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FUNCTIONAL

Resume



A Functional Resume focuses on your skills and 
experience instead of specific listed job history.

You should use a functional resume if:

• You want to change careers .

• You have gaps in your work history.

• You frequently changed jobs.

• You are trying to reenter the workforce    
after an extended absence.  

Functional Resume



• A functional resume trims down 
unnecessary information- it focuses on 
specific skills and abilities for the job you 
are applying for.

• It can help you emphasize and highlight 
relevant qualifications and achievements.

• Highlights transferable skills if you are 
looking for a new career 

Advantages



• Employers may wonder if you lack a 
steady and stable work history – they may 
wonder if you are a job hopper.

• Some job boards don’t accept them.

• You will still most likely have to fill out an 
application – be aware & prepare! 

• It’s harder to demonstrate growth when 
skills and experiences are separated from 
job history.

Disadvantages



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

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

• You can still list a few jobs/projects on a 
functional resume

• Make sure your email is professional! 

Some General Resume Rules 



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

Most Importantly

Yes, even if you have 20 years of 
experience…



Sections 
• Name and contact information
• Skills/abilities  
• Relevant jobs/projects 
• Educational History 

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

Writing a Functional 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 



Customer Service
• Made schedule for 11 person team
• Resolved customer complaints
• Excellent money handling & cash drawer 

balancing 

Baker/Kitchen Help
• Lead baker over crew of five
• Supplied all baked goods for the store
• Responsible for all inventory and 

ordering 

Skills



Personal Baker for Weddings and Parties
• Three Tier Cakes
• Cakes to Feed 30+ People
• Excellent Money Handling Skills

Certified Welder
• Certified AWS in 3G and 4G Positions Stick Welding

• Knowledge in MIG and Flux Core Welding

• Completed Trinity Valley Community College Welding 
Course

• Obtained Approximately 1800 Hours in Department 
of Labor’s Apprenticeship Program   
for Combination Welder

Relevant Jobs/Projects



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



• 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: 
Functional 

Resume
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