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This is part 4 of our how to write an executive and senior-level resume guide. Navigate through different parts of the guide: Part 1: Overview, templates and key tips Part 2: Executive resume summary [you are here!] Part 3: Work experience and bullet points on executive resumes Part 4: Skills section on executive resumes Education, optional
sections, and additional executive resume tipsAn executive summary is a short section at the top of your resume briefly outlining your key skills and experience. Despite the name, the purpose of an executive summary is not to summarize the information already in your resume, but to provide additional context about the scope and relevance of your
accomplishments.Here are some tips to keep in mind when writing your executive summary:Keep it short no more than 100 words or 3-5 linesLead with the job title and mention how many years of experience you have in the role or industryBe specific use hard numbers and metrics to let your accomplishments speak for themselvesThe point of an
executive summary is to put the most important information about your candidacy upfront, where its more likely to catch a recruiters eye. Think of it like an elevator pitch for a resume instead of scattering details about your expertise over 2-3 pages of a resume, the executive summary provides that information all in one place for easy reference.Lead
with a job title that's specific to the role you want. e.g. Marketing Director or CMO if you are going for an executive marketing role. Highlight 2-3 of your biggest accomplishments from your career that show your seniority and impact at your previous companies.Include metrics and hard numbers to give additional context. Try to relate your
accomplishments to your previous company's bottom line (e.g. increase in revenue, decrease in costs)Run your resume through a resume checker which will check your resume's summary and tell you how it scores.Executive resumes often follow different rules to that of more junior-level job seekers. For example, most entry-level to junior-level
resumes are not expected to have a resume summary, but for an executive it is important to have a summary at the top of your resume that highlights your experience and expertise. A good way to check if your executive summary highlights the right accomplishments is to upload it to the tool below itll tell you if your resume has shown enough
quantifiable accomplishments, leadership and management skills and other skills fit for executive roles.You also want to make sure youre tailoring your summary to the company and position youre applying for. Hiring managers are picky about applicants who apply to any and all executive positions, so make sure your summary focuses on the specific
role. For example:If youre applying for a financial role (e.g. CFO), highlight major finance projectsIf youre applying for a technical role (e.g. CIO or CTO), include tech-heavy accomplishmentsIf youre applying to larger companies (e.g. Fortune 500), emphasize big structural projectsif youre applying to startups, focus on projects you took from the idea
stage through to launchExecutive summaries should also be more detailed than a standard resume summary. You can use a handful of bullet points to emphasize your most noteworthy accomplishments. These can include highlights from your professional experience, qualifications, awards, or anything else that speaks to why youd be the ideal
candidate for the job.An easy way to check if you have tailored your resume to the executive position youre applying to, is to use the tool below to search for the role and itll give you a list of skills and keywords that executive recruiters look for. For example, search for a job like Chief Marketing Officer, or other executive positions and the tool will
provide a list of skills relevant to the job.Examples of executive summariesHere are two templates that senior-level job seekers find a lot of success using for their executive summaries:Template 1:[Executive] with experience leading [industry] businesses [describe size of businesses]. [Describe impactful element of role, with specific numbers]. Proven
experience [mention 2-3 skills that are relevant to the job]. [Optional: Describe relevant educational certification/accomplishment, or one significant accomplishment in the format of Action Verb + Accomplishment + Metric].Here's the template in action:Template 2:[Chief Executive Officer] with [X] years' experience [doing x and y; brief description of
the types of companies you've worked at; if you worked at big brand names, mention them here]. Results include: [Bullet point achievement in the format of Action Verb + Accomplishment + Metric] [Bullet point achievement in the format of Action Verb + Accomplishment + Metric]Here's an example of this template:Fortune 500 Executive with 25
years' experience working in a range of executive leadership roles, including SVP Marketing and Executive Director of Marketing, for technology businesses with annual sales ranging from $250 million to $2 billion. Selected achievements include: Acted as lead advisor and strategist to 5+ Mergers & Acquisitions deals resulting in $80M ROI. Led
