Resume Formatting

Put your very best information in front of the recruiter

In order to maximize your job search, it’s important to understand what type of resume is best for highlighting your sales accomplishments.  Here is a description of three different types of resumes:

Chronological Resume

A chronological resume is almost always written in reverse chronological order with the most recent employment at the top. It’s best for people with a good career progression that follows a logical course over the years. Show all dates and use month and year of employment. Hiring managers and recruiters do not want to see gaps in employment. However, if you do have a gap, confess and do not try to cover it up. Practically all companies will do a background check. You are dead in the water if your dates do not match with the Human Resources Department with each company that you have worked for.  It is good to have  strong sales achievements in recent positions.

Functional Resume

A functional resume typically uses functional headings, as opposed to chronological headings, to highlight an area of expertise or a specific skill area. For example, instead of listing a previous job with the dates you worked, lead with the skills you’ve used in your career and place descriptive information beneath each skill. At the end of the resume, include your previous jobs. This way, your employment history is listed but it’s not the focus of the resume—your skills are.

People most likely to benefit from a functional resume are those who are making a career change or who have gaps of employment over a period of time, such as someone who was in the military or took time off from work to have children.

Although the functional resume is not usually the preferred format for recruiters, there are situations where it could be useful.  For example: If an individual’s most impressive achievements or accomplishments are further back in their work history, a functional resume can bring those up to the forefront of the resume.

Combination of Chronological and Functional Resume

The combination resume begins with skills and accomplishments and is then followed by job titles listed in reverse chronological order. This is the most common sales resume your will see in the current job market.

This resume takes the best of both worlds. It’s a summary of qualifications or a profile where you are emphasizing sales achievements and awards in your sales experiential history.  Because of the reverse chronological listing, the combination resume can indicate a job seeker’s steady and progressive sales history. The combination resume is best for people who have performed a diverse range of sales or sales management functions.

Anyone who’s is looking for quality sales or sales management employees wants to know one thing—what can you do for me and my company.  The best indicator of what a person WILL DO is to show and convince the manager of what one HAS DONE. Mention the key skills and mention your employers. You can fill in the blanks with anecdotes and examples during the interview.  

Remember—the resume HAS to get the reader interested in YOU.
