
Functional 
& 

Combination Resume 

• Functional resume focuses on transferable skills and abilities.
• Functional resumes allow you to group your work history by categories.
• Does not list dates for employment history.
• Functional resume is primarily used by:

1) Job seekers changing careers.
2) Job seekers that have employment gaps .
3) Job seekers that have little to no work experience
4) Job seekers that frequently changed jobs, may have many years of

varied work experience

• Combination resume uses components from both chronological and
functional resumes.

• Combination resume leads with a description of functional skills and related
qualifications.

• The skills and related qualifications is followed by a reverse chronological
employment history (most recent experience first).

• It does include dates for employment history.
• Combination Resume is primarily used by:

1) Students, new graduates and entry level workers.
2) Workers with a steady, consistent employment history.
3) Career changers
4) Workers that are re-entering the work force.
5) Older workers

Functional 
Resumes: 

A Functional resume 
is also known as a 
skill-based resume. 

Combination 
resumes: 

A combination resume 
is also known as a 

hybrid resume. 
Combining both the 

chronological and the 
functional as one 

Career Center 
Services & Calendar 

Check out our 
website for current 

dates, times, and 
locations of 

workshops and 
career events. 

Located: 
Crafton Center 

220, Second Floor 

What to Do 

• Categorize skill by job function. (eg: Sales,
customer service, marketing)

• Use reverse chronological order, most
recent experience first.

• Use action or descriptive words in clear
phrases to highlight skills.

• Describe accomplishments, not just
responsibilities.

• Use past or present tense consistently in
each phrase.

What to Avoid 

• Avoid using resume templates, Create your
own.

• Avoid using phrases that include “I” or
“My”.

• Avoid exaggerating your experience.

• Avoid including personal information such
as marital status or social security number.

• Avoid using flashy graphics or colored
paper.

Phone: 
909-389-3399
909-389-3366

Email:
Careercenter 

@craftonhills.edu 

Website: 
www.craftonhills.edu/ 

CareerServices 

Provided by: CHC Career Center 

Ten Pointers: What to DO or AVOID 

What is a Combination Resume? 

What is a Functional Resume? 

http://www.craftonhills.edu/


Sample Functional Resume Sample Combination Resume 

- Research
- Event Planning
- Team Building
- Leadership
- Marketing
- Scheduling

- Fund Raising
- Management
- Office Support
- Analysis
- Retailing
- Teaching

- Training
- Human Services
- Medical Services
- Program

Development
- Sales

- Administration
- Facilitating
- Record Keeping

- Advertising
- Coordination

- Client Relations
- Product

Development
- Supervision

Management and Leadership Skills: 
Administered Analyzed Assigned Attained Consolidated Developed Directed Evaluated Executed Improved 
Increased Oversaw Organized Planned Prioritized Produced Recommended Reviewed Scheduled 
Strengthened Supervised 

Communication: 
Addressed Arranged Arbitrated Corresponded Developed Directed Drafted Edited Enlisted Formulated 
Influenced Interpreted Lectured Moderated Motivated Negotiated Persuaded Promoted Publicized 
Translated Recruited Wrote 

Organizational: 
Approved Arranged Catalogued Invoiced Organized Scheduled Classified   Collected   Staged   Assembled 
Complied Itemized Routed Stocked Tracked Logged Reviewed Coded   Distributed   Generated   Provided 
Collected Filled 

Action Verbs: 

Other Skill Categories: 
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