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Outline of a Chronological Resume - BCom 

The Chronological Resume is the resume of choice for most recruiters and a one page resume is generally what 

campus recruiters prefer with two pages being the maximum. This format allows recruiters to efficiently find the 

relevant information they are looking for and allows candidates to tailor their skills to the specific posting without 

getting into unnecessary detail.  Below are the key components you should include, as well as some optional 

sections depending on the role to which you are applying.  Much of this information has been gathered from direct 

employer feedback. 

 Your Header 

 Profile/ Key Competencies  

 Technical Skills (for students targeting jobs using their technology skills) 

 Education 

 Work Experience  

 Extra-curricular Activities or Community Involvement 

 Skills and Interests 

❶ Your Header    □ 

Name 

Your name should be in capitals and/or boldface. If you generally use a preferred first name, put your legal first 

name in quotation marks after your preferred first name. i.e. Shawn “Bo” Chan.  Or, if you prefer, simply note the 

name you wish to go by, i.e. Shawn Chan.  

Contact Information 

Include a current email address and telephone number, web site/personalized LinkedIn URL (optional).  Ensure that 

a message can be left on your voicemail or with a reliable person who is fluent in English.  Your voicemail should be 

brief and professional.  Check your email messages and LinkedIn profile daily as recruiters are using these mediums 

as their primary means of communication with applicants. 

Create a ‘letterhead’ or ‘header’ that reflects you professionally and will use on all your career management tools 

(e.g. resumes, cover letters, business cards, transcripts, references, thank you letters, proposals, etc.).  This is your 

form of personal branding.  Keep in mind the company/industry culture to which you are applying. 

Contact information should appear on any subsequent pages (e.g. page two of your resume). This is where using the 

header comes in handy.                     

 

http://help.linkedin.com/app/answers/detail/a_id/87
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❷ Profile/ Key Competencies    □ 

The profile replaces the old notion of the ‘Objective’.  In a few lines, it highlights your skills, traits and 

accomplishments that are included in the body of your resume.  It presents the most relevant information about you 

to the reader, helping you to be screened to the “yes” pile.  You have less than 10 seconds to get the reader’s 

interest– so make it easy for them.  Feed them all the good (most relevant) stuff in here – right at the top of the 

resume!  Be sure to include fluent language skills and relevant technical skills in your profile if applicable.  

Using a Profile (paragraph) or Key Competencies (bulleted list) is a matter of personal preference but only use one, 

or the other, not both. 
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❸ Key Competencies (alternative to a Profile)    □ 

Competencies, what you are good at and also like to do, are your key selling features or differentiators in addition to 

your work experience.  This section provides a mini snapshot of what you could contribute if hired and helps the 

employer make the choice around whether you are a right fit.  This section should be limited to three to five concise 

bulleted statements summarizing your experience, qualifications and top skills.  Be sure to refer to any applicable 

job, company and industry research when deciding on what key points to list.  

The main difference between a Profile and Key Competencies is that Key Competencies are in bullet form where as a 

Profile is a paragraph. 

Bullet 1 should include the experience you bring to the position: 

 Three years of sales and customer service experience in the food and beverage industry 

or 

 Bachelor of Commerce graduate with 2 years’ experience working in a professional office environment 

*It is best to use a sentence that incorporates the word “experience” in the first bullet. 

Bullet 2/3: Should highlight the key skills, strengths, experience and/or attributes the employer is looking for: 

 Entrepreneurial spirit with a passion for social media, digital brand building and customer service 

 Resourceful in nature with the ability to think creatively and generate ideas combined with a strong 

analytical skill set 

 Culturally sensitive with the ability to adapt to diverse and international business environments                           
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❹ Technical Skills    □ 

Recruiters looking for BTM / BUCS professionals have requested that your IT skills appear at the beginning of your 

resume.  They can quickly assess if your technology skills match their needs.  Generally this section does not appear 

under its own heading UNLESS you have extensive skills and believe it will help market yourself in your targeted 

position.  If you are applying for a job that does not require extensive IT skills, list your computer skills in the “Skills 

and Interests” section.   

Categorize your skills using subheadings such as Languages, Platforms and Applications.                        

 

❺ Education    □  

Note your Education comes after your Profile/Key Competencies. This highlights that you offer recent and relevant 

business training as well as signifies what you are currently pursuing or have done most recently. Later in your career 

this section may go below your experience section. State the following: 

Current Degree: 

 Title of Degree, Option (include Co-op if applicable), Name of School, Location of School, and Completion 

Month/Date (e.g. Bachelor of Commerce, Marketing, Sauder School of Business, University of British 

Columbia, Vancouver, BC, Completion May 20XX). 

 GPA or Honours. 

 Scholarships and Awards (university only) – brief description on what it was awarded for. 

 Courses related to the position you are seeking.  Limit list to a maximum of 3 courses. (Optional) 

 Class projects involving use of industry related skills.  Highlight your experience solving real business 

problems. 

 Case Competitions. 

Specialized Training: 

 Note training related to the position/career you are targeting (e.g. Canadian Securities Course; Java 

Programming; Chartered Financial Analyst – Level 1). 

High School Diploma: 

 You no longer need to note your high school diploma on your resume after your first year.                  
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❻ Work Experience    □  

This is the key area recruiters examine to assess your suitability for a position.  They are specifically looking to see if 

your experience and skills match the requirements of the position for which they are recruiting, so it is important to 

spend time focusing on relevant information. 

