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What is a résumé? 
• A résumé is a piece of technical writing intended for a 

particular audience for a particular purpose. 
 

• For WHOM might a résumé intended for? 
 

• WHAT is the purpose of the résumé? 
 

• WHEN might one require a résumé? 
 
 



A résumé must be P E R S U A S I V E. 
• A person writing a résumé is in want of something (job, 

scholarship, award etc.) 
 

• You want to show that you are the BEST possible 
candidate. 
 

• You must SELL yourself; SHOW why you are the ideal 
applicant 
 

• HOW? 
• “packaging”  



It’s you on paper… 
• For most employers, the first impression they have is your 

résumé and cover letter. 
 

• You want neat, eye-catching, concise information. 
 

• Things to consider (the 3 “F’s”): 
• Function 
• Form 
• Effectiveness 

 
 



Function: 
• The function is to inform the audience about you in order 

to accomplish something. 
 
• E.g. getting a job, getting into University, winning a scholarship or 

award and being selected for an internship. 

 
• We state this purpose in our “objective”  
 

• Eg. Objective: To work as a waiter at Rumors in order to save 
money for college, gain valuable customer service skills and further 
my love of gastronomy. 



Form: 
• Résumés are expected to look a certain way. 

 
• They need to include the expected, specific information 

for e.g. 
 
• Name 
• Address 
• Contact info 
• Skills 
• Education 
• Work and volunteer experience 
• Special skills 
• Interests, awards, references… 



What kind of form depends on the kind of 
résumé. 
• There are two main kinds of résumés: chronological and 

functional  
 
• A chronological résumé lists things in order from the most 

recent (reverse chronological order) 
• Useful for when your most recent experience relates to the job 

and/or you show a pattern of growth and responsibility over time 
 

• A functional résumé organizes your competencies and 
accomplishments into groups according to theme. 
• Useful for when your most recent experiences are unrelated to the 

job 



Form cont. 
• Your function will determine your form. 

 
• It needs to make sense. 

• A logical flow of information 
• Proper formatting: layout, whitespace. 
• Good grammar, punctuation, vocabulary 

 



(e)Ffectiveness: 
• For a résumé to be effective, it must demonstrate your 

knowledge of both function and form. 
 

• An effective résumé: 
• Has a clear purpose  
• Is visually appealing 
• Includes ALL necessary information about the writer 
• Is grammatically correct 
• Uses powerful, concrete language 
• Is specific, not vague 
 



Modern résumés: 



Modern résumés cont. 
• Prezis = “prezume” 
 
• Include QR codes 
 
• Websites 
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