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Decide if a Skills-based Résumé is the Best Route  

Bottom Line: A skills-based résumé format should be considered if it would help a candidate represent themselves in a 
more powerful way than a chronological résumé would.  

 
Check all boxes that apply: 
 

 Skills-based résumés are required/preferred by industry 
 

 Applicant has insufficient work experience  
 

 Applicant has large or frequent employment changes/gaps 
 

 Applicant wants to change careers 
 

 Applicant’s educational background is atypical for this position 
 

 Applicant has been terminated from one or more positions 
 

Brainstorm Skill Categories that will  
Appeal to Audience: 

 
1.   

 
2.   

  
3.   

  
4.   

  
5.   

 
 

Note: Make sure that the sections and bullets are ordered so the information that is most appealing to the audience (i.e., 
top 4-5 KYA guide* skills/attributes) is included first. 

*KYA = Know Your Audience guide (This document gets you started in researching the culture and needs of your audience so you can assess the top 4-5 
skills/attributes they need, and then show them how you can meet their most important needs.)  

 

Assess First-glance Appeal & Functionality 

Format Appeal 
o Does the format look professional? 

o Most employers assume that the quality of an applicant’s résumé represents the quality of work that s/he 
will offer to their clients or customers. 

o Does the look of the résumé draw the reader in? 
o Does it look like it will be easy to read? Or is it cumbersome? 

o Is the résumé reader-friendly and functional? 
o Does the applicant’s name stand out? (The applicant is the ‘product’ that is ‘for sale’) 
o Can the reader find the contact and the other most important information easily? 

 Tools to help accomplish this**: indentation, bolding, underlining, italics, ALL CAPS, easy-to-read 
font, proper order of sections and bullets, etc.  

**Make sure to use these consistently throughout the résumé 

Assess Value of Opening Statements  

o If an opening statement is included, has it been used effectively? 
o Is it needed?  
o Does it add value? Or is it redundant? 

 An objective statement should specify, in a powerful way, an applicant’s job/career intentions 
and/or bring focus to the most important things that the applicant has to offer. 
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Check for Errors & Inconsistencies 

o Is there meticulous consistency throughout the résumé (dates, dashes/hyphens, indenting, bullets, spacing, font, 
underlining, etc.)? 

o Is there grammatical correctness and consistency throughout the résumé? 
o Is it free from typos, spelling errors, etc.? 

Education 

Guidelines for including education information in a skills-based résumé are typically the same as guidelines for 
chronological résumés regarding content, format, etc. In addition, this section should be placed in the order that will 
appeal most to the audience. For example, if someone is seeking a job in a field that is different than what they earned 
their degree in, the person should consider putting the standard skill sections before their education. 

Education 
o Format like work experience:  

o Job title = degree pursuing 
o Company = university 
o Location (city, state) 
o Date = expected graduation date 

 
o Options for bullets: 

o Minor and/or emphases (refer to ‘clusters’ as emphases’) 
o GPA (if at least 3.5) 
o Relevant coursework (when appropriate) 
o Scholarships 
o Relevant extra-curricular involvement or other accomplishments (publication, awards, etc.) 

Experience Sections 

Create consistently formatted headings (from the list you brainstormed at the top of page 1). Underneath each section, 
include bulleted content that proves your relevant skills and accomplishments. 

Note: The résumé samples listed below can be obtained from your career preparation mentor or found online at: 
http://www.byui.edu/CareerServices/student_resources.htm 

Choose from one of the following section formatting options: 

 Include skills sections but do not include employment history at all (See Robert Darin--No Employment History-- 
résumé sample) 

Note: Not recommended in most situations because the reader may wonder if you are hiding something  

 Include skills sections followed by a brief employment history section (See Robert Darin and Amanda Ondricek 
Functional—Bare Bones Employment History—résumé samples) 

 Include skills sections followed by a detailed employment history section (See Brad Cunniff Health Science—
Employment History with Add’l Details—résumé sample) 

 Include employment history details within each skill section (See Amanda Ondricek Combination—Integrated 
Employment History—résumé sample) 

Note: This could be done if an applicant feels it is important for the employer to know at which company 
and in which position contributions were made 

Guidelines: 
o Regardless of what formatting option you choose, make sure that you are consistent across ALL sections of your 

résumé with how you include the job title, company name, location, dates, etc. 
o Make sure your bullets show how you added value to your previous places of employment. (See the bullets section on 

the following page for more details) 

http://www.byui.edu/CareerServices/student_resources.htm
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Additional Qualifications or Supplemental Sections 

Volunteer and extra-curricular information can be included in the standard experience sections, especially if you have 
sparse paid work experience. The following questions can guide you in deciding if this is a smart move for your résumé.  

 Can this information be more effectively included in the regular skills sections? (If so, an additional section is not 
necessary) 

 Does the addition of this section add value to the case I am trying to make for myself as the ‘optimal candidate’ 
for this position? If so, how? 

 Do I have enough additional information to make this section impressive and worth reading? 

Note: Consider the following guidelines when including missionary experience in your résumé. 

o Is it included in the section and formatted in a way that will appeal most to the applicant’s audience? (experience 

versus volunteer/service) 

o Does it specify that it was full-time and volunteer? 

o Does it describe positions and accomplishments* in terms of transferrable phrases and skills, rather than using 

church lingo? 

*Do not quantify baptisms as an accomplishment or leadership positions as promotions 

Effective Bullets 

Just as you would with a chronological résumé, use the following to ‘paint a picture’ with words for the employer of how 
you can meet their needs.  

 Do the bullets start with a powerful verb that draws the reader in? (past-tense for past positions) 

 Do the bullets make and back up claims that ‘show’, rather than just ‘tell’ what you have to offer (with methods 
such as those listed below)? 

o Accomplishments made 

o Skills demonstrated 

o Context (i.e., timelines, method(s) used, reasons/intended outcomes, etc.)   

o Quantifying  

 Are the take-home messages (THMs)* communicated effectively? 

 Are the bullets concise? 
o Does not necessarily mean short; it means to the point (not wordy) and powerful 

 Do the bullets flow?  
o Can the reader easily grasp the THMs on the first read-through? 

 Do the bullets represent the best the applicant has to offer without overstating skills/accomplishments or being 
misleading? 

*The THMs (or ‘take-home messages’) are the messages you want your reader to glean from your application materials about you and 
what you have to offer them. They include, but are not limited to, the top 5 skills/attributes that the audience wants. 

References 

o List on separate page (typically) and include person’s name, title, your relationship to them, company, address, phone 
number, and e-mail address 

o Professional references are most important (include 3-5, if possible) 
o Personal references are secondary and should be included if they are requested 

 