Recruiters review your competencies in areas such as leadership, decision-making, initiative, flexibility, customer 

service, team orientation, results achievement, analytical thinking, time management, and communication skills.  Be 

sure to assess the requirements of the employer, and specifically describe how you have developed these skills 

through your work experience. 

Describe in detail your position using key ‘accomplishments’.  This allows you to demonstrate your transferable skills 

and core strengths. Use strong action verbs (see Section 7) to describe your accomplishments and skills. 
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Format: 

List experience in reverse chronological order – most recent first based on start date. 

 Name of employer, location (city, province or country). 

 Position title.  If the job title is directly related to the career you are targeting, then you may list the job title 
ahead of the name of the employer. Alternatively, if the employer is a well-known corporation, it may be 
more prestigious to note the name of employer first. Just be consistent throughout all sections. 

 If position details are too long, list the position and company details on two separate lines. One line should 
include the position title and the other should include the company name, city and province. Specify the 
country only if the job is/was located outside of Canada. 

 Dates of employment. Right aligned to allow for a visual break for the reader. 

 Optional -Descriptive sentence.  If the nature of the company is not recognized by its name, you may 
include a sentence explaining what it is that they do. This is very handy for international work experience. 
(Use this only where necessary to explain a company unknown in the market you are applying in). 

 Accomplishment statements demonstrating your specific skills and how they benefited the employer. (Aim 
to have 3 or 4 per experience, however, more recent and/or more relevant experiences should have more 
whereas older experiences can have a minimum of one) 

 Concise and specific phrases instead of complete sentences.  

 Do not use first person (e.g. “I” or “me”) and eliminate unnecessary words such as “the”, “a”, “an”, etc. 

 Use action verbs in the past tense to start each point (unless you are currently performing a job).  

 Use business and technical terms, volumes, or dollar amounts that describe your work.  Quantify your 
experiences by noting %, # and $.  If you increased profitability, note it in dollars ($) or by percentages (%).  If 
you led a project team, note the number of team members.  Note that numbers 1-9 are generally spelled out 
(e.g. nine) for more formal resumes whereas 10 or greater is shown in digits. 
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❼ How to Write an Accomplishment Statement    □ 

Some action verbs are more result oriented than others. The key verbs to express your accomplishments are: 

 

Formula for creating an “Accomplishment Statement”  

Accomplishment Verb + (Proof/result) + Transferable Skills (Action) + Context (Situation/Task) = 

Accomplishment Statement 

Accomplishment Verb with result Transferable Skill(s) 
Describing what skill-set you 

used 

Quantify the scope of what you 
did 

Examples Examples Examples 

Increased page views and click 
through rate 55% 

by analysing and optimizing 
keywords 

using Google analytics 

Developed sales process and 
promotional activities to better 
support and enhance company 

brand 

by leading team meetings that outlined the process of 
converting a lead to a client 

Raised over $700 for United Way by collaborating with five AMS 
clubs 

to organize two-day campus 
wide sales campaign 

Increased student grades from B 
average to A- average in six 

months 

by preparing weekly lesson plans 
and assessing progress 

tailored to individual strengths 
and weaknesses 

Appointed as team lead by 
manager 

for modelling consistent conflict 
resolution and customer service 
skills 

over a three month period 

Created and delivered a three 
hour workshop 

by developing a through, well 
timed lesson plan and interactive 
activities 

to 45 summer campers ages 10 
to 12 
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When updating your resume, the following examples may help you to move from an activity based approach to an 

accomplishment based approach. 

EXAMPLE 1:  

Old Style – Activity or Duty-based: 

 Created marketing campaigns for new product launches.  

New Style – Accomplishment-based: 

 Exceeded sales targets by 10% by designing marketing campaign developed through extensive competitor 

analyses, targeting untapped market sectors, and working with dealers to develop stronger merchandising 

incentives. 

EXAMPLE 2: 

 

Old Style - Activity or Duty-based:  

 Served customers coffee and snacks  

New Style - Accomplishment-based:  

 Received positive feedback through surveys by greeting guests and taking order requests in a friendly and 

timely manner. 

❽ Extra-curricular Activities or Community Involvement    □ 

Recruiters are interested in assessing your volunteer work for your employability skills in areas such as leadership, 

management, and problem solving.  These activities also give an employer an indication of what you are like as a 

person. Include: 

 Volunteer activities (list in reverse chronological order; include your leadership roles) 

 Involvement in Sauder or AMS Clubs and professional associations (include any leadership roles held) 

 Participation in team sports (including the level of competition and your role 

Ensure that formatting is consistent across all sections of your resume.   

You may choose to rephrase this section to best reflect your activities. Other appropriate titles include “Community 

Involvement” or “Leadership”.  
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❾ Skills and Interests    □ 

List your skills and interests/hobbies that are team based, goal oriented, social, and/or industry related (e.g. Gold 

competitive soccer forward, avid hiker of North Shore Mountains, Backing packing across Eastern Europe, Reader of 

classic literature, Die hard Canucks fan).  Be specific in this section, mentioning specific countries you have travelled 

to rather than just stating ‘travel’ is much more likely to bring up questions and conversation around something you 

are passionate about.  This is to illustrate that you are a balanced and well-rounded individual.  Highlight your 

computer skills or unique training in this section if you have not done so previously.                           

                                    


