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Welcome! I'm Cindy.

Functional experience: Sales, 
marketing, events, 
programming/instruction, management, 
budgeting, and client services
Industry experience: Healthcare, 
technology, financial services, 
profit/non-profit, and higher education
Background at Tippie: Career and 
professional development 
programming; instruction; coaching of 
MBA, graduate, and undergraduate 
students
I have/use a functional resume
Be warned, the examples are small
Let’s jump in!
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Presenter Notes
Presentation Notes
My resume was getting too long in the chronological format
I wanted to highlight my expertise and talents rather than my longevity with one employer
It allows me to arrange my resume based on skills categories depending on how I am using my resume



Agenda

Resume Types
Dos & Don’ts
Functional Resumes
• What are they?
• Advantages
• Examples
• Getting started

Skill Areas & LinkedIn
Q&A
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Chronological
• 1 page
• 2 page

Design style or infographic
Federal
Curriculum Vitae (CV)
Nontraditional

• Video
• Digital
• Portfolio

Functional
• 1 page
• 2 page

Types of resumes
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Presenter Notes
Presentation Notes
Design Style: Marketing, Brand, and Branded

Federal: Security level, 3-5 pages, KSA (Knowledge Skills Abilities)

Non-traditional: typically compliments another resume style



All resumes should avoid

Templates—simply use a Word doc
Italics
Statements more than two lines 
long
Too much:

• White space, design, fonts, 
indents, tabs, etc.

• Content
Personal information
“References available upon 
request” statements
Exceeding two pages (single sided)
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Presenter Notes
Presentation Notes
Templates = forms and pre-design; don’t confuse template and samples
Personal information such as:  photo, DOB, marital status, gender, health info
Exceed two pages—exceptions include Federal and CV




All resumes should

Include dates—degrees, employment, 
awards,
Be balanced (dates lined up on the 
right side of the page)
Be error free—spell check!
Be easy to skim
Be accurate and truthful
Be tailored
Quantify your skills, abilities, and 
expertise
Be saved as a PDF (F. LName)
Make you feel confident

Tippie College of Business

Presenter Notes
Presentation Notes
Degree Date—including the degree date means you earned the degree.  Many veteran professionals don’t want to include this “ageism” concerns
PDF: save it as   F. LastName so it’s easy for the recruiters to find your resume quickly
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A functional resume focuses on skills, expertise 
and experience rather than chronological work 
history. 

It's particularly useful for those who are changing 
careers, have gaps in their employment history, 
or have diverse work experiences. 

Presenter Notes
Presentation Notes
Skills and Competencies: The resume is organized around skills and areas of expertise rather than job titles and dates. Skills are often grouped into categories relevant to the job being applied for.

Tips for Creating an Effective Functional Resume
Start with a Strong Summary: Begin with a compelling summary or profile that highlights your key qualifications, skills, and career achievements.
Focus on Relevant Skills: Identify the most relevant skills for the job you're applying for and create categories to group similar skills together. Each category should be clearly labeled.
Use Specific Examples: Under each skill category, provide specific examples of how you have applied these skills in previous roles. Include quantifiable achievements when possible to demonstrate your impact.
Include a Brief Work History: Even though the focus is on skills, it's important to include a brief work history section at the end of the resume. List your job titles, companies, and dates of employment without detailed descriptions.
Tailor for Each Job: Customize your resume for each job application. Highlight the skills and experiences that are most relevant to the specific job description.
Highlight Education and Certifications: If your education or certifications are relevant to the job, make sure to include them. Place this section in a prominent position if it adds significant value.
Keep It Concise: Be concise and focused. A functional resume should be no longer than two pages.
Use a Clean Layout: Ensure your resume is easy to read with a clean, professional layout. Use bullet points, consistent formatting, and avoid excessive use of graphics or colors.
Add a Cover Letter: Include a cover letter that explains why you chose the functional format and how your skills make you a strong fit for the position.




