
 

   

 

 

BUILDING YOUR CHRONOLOGICAL RESUME                                 llecompte@mytpl.org 

985-876-5861, Option 2 

 

Chronological resumes order information in descending chronological order (most 
recent to least recent). 

 

I suggest making two resumes: a master resume and the resume you will turn in to potential 
employers. Start with your master resume, which lists everything that you’ve done and skills 
that you have regardless of whether or not it pertains to any specific career or job. Then, 
make a copy of your master resume and weed out the irrelevant information for the position 
you want to apply for. (If you decide to make a master resume, make it a chronological 
resume instead of a skills-based resume as it does not focus on any specific skillset.) 

Having a master resume helps you to remember what education, experience, training, 
certifications, etc. you have. That way, when you apply for something new, you won’t have to 
rack your brain for anything relevant you can put on it. It’s all right in front of you! 

 

MAIN COMPONENTS OF A CHRONOLOGICAL RESUME 

Name and Contact Information 

• Put your full name in a clear font where it is easy to see. Don’t use a nickname. Most 
resumes have the individual’s name at the very top of the page in a larger font than 
any other information. 

o If you have a common name or know of others with the same name as you, 
putting a middle name or middle initial can minimize confusion. 

• Put at least two reliable and up-to-date means of contact potential employers can reach 
you at. These can be any combination of phone numbers (with the area code), email 
addresses, and mailing addresses. 

• Do not put Facebook Messenger, Discord, or other social media/messaging apps as a 
way to contact you. This is unprofessional. 

o If you list an email as a contact, make sure it looks and sounds professional. 
Silly email addresses might give the wrong impression to potential employers. 
You can create a new email to give to employers. 

o Only use a school-given or work-given email when appropriate. School emails are 
appropriate on resumes for internships for a college degree, for example. Work 
emails are appropriate when applying for a promotion or another position within 
the same company. Double check all contact information for accuracy. 
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Job Objective (Optional on Chronological Resumes) 

• If you put a job objective, this should be the first section after your name and contact 
information. 

• This is where you put what type(s) of position(s) you would like to apply for. This isn’t a 
necessary component, though. Most jobs also have you submit an application that asks 
what positions you are interested in. 

• Answer the following questions in 1 to 3 sentences when writing a job objective for a 
skills resume: 

o What sort of position, title, or area of specialization are you looking for? This 
can be incredibly specific (supervisor of X department) or very vague (office 
work). If you go with vague, make sure you specify what tasks you’d like the job 
to cover like “Office work position that utilizes word processing and 
spreadsheets, organizational skills, and office management.” 

o What level of responsibility are you going for? In other words, how high up is 
the position? Mid-level? Upper-level? 

o What are your most important skills? List 2 to 4 of the most important skills you 
have that are needed in the job you’re applying for. 

o What other aspects do you need for your job? Do you want to work in a small 
business or large? Do you want to be able to help the community? Do you want 
the business to be result-oriented? Things of this nature. 

• A job objective should be brief but cover all areas you want to be considered for. For 
example, if you want a job as an administrative assistant and are open to any jobs that 
can fall under or around that category, you can put “Seeking position requiring excellent 
business management skills in an office environment. Position should require a variety 
of tasks, including office management, word processing, and spreadsheet and database 
program use.” 

o This leaves you open to other similar jobs they might have available in an 
administrative office setting. Perhaps you aren’t clear exactly what positions are 
open or would like to work in any of several office jobs available at the business. 
A Job Objective section lets employers know what you’re looking for so they can 
place you accordingly. 

• See attached Job Objective Worksheet for help creating your job objective. 

  



   

 

   

 

These next components can be arranged anywhere on your resume (so long as they come after 
your name, contact information, and job objective). There’s no set order! This is where you 

should lead with your strengths! A resume is where you showcase your skills and credentials. So if 
you have a stronger academic history than work history, put “Education and Training” before 
“Work Experience” or vice versa. Or, if your certifications and volunteer history match the job 
you’re applying for better, place those sections first. 

All these sections are technically optional, but it’s good to include education and work 
experience if you have them. You can also combine sections if it makes sense, such as skills and 
certifications, awards and certifications, work history and volunteer history, etc. 

Education and Training 

• Training refers to any technical or vocational diploma that is not a certification. 

• It’s typical to format each education/training entry from most to least recent, meaning a 
master’s degree received in 2013 would come before a bachelor’s degree received in 
2008. However, sometimes it’s better to not use this format. (See Skills Resume 
guidelines for cases when a skills-based resume is better) 

• Use the full name of any school or university added. Don’t use initials. 

