Functional Resume 

Format and Content Description 

A functional resume differs from a chronological resume by concentrating on skills you have used that relate to your stated objective rather than on the jobs you have had.  A functional resume is particularly effective if your work experience has not been closely related to your job objective, if you are changing careers, or if you are seeking a promotion.  In this format, you elaborate on the skills necessary to perform the desired job and how you have demonstrated those same skills in a different type of job. 
Name 
Street Address 
City, State Zip 
Phone (including area code) 
E-mail 

Objective or Summary of Qualifications

Be specific 

Education 

Beginning with the most recent degree first, major, institution, date of graduation.  Honors, if applicable and if you feel they are important.
Qualifications or Areas of Effectiveness 

In this section, isolate three to five of your strongest demonstrated skills.  The skills you select  should be essential to the type of job you have identified in you objective.  For each skill you have chosen, summarize your accomplishments and experiences that pertain to the job.  You do not need to mention the specific job in this section, as you will do so in the employment history section.  Be specific when discussing how you demonstrated your skills and whenever possible concentrate on the results you achieved in using the particular skill.
Employment History

 Job title, employer, duties, and dates

Activities/Leadership 

Include dates