Advantages

• Emphasizes skills over point in time
• Highlights relevant experience
• Showcases transferable skills
• Downplays less-relevant experience
• Highlights expertise and results
• Minimizes employment gaps and shifts
• Easily customizable
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Presenter Notes
Presentation Notes
A functional resume offers several advantages, particularly for job seekers with non-traditional career paths or those looking to highlight specific skills

Career changers
Gaps in employment
Work history that not directly related to the job

Emphasizes Skills Over Chronology: By focusing on skills and competencies, a functional resume allows candidates to showcase their strengths and relevant abilities, rather than being constrained by a chronological work history.
Hides Employment Gaps: This format can effectively minimize the impact of employment gaps, as it does not emphasize the timeline of one's work history.
Highlights Relevant Experience: For those with diverse job experiences or those changing careers, a functional resume can help highlight relevant skills from various roles that are applicable to the new position.
Showcases Transferable Skills: It allows candidates to emphasize transferable skills that are relevant to the new job, even if those skills were gained in a different industry or role.
Suitable for Career Changers: It helps those changing careers by focusing on the skills needed for the new job rather than past job titles and responsibilities that may not be directly related.
Downplays Less Relevant Experience: Candidates can downplay or exclude less relevant job experiences that do not add value to the current job application.
Highlights Achievements: It provides a platform to highlight specific accomplishments and how skills were applied to achieve results, which can be particularly persuasive to potential employers.
Customizable: The flexible format allows for easy customization to tailor the resume to specific job descriptions, emphasizing the most relevant skills and achievements for each application

Potential Disadvantages of a Functional Resume
Employer Skepticism: Some employers and recruiters may be suspicious of functional resumes, assuming candidates are trying to hide something like employment gaps or lack of relevant experience.
Applicant Tracking Systems (ATS) Issues: Many ATS are designed to scan chronological resumes, so a functional resume might not be parsed correctly, resulting in lower chances of being noticed by automated systems.




Format & Parts
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• Summary/Highlight
• Match key words
• Consideration for UI roles
• “Combined experience” early career

• Skills and Competencies

• Experience/History

• Education

•  Additional information
• Unique skills/talents
• Interests

Presenter Notes
Presentation Notes
Summary: Tailor and customize often
Skills & Competencies: update and rename to match employer and JD

Examples   Account Manager & Customer Support   to   Client Services & Sales





Example 1
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Presenter Notes
Presentation Notes
One page—clean, lines up on left edge, easy to read and skim



Example 2
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Presenter Notes
Presentation Notes
Determine appropriate page break, don’t divide sections
Functional areas are balanced
Use at least 1/3 of the second page.   ½ is better




Getting Started  

Use your current chronological 
resume
The bullet points of your resume 
are blocks 

• Move 
• Rearrange
• Group
• Delete
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Presenter Notes
Presentation Notes
Every line of your resume is a building block or piece to be moved or rearranged

Have and keep a chronological resume

Or, you might consider what I would describe as a Master Resume that becomes a document of content and “building blocks” which you can use like a menu



First, Use Your Chronological Resume 
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Next, 

Organize bullet points into 
3-4 groups
Remove redundancy
Rearrange, find balance
Identify gaps
No need to reference 
company name in bullets
Don’t name skill sections 
(yet)

Tippie College of Business

Presenter Notes
Presentation Notes
If This, Then That

Group bullet points into 3-4 groups
Remove redundancy   * Example, I have had multiple career coaching roles
Rearranging, find balance
Identify gaps—identify areas where you might need to highlight more experiences or responsibilities
No need to reference company-name in bullets—this will happen in the interview
Don’t name the skill sections (yet)—just work on grouping them by common themes




Then, Use (Sample) Job Description 
 *Common Qualifications & Skills

Type of degree required, desired, or working toward
Specific industry, experience related to and/or basic knowledge of
Ability to lead a team, work in cross-functional teams, and collaborate
Strong communication skills (verbal, written, presentations)
Result-driven, entrepreneurial spirit, self-starter, organized and attention to detail
Thinking and approach—analytical, strategic, creative, resourceful, innovative, 
Problem-solver. “Takes initiative.”
Leadership—lead, manage, oversee, or “drive forward”
Decision-making ability, ability to react and adjust, flexibility
Technical expertise/exposure—general technical savvy, specific 
platform/software/database proficiencies
Willingness to relocate (*address in cover letter or application)
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Presenter Notes
Presentation Notes
Use job 2-3 descriptions to help customize and target your resume to roles, industry, companies, etc. This sample pulls key words broadly from multiple JDs