• List the years you were in enrolled in the school with either a month-year format or a 
year format (August 2013- May 2017 or 2013-2017). You can provide a city and state 
location for the institutions, but this is not necessary. 

 

• Only provide your high school information if you 1.) have no college education, 2.) are 
currently enrolled in college, or 3.) are young enough to have been a high school student 

within the past 5 or so years. 

• You can list a GPA if it is one in good standing (3.5 or above) and it’s appropriate for the 
job (such as a position in education or research). 

• Whether you want to list the institution name or degree/training title first is up to you. Do 
not put unfinished degrees unless you are currently enrolled and actively earning that 

degree. Don’t call attention to dropping out of college. This can make the wrong 
impression. 

Work Experience 

• In most cases, you should format each work history entry with the job title you held, the 
business you worked at, the years you were employed in that position, and a brief 
overview of your job description with any special skills used while in the position. 

o Emphasize the skills that directly relate to the position you’re applying for! 
Even if it’s a job in a completely different field from your work history, skills and 



   

 

   

 

tasks can correlate such as instances of leadership, proficiency in certain 
programs, technical skills, etc. 

o Write on any accomplishments in these positions with your job description OR 
in an “Accomplishments” section later. 

• It’s typical to format each work history entry from most to least recent, unless you 

choose to have your resume in a skills-based format rather than a chronological format. 

• If you have extensive work history entries that are all somewhat related, only put the 
previous three positions in entries of their own. Any other work experience can be put 
into a category of “Prior to [Date]”. 

o If you have been working for ten or more years and choose to have each job in 
an entry of its own, you can drop the job descriptions from earlier jobs. It’s the 
company name, job title, and dates of employment that are necessary. 

• Military history can be placed in several possible sections on a resume. If it’s the only 
work history you have, it’s best to place it under a work experience section. 

• If you have large gaps in your job history that can be filled with volunteer work, it might be 

better to intermingle your volunteer history with your work history. This is especially the 
case if your volunteer history was long term at businesses. 

• You can disguise gaps not filled by volunteer work by only listing employment dates with 
years instead of months and years. The same can be done with gaps in education 
history. 

 
(If you have large gaps in your job history that were not filled with any volunteer work, a skills-
based format resume might be better for you. A gap would be six months or longer.) 

Skills 

• This is where you put various skills related to the position you’re applying for. Skills can 
be using Word, Excel, and PowerPoint or more specialized things like safety trainings, 
various machine use of any kind, writing/editing, and more. 

• How you want to format this section is up to you. You can use a bulleted list or 
a paragraph. 

• If you were granted certifications for any skills, put those in a “Certifications” section. 

• Don’t just say you have good communication skills or a great work ethic here. Employers 
should be able to infer those traits from other places on your resume. 

  



   

 

   

 

Volunteer History / Community Work and Organizations (Optional) 

• Volunteer History and Organizations can be placed in different categories or the 
same one! Depending on what you have for these, you might want to separate your 
volunteer/community work history from your experience with organization 
memberships or keep them in one section. For example, if you have a history of 
general volunteer work and a membership to an organization heavily based on 
volunteer work, you might as well group them as one. 

o Group any organizational history NOT associated with volunteering in a separate 
Organizations section. 

o Label your sections accordingly! If you don’t have volunteer history but 
are/were a member of a non-volunteer organization, put an Organizations 
section, not a Volunteer History section. If you have no organization 
memberships but have volunteer history, put a Volunteer History section, not an 
Organizations Section. 

o If you have both volunteer history and organization memberships, but only one 
entry for each, you can either lump the two sections together in a Volunteer 
History / Organizations section OR keep them to two separate sections.  

• If you want, you can place volunteer history in with work experience. This is 
recommended if the volunteer work was ongoing at specific places or with specific 

volunteer organizations or if you have large gaps in employment that were filled with said 
volunteer work. 

• If you have either volunteer history or an organization membership, but do not want 
to put it on your resume, you don’t have to. 

Certifications 

You can put any certifications in your “Education” section instead of in a section of its own if 
you want, just separate certifications from degrees in a clear way. Format certifications in the 
same way you would education entries. 

 

Accomplishments / Awards 

• Employee of the month, record breaking skills/tasks in previous positions, quick promotions, 
and other things of the like can be put in an Accomplishments section or put in Work 
History under the job they were gained at. 



