up his own career with this job. The objective should be so well written that it interests 

the employer in knowing more about your credentials.   

2. Primary Section:   

This is the most important part of the resume. The employer spends maximum time reading this 

section and thus the contents, the look and the flow of this section has to be perfect. Adopt the 

reverse chronology for all the subsections. Ideally, the experience section should get more 

prominence and therefore should come first. Nevertheless applicants can put forth educational 

qualification section prior if they wish to stress on it more.   

Experience: This section includes your work history with details like your designation, where 

you worked, the total work duration and the responsibilities you handled during your working 

period. Using bullet format and action words is a good way of emphasizing the work done by 

you within the responsibilities section. Elaborate this section wisely to bring out the best of your 

capacities.   

Educational Qualifications: This includes the qualifications gained by you. This section should 

also include the name of the awarding body, year of passing and the grades scored so that the 

employer has better understanding of your qualifications.   

Certifications: This section includes the skills and abilities acquired by attending courses, 

internships, workshops or training sessions etc. Certifications help you understand your area of 

work better by teaching you more whereas the licenses give you the authority to perform that 

particular work.   

Achievements: This includes the awards and the accolades won by the applicant during his 

course of work or studies. Include a maximum of 4 achievements to avoid making it look 

immodest.   

3. Secondary Section   



 

 

 

Personal Details: These details help the employer in knowing you better beyond your 

professional status. It includes family background, marital status, age, hobbies etc. In reality, 

these details do not matter to the employer.   

References: This includes the name and contact details of people you have worked with or 

studied under the guidance of. However, the practice of writing references is slowly thinning 

down and concluded in only one sentence, 'available upon request.' The references should 

always come last in the resume.   

Resume Presentation  

General editing and proofreading: A fresh eye can spot any mistakes you may have missed, and 

another reviewer may also notice when there is a better way of saying something, a clearer way 

to make a point. Many a time resumes are rejected by employers for misspellings.  

Resume Parsing Services:  Computer programs, if any, actually 

filter through resumes utilizing key words to choose resumes that have a set percentage of and 

/ or match the key words.  

Key words from the job posting: Since a Parsing Service may be utilized, it is useful to include 

actual wording from the job posting within your resume.   

Titles are important: Be sure that the job titles on your resume match the job position for which 

you are applying.  

: Your resume will probably not make it past  

the Parsing Service if you put your contact information, etc. as a header or footer. Using a page 

header or footer on your resume is a good way not to get noticed.  

Legible and attractive: Stay with the traditional Times New Roman, Verdana, Arial, or Courier 

The font size for the content could be between 11 and 12 points, and for headers could be 

between 12 and 14. Anything smaller is difficult for some people to read; a  

The content should be in black, however for the sake of highlighting  

headers, one can used dark gray, and a deep navy blue color too. As for weight and size, with 

the computer you are able to call attention to words that highlight important elements  

including your name and contact information  by sparingly using bold, italic and larger type 

for emphasis.  

Creative white space: Much as with effective print advertising, a relatively simple, uncluttered 

look best projects your message. In most all cases there is elegance in simplicity, to make your 

unique qualities stand out on the printed page.  



 

 

 

Final formatting: Always check the job posting requirements to be sure you are submitting your 

resume in the preferred format. Whether you submit your resume as an email attachment, inline 

in an email, or hard copy via postal mail or fax, it is important to send it in a format that is 

simple for the receiving end to use.  

Preferred file format for email attachments: Check to see what attachment format, if any, is 

listed. The most commonly preferred format is Microsoft Word.  

 As the file name (save as name) of your resume, use your name and  

the position for which you are applying.   

Summary: By conveying your truth in creating both the look and content of your resume, your 

unique skills will make it to the desk of the employer. Hopefully the interview will be the next 

step.  

Cover Letter  

The cover letter will give splendid look to your resume. The letter basically consists of a request 

or you can say self-recommendation on the basis of what work experience you have garnered 

and how and why do you think the recruiter or employer should give you preference over other 

candidates applying for the same post. Cover letters are short and should have the post applied 

for, written clearly and also from where you have come to know of the vacant position in that 

particular organization.   

It is best to personalize the letter for maximum impact on the reader, whoever it be, whether a 

recruiting agency or the employer directly. You have to give factual statements of your 

achievements if that is your plus point. Else, you could mention what you think of the company 

that is making you apply for working with them and how do you think it would benefit you as 

well as the company with the mutual association. We anticipate that furnished information 

regarding the cover letter will be useful for you in creating a cover letter for your resume in an 

efficient way.   

 A cover letter mainly consists of three paragraphs. The three  

paragraphs should be written separately. Each paragraph has its own importance. These three 

paragraphs are written in a way that you can inform about yourself, and request the employer 

for an interview. The three paragraphs should be precise but very clear and impressive. A cover 

letter should not be too descriptive, that the employer gets bored reading it. You just need to 

mention the skills in a short and an impressive manner to get an interview call, and thus your 

purpose gets solved.   



 

 

 

  

Cover Letter Sample:   

Your Name  

Your Address with city, state, pin code  

Your Contact 

Number Your Email 

Id Date:   

To,  

Name of the Employer  

Name of the Organization  

Address of the Organization   

Dear Sir (Salutation),   

First Paragraph: In the first paragraph, you need to request politely that you would like to apply 

for the vacancy, and you also need to mention the source from where you came to know about 

the job vacancy. If you are attaching your resume with the cover letter, also mention the same 

in this paragraph. You can mention that you are attaching the cover letter for the further 

reference of the employer.   

Second Paragraph: In the second paragraph mention about your qualifications you possess 

relating to the job requirements. You should also mention the skills you possess which would 

be helpful in the job profile. The skills should be mentioned in such a way that the employer is 

impressed by your skills and qualities, and calls you for an interview. Overall, it can be said 

that you have to convince the employer that you are the best candidate for the job profile.   

Third Paragraph: This is the final and concluding part of your cover letter. In this paragraph you 

need to request the employer to call you for an interview if s/he finds you fit for the profile. 

Mention that, if the employer wants to meet you in person to discuss about your knowledge and 

skills, he can revert back on the contact number or your given email id.   

  

  

  

  

  

  

  

  



 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  