Potential Skill Areas:
Leadership & Teaming
Communication & Decision Making
Analytical/Strategic Thinking
Results Driven
Technical (and Industry Expertise)




Then, Use (Sample) Job Description 
 *Common Qualifications & Skills

Type of degree required, desired, or working toward
Specific industry, experience related to and/or basic knowledge of
Ability to lead a team, work in cross-functional teams, and collaborate
Strong communication skills (verbal, written, presentations)
Result-driven, entrepreneurial spirit, self-starter, organized and attention to detail
Thinking and approach—analytical, strategic, creative, resourceful, innovative, 
Problem-solver. “Takes initiative.”
Leadership—lead, manage, oversee, or “drive forward”
Decision-making ability, ability to react and adjust, flexibility
Technical expertise/exposure—general technical savvy, specific 
platform/software/database proficiencies
Willingness to relocate (*address in cover letter or application)
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Presenter Notes
Presentation Notes
Get out your highlighter.

Potential Skill Areas:
Leadership & Teaming
Communication & Decision Making
Analytical/Strategic Thinking
Results Driven
Technical (and Industry Expertise)




Finally, Add Skill Titles

Team Collaboration 
& Leadership

Strategic Decision-
Making & 
Communication

Problem-Solving & 
Results

Technical & 
Programming
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Presenter Notes
Presentation Notes
Update and reorder the sections based off what you want to prioritize or showcase to potential employers.  Again, adjust language as appropriate—Customer Service vs. Client Services



Your Skill Areas & LinkedIn

Presenter Notes
Presentation Notes
Please consider having LinkedIn open or to click around as I share…



Completing your LinkedIn profile

1. Custom URL
2. Add a profile picture
3. List all the jobs or positions you’ve held
4. Have strengths/keywords listed on your profile
5. Write a summary about yourself
6. Identify your key location & contact information
7. Complete your educational history
8. The more connections the better!

Presenter Notes
Presentation Notes
Your Unique URL
You can customize your public profile URL when you edit your public profile. Custom public profile URLs are available on a first come, first served basis and will help you achieve your professional LinkedIn profile. 


Headline
About 
Experience
Skills & Endorsements



Use the skill areas from resume

Team Collaboration & 
Leadership

Strategic Decision-
Making & Communication

Problem Solving & 
Results

Technical & Programming
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Presenter Notes
Presentation Notes
Headline
About 
Experience
Skills & Endorsements





LinkedIn: Headline

Presenter Notes
Presentation Notes
Let’s look at the top section of your LI profile

Photo: Save As with keywords Professional Photo
Upload a professional photo which is recent and represents YOU as a professional. The way the picture is “save as” is important, such as leadership.fintech.strategy.analytics –use the key words from your resume


Headline promotes your brand and value—goals, expertise, and talent.  120 Characters.  Increase findability and showcases your unique skillset.    
Be Direct
Be Specific
Key Words—that are related to your brand and pitch!—another day, another webinar!!





LinkedIn: About

Presenter Notes
Presentation Notes
Summary is the digital equivalent of your elevator pitch and uses key words—that are related to your brand and pitch from your functional resume

Short, clear, easy to tell/read
Bridge between past and future  (I want to leverage certain skills as a XYZ leader)
Honest and personal

Write in the first person, “I” statements are appropriate
Readable in 10-15 seconds

What problem can you solve?
How do you your functional expertise/categories support this?
Use ChatGPT and then refine it! 



LinkedIn: Experience
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Presenter Notes
Presentation Notes
Cindy Meis
Tanner Mote

This section is NOT a cut and past of your resume.    

Use keywords to describe your work, outputs, results, tools used, lessons learned, skills leveraged



LinkedIn: Skills & Endorsements
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Presenter Notes
Presentation Notes
You control this section

Tailor
Delete
Rearrange
Select
Endorsements
Manage—use 

�Example: Events work to Program Manager work
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