   

 

   

 

• Put any outside Recognition/Awards/What Have You not granted by an employer in a 
section separate from work experience. Choose whatever section name is most relevant 
to your entries. 

Other (Optional, only used in some cases) 

• This is a catch-all section that is hard to define. Most people do not use an “Other” 
section because they can categorize all their information into one of the above 
categories. 

• Miscellaneous things go here. If you didn’t put military experience with your work 
history, it could go here, for example. If you have any non-volunteer extra curriculars 
(like sports teams) which relate to a position you’re applying for, you can place them 
here. 

 

If you put any references, put this section at the bottom, in a side column, or on a separate 
page. References are not the most important part of a resume to many employers. 

References 

• References aren’t always necessary on a resume, but it’s a good idea to have them. You 
can also add “References available upon request.” at the bottom of the page.  

• It might be better to put a “References” section if you have no prior work experience. 

• If you decide to put references, format it in an easy-to-read way and include the 
individual’s name, job, relation to you, and at least one form of contact that is accurate 

and efficient. 
• References should not be members of your immediate families (spouses, parents, or 

children). If you share a last name with a reference that you aren’t related to, specify so 
with “no familial relationship” somewhere in the listing like shown below. 

              

• Ask people before you put them as a reference and make sure they will say positive 
things about you if contacted. 

 



   

 

   

 

 

 

JOB OBJECTIVE WORKSHEET                                                                                                llecompte@mytpl.org 

985-876-5861, Option 2 

1. What sort of position, title, and area of specialization do you want? Are you open to 

any other similar ones that might be open? Write the type of job you want the way you’d 

explain it to an employer. 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________ 

2. Define your bracket of responsibility (entry level to upper level). 

__________________________________________________________________________ 

3. Name 2-4 key skills or certifications that you have that are important to the job you are 
applying for. 

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 

4. What else is important to you for this job? Is there anything else you want to include in 

your job objective? This could be any values that are particularly important to you for 

your career like helping others, having room to move up, or working in a result-oriented 

environment. It can also be the size of the business you want to work for like local, small, 

mid-six/medium, or large business/corporation. 

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
__________________________________________________________________________ 

Now combine those answers in 1 to 3 sentences: 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 









 

BASIC RESUME ETIQUETTE                                                           llecompte@mytpl.org 

985-876-5861, Option 2 

No matter the content of your resume itself, these are simple things to keep in mind when writing your 

resume. Following these tips can be what makes your resume worth looking at. 

1. Try to keep your resume to a single page. (References can go on a second sheet, though.) 

2. Proofread! Read over your resume at least twice to make sure there are no spelling, grammar, 

formatting, or information issues. Handing in a resume riddled with errors makes the wrong 

impression. Proofreading includes making sure your name and contact information is correct! 

3. Chose fonts and text colors that are easy to read. Stay away from cursive, calligraphy, and 

handwritten-style fonts offered by word processors. These fonts can be hard to read and come 

across as unprofessional. Go for a clear serif font instead. 

Here are some fonts that you can use on your resume:  

• Times New Roman • Cambria 

• Calibri • Garamond 

• Helvetica • Trebuchet MS 

• Arial • Baskerville Old Face 

• Book Antiqua  • Century 

Use a font size in the range of 10-12. 

4. Keep the format of your resume consistent and visually appealing. If one title is bold, make sure 

the rest of the titles are bold. Leaving white space and using bulleted lists are a good way to keep 

your resume looking organized and professional. Don’t make your resume look busy and daunting 

to look at! Additionally, don’t use garish colors or pictures on your resume unless you are applying 

for a creative-type job. 

5. Don’t include a portrait of yourself on your resume. The only time this is appropriate or necessary 

is for a handful of jobs that require specific appearances. 

6. Watch your language! Don’t use slang, swear words, or common grammar slips. The way we speak 

as Southerners is often not grammatically correct, and this is not how you want to speak in your 

resume. Additionally, using “I” and personal pronouns should be avoided. Fragment sentences 

are okay on a resume. 

7. Any paragraphs you write on your resume should be between 3 and 4 sentences at most. 

8. Tailor the resume you plan to hand into an employer to only show relevant information to the 

position you’re applying for. 

9. If you’re sending a resume digitally, name the file with something identifying like 

FirstnameLastnameResume. 

10. If you’re applying to more than one position and your resume is tailored for each, make sure you 

give the correct resume to the correct place. 
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