Résumé Format Quick Quiz
Take the quick quiz that follows to give you an idea of which of the two main formats (chronological or functional) to use. Place a check mark in the box that is most true for your situation. Shaded boxes indicate the most appropriate format for the indicator listed. Although your situation might not be clear-cut, limit your responses to one check mark per row. When finished, add the check marks for both the Chronological and Functional columns and place the total for each column in the Totals row. If the number of "chronologicals" outweighs the "functionals," you should probably use a chronological format. If the reverse is true, and you have more "functional" responses, consider presenting your skills in a functional format.
One-Minute Quick Quiz

Indicator
Chronological
Functional

Strong career 
(
(
progression over past 
five-plus years,
seeking position similar
to current or most 
recent position

Impressive employers

(
(
(large, strong name 
recognition; favorable 
reputation; Fortune 500 
companies)

Executive or management
(
(
candidate

Working through executive
(
(
recruiter for your job search

International job search
(
(
Conservative field or 

(
(
industry (law, accounting, 
government)

Reentering the workforce 
(
(
(same career) after a 
several-year hiatus

Reentering the workforce 
(
(
(different career) after a 
several-year hiatus

Changing careers 

(
(
(new function, say, from 
secretarial to sales)

Changing fields (same 
(
(
function, new industry)

Leaving the military, 

(
(
performing similar job 
function

Leaving the military, 

(
(
pursuing different job 
function

Lots of volunteer 

(
(
experience related to 
your chosen field

New graduate with experience
(
(
related to chosen field

New graduate with experience
(
(
unrelated to chosen field

Performed very similar 
(
(
responsibilities repeatedly for 
past employers and looking
for similar position

Unstable work history 
(
(
(changed jobs too often, lots of
gaps in employment timeline, 
spouse relocated frequently, 
and so on)

"Overqualified" and looking 
(
(
for less responsibility

"Seasoned citizen" with 
(
(
extensive work history
looking for less
responsibility

Totals
____
____
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