Skills-Focused Résumé (Functional)
This template works well for those looking to change their careers.  This format highlights your personal and professional achievements.


Your Name
City, State, Zip | Phone | Email | LinkedIn

Professional Summary
This is your introductory paragraph.  Write 2-3 sentences summarizing your experience, key skills, and career goals.  It may be a good idea to work in the title of the job position to which you are applying (e.g. “Aspiring business manager …”).

Skills
You can list out your key skills in a bulleted column, or present them in a format of two or three per line. Emphasize practical aspects like leadership, customer service, and data analysis.

Profile of Qualifications
List out specific achievements from your work experience, focusing on the ones most relevant to the desired position.  Begin each with a one- or two-word description (e.g., Operations Management, Customer Relations), then detail your responsibilities with an emphasis on accomplishments.  Use numbers to quantify each achievement when possible.

Work History
Job Title – Company Name	 City, State | Month Year – Month Year
Because you listed your achievements in the previous section, there is no need to go into detail about your job responsibilities here.

Education
Degree – School Name
City, State | Graduation Year

Certifications (Optional)
Certification Name

Affiliations and Interests (Optional)
Round out your profile by listing out additional organizations and interests that are not directly related to your professional accomplishments.
