
Resume Tips for 

Beginners



5 Functional 

Resume Tips 

for Beginners 
• Include Your Contact Info

• Start with a Summary 

• Group Your Skills 

• List Your Professional 

Experience

• List Your Education 
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Functional 

Resumes are 

Super Flexible

Functional resumes work 

especially well when: 

 You have little work experience

 You have a lot of work 

experience

 You are changing careers

 If you have significant gaps in 

employment 

 Experience is outside of 

professional jobs



#1
Create a Header 

with Contact 

Information



#2

Start with a 

Summary

  Opening with a summary, 
provides employers more context 
about you and you can tailor it to 
the job you are applying for 
easily. 

  Choose information that shows 
your 

• experience 

• relevant skills 

• overarching career goals 



#3

Group Skills Together Highlight up to 3 broad skills



#4 List Professional Experience

This should be clear and straightforward.  

List the following:

 The name and address of workplace

 Job title

 Start and end dates
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#5  Finally – List Education

List your educational background: 

• Name of institution

• Area of Study and Degree 

• Relevant Achievements

List your relevant course work, volunteer positions, internships, 

and awards: 

•  Internship location, date, basic duties

•  Volunteer title, location, date, basic duties

•  Award title, location, date 



#Bonus Tip

 Update to fit the job

Always fit your resume to the job you 

are applying for.

  

Compare the job description to your 

skills and highlight those. 

Learn about the company so you can 

speak to your fit. 

Keep it simple if you can, 1-2 pages. 
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Contact the Career Services Center 

Join Us

Drop-In Wednesdays 

Career Center 

10am – 2pm

No Appointment Necessary

Contact Career Center Staff 

for Help

Leigh Jewett – ejewett@pencol.edu

360-417-6227

Or visit us on the web

https://pencol.edu/time-thrive/career-center
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