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The cool thing about resumes is that no specific rules or one-size-fits-all format/design will apply to every job 
seeker. Your resume can (and should!) be strategically customized to tell YOUR story and reflect YOUR 
professional brand within the context of your target position. That said, including some commonly used resume 
section headings can significantly increase the number of interviews you get after submitting a resume. 
 
Using categories with formatted section headings increases the readability of your resume and helps your 
reader find what they are looking for. While there is room for creativity, the most effective resumes will use 
easily identifiable section headings that will be immediately clear to human readers and applicant tracking 
systems (ATS). 
 
Consider the following: 
 
Core Competencies/Signature Strengths 
 
Use this section to list your top skills specific to your target job. This section is easily scannable and can be a 
welcome break from the monotony of bullet points, intriguing your reader to look further into your resume. 
 
Employment History 
 
Within the context of a job search, this section is the most indisputable. It is most recognized and most relevant 
to potential employers. In the first 6 seconds after they open your resume, they will scan for Employment 
History and the sub-headings of Employer and Position Title. Make sure this information is easy for them to 
find. 
 
Education 
 
Another standard resume section heading, this section tells your reader about your qualifications. You can add 
anything else you want to showcase to the heading, such as Professional Development, Certifications, 
Affiliations, Memberships, Licenses, etc., but Education will be the most recognizable title. 
 
Volunteer/Community Involvement 
 
Include volunteer work and community involvement if it adds value, e.g., if you developed relevant skills, made 
relevant professional connections, or if the role was related to the industry/sector you are applying to work in. 
 
The fun part is deciding what order to put these resume section headings in! They don’t have to be in this 
order. You want to put your most substantial qualifications and contributions—the things that set you apart 
from your colleagues and other candidates—front and centre, so your reader doesn’t have to look for them. 
 
*Note: You may have expected a section heading for a professional summary in this article! I specifically left it 
off because professional summaries are so common on resumes now that they don’t need a heading. Instead, 
use the space for a tagline or career statement. 
 
 
Click here to contact me and learn more about incorporating effective resume section headings into your professional 
resume. 
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