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CHRONOLOGICAL

Resume



This type of resume  lists jobs you have 
had in chronological (real time) order 
from most recent job to oldest job.

A chronological resume is a resume that 
prioritizes experience and achievements.

Chronological Resume



You should use a chronological resume if:

• You have several years experience in one 
career path

• You have no or minimal gaps between jobs

• You have worked with several employers in 
one industry or trade

Who should use a Chronological Resume?



A chronological resume:

• Clearly shows what jobs you have had and 
how long you worked there. It shows 
stability.

• Gives you an advantage if you have worked 
in the same field for a while and are 
looking to stay in that field.

Advantages



• A chronological resume makes gaps in your 
work history stand out 

• If you are applying for a job you have never 
worked in, you may not seem like a good fit.

• If you are trying to change careers, your 
absence of experience in the new field is 
evident.

• If you have never had a job, your lack of 
experience stands out.

Disadvantages



• Only go back 10 years unless jobs are relevant 
to the job you are applying for

• Do not use words like ‘I’ or ‘My’ or ‘Me’- the 
resume is about you, no need to waste space

• Always use past tense unless you are still 
working for that employer

• Use easy to read font no smaller than 12 pt.

Some General Resume Rules 



Yes, even if you have 20 years of 
experience…

The perfect resume, no matter what type of 
resume, is only ONE PAGE.

Most Importantly



Sections – in order:

• Name and contact information

• Professional history

• Educational History 

• Skills and abilities 

Where is the summary/objective? Most 
employers do not read them - save this space for 
more experience or skills.  

Writing a Chronological Resume



Just make sure yours is easy to read.

You, Best Candidate, can have several 
different headings –

Name and Contact Info 



#2
Best Candidate Denison, TX
903-463-9997
bestcandidate@email.com

#1

Best Candidate

Denison, TX – 903-463-9997

bestcandidate@email.com

Example Headings 



This section should include all relevant work 
experience starting with current or most recent 
employer/job. 

Use 3-5 bullets under each employer to list duties 
performed - each bullet should only be one line in 
length. You can use more or less bullets depending on 
the job relevance.  

When listing dates, make sure to use this format: 
MM/YY (ex. 05/20)

Professional History 



Employer One 7/17 to Present

• Trained all new employees

• Managed up to 7 team members   

• Performed end of night stock inventory 

Employer Two                                              5/15 to 7/17

• Organized client schedules

• Sanitized and restocked patient rooms

• Responsible for end of day lock up

Example Professional History 



This section is structured like 
your professional section - most 
recent education first. 

If you list a certificate or 
degree, you don’t need to list high school/GED 
information.
• However you should list your high school/GED 

information if you do not have certificate or 
degree information. 

Education 



Example:

• Computer Skills

• Public Speaking

• Organizational

• Collaboration

Only include this section if you have 
more/extra skills and abilities not already 
listed - and you feel they are important for 
the job you are applying to. 

Skills and Abilities



• Your resume should only
only be one page in length.

• Make sure there are NO
misspelled words!

• Have at least three other people 
look it over before you give it out.

• Make sure you email a copy of it to yourself 
so you will always have it with you. 

Things to Remember



Example: Chronological Resume
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