[image: image1.jpg]




Different CV formats

Chronological CV 

 The chronological CV details your career history, normally in reverse chronological order with the most recent employment detailed first. A complete record of career history is then detailed along with a complete education record. It’s the most commonly used CV and should fit on 2 sides of A4.

Job titles and company names are emphasised with skills, duties and achievements detailed under each position. A chronological CV is most useful if you are remaining in the same industry and want to show career progression.
Many employers prefer the chronological CV formats, finding it easy to see who you have worked for and what you did in each job. If you don’t have many achievements, you can shift the emphasis by using a Chronological CV.
Targeted CV

 A Targeted CV enables you to focus your career search, either within a specific industry, or towards a specific company or particular objective.

A targeted CV highlights skills, qualifications and experience that match the requirements of your specific target (e.g. an advertised vacancy).

Writing a Targeted CV can be effective when you:
 Understand the requirements of a particular position.

Know the company you will be sending your CV to. 

Are responding to a specific job advert. 

Want to produce different CV’s, each corresponding to a different career objective. 

Functional CV

 The Functional CV covers your entire career history and it should focus on your skills, abilities and expertise. It doesn’t even need to refer to a specific industry, as the skills detailed are to be viewed as transferable.

 It is crucial that the skills that you detail in this type of CV are relevant to the position you are applying for. It’s useless highlighting your great financial experience if the position is in sales. You should highlight your achievements in a related sales environment and focus on relevant aspects of that work.

A Functional CV format can be useful if:

You lack relevant experience or have gaps in your career history – the emphasis can be shifted in a functional CV while your transferable skills and potential are highlighted. 

You’ve changed jobs frequently and have had a variety of unrelated work experiences. 

You want to promote skills and experience obtained outside of work (maybe through college or voluntary experience). 

You are changing careers or re-entering the job market or you’ve been in temporary employment. 

Your more recent experience isn’t relevant to the job, but past work experience is.

You don’t want to advertise your age. 

A Functional CV format is less useful if:

You don’t have too much work experience and not much to highlight. 

You’ve a progressive career history, that demonstrates promotions and development, and you want to highlight these achievements. 

What is the layout of a Functional CV?

Start the Functional CV with a personal profile that highlights your specific skills, achievements and relevant personal qualities. 

Present your range of skills and abilities beginning with the most important, grouping them underneath subheadings. Use bullet points. Detail your abilities in such a way as to show that they are transferable to the job applied for, rather than focusing on experience gained in a particular job. By not mentioning previous employers by name you can include voluntary and unpaid work. 

The following section should then be a list of employers and employment dates. 

Next cover qualifications, including professional and academic qualifications.

Combination CV 

The Combination CV is good for job-hunters with a solid history of experience associated with their career objectives. Use the combination CV when you have a definite career path and a targeted job area that is related to your job history and experience. It includes sections that highlight education and experience, followed by the career history. This CV combines the best elements of the functional and the chronological CV formats. List responsibilities, accomplishments, and skills developed underneath each job listing. Be concise with your words –less is more! 

Advantages of the Combination CV:
Emphasises your achievements, strengths and experience. 

Profile followed by job history – great for getting the employer’s attention. 

Highlights important skills, supported by the job history. 

Achievements are emphasised. 

Disadvantage of Combination CV: 

Can be a lengthy document.

If you don’t get attention through the profile, the recruiter may not even read the job history. 

Don't use the Combination CV when: 

Your work experience is limited. 

You’ve numerous or unexplained employment gaps. 

You’ve changed jobs frequently in the past. 
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