sales and marketing strategy behind Company As 10X growth from $120 million to $1.4 billion. Managed large teams of 50-100 people to launch 3 new software projects which generated over 15M in recurring revenue.On a resume, it might look like this:An example of a real executive resume summaryHere's a second example executive summary for
a senior level resume:Use bullet points in your executive summary to emphasize standout accomplishmentsThe executive summary is also an ideal place to include important keywords. Create a headline that includes your core competencies and insert it on a single line below the job title.Create an executive summary headline to highlight core
competenciesNext up: Work experience and bullet points on executive resumes Condensed version of a complex documentAn executive summary (or management summary, sometimes also called speed read) is a short document or section of a document produced for business purposes. It summarizes a longer report or proposal or a group of related
reports in such a way that readers can rapidly become acquainted with a large body of material without having to read it all. It usually contains a brief statement of the problem or proposal covered in the major document(s), background information, concise analysis and main conclusions. It is intended as an aid to decision-making by managers and
has been described as the most important part of a business plan.[1][2][3][4]An executive summary was formerly known as a summary. It differs from an abstract in that an abstract will usually be shorter and is typically intended as an overview or orientation rather than being a condensed version of the full document. Abstracts are extensively used
in academic research where the concept of the executive summary is not in common usage. "An abstract is a brief summarizing statement... read by parties who are trying to decide whether or not to read the main document", while "an executive summary, unlike an abstract, is a document in miniature that may be read in place of the longer
document".[5]In common usage the term "executive summary" is a synonym for "summary" and has partially displaced that term.There is general agreement on the structure of an executive summary for business use - books and training courses emphasise similar points.[6][7][8][9][10] Typically, an executive summary will:be approximately 5-10% of
the length of the main report[8][10]be written in language appropriate for the target audience[7][10]consist of short, concise paragraphs[7][10]begin with a summary[7][10]be written in the same order as the main report[6][8]only include material present in the main report[6][8lmake recommendations[7][10]provide a justification[7][10]have a
conclusion[7][8][10]be readable separately from the main report[6][7][8]sometimes summarize more than one document[7]Executive summaries are important as a communication tool in both academia and business. For example, members of Texas A&M University's Department of Agricultural Economics observe that "An executive summary is an
initial interaction between the writers of the report and their target readers: decision makers, potential customers, and/or peers. A business leaders decision to continue reading a certain report often depends on the impression the executive summary gives."[11]It has been said that, by providing an easy digest of an often complex matter, an executive
summary can lead policy makers and others to overlook important issues.[12] Prof. Amanda Sinclair of the University of Melbourne has argued that this process is often active rather than passive. In one study, centred on globalization, she found that policy makers face "pressures to adopt a simple reading of complex issues" and "to depoliticise and
universalize all sorts of differences". She claims that "all research was framed under pre-defined and generic headings, such as business case points. The partners' reports were supposed to look the same. The standardization of research occurred via vehicles such as executive summaries: 'executives only read the summaries' we were told".[13]
Similarly Colin Leys, writing in The Socialist Register, argues that executive summaries are used to present dumbed down arguments: "there is remarkably little adverse comment on the steep decline that has occurred since 1980 in the quality of government policy documents, whose level of argumentation and use of evidence is all too often inversely
related to the quality of their presentation (in the style of corporate reports, complete with executive summaries and flashy graphics)."[14]AbstractBusiness plan presentation formatsintroduction (writing)”™ "Writing@CSU". writing.colostate.edu. Retrieved 7 October 2018.” "Crafting a Powerful Executive Summary". Retrieved 7 October 2018.”
Lavinsky, Dave. "Business Plan Outline - 23 Point Checklist For Success". Forbes. Retrieved 7 October 2018.” "Rough Guide to Business Planning" (PDF). Greater Merseyside Changeup. Archived from the original (PDF) on 16 January 2015. Retrieved 16 January 2015.” "Abstract". www.mhhe.com. Retrieved 7 October 2018.”™ a b ¢ d Greenhall,
Margaret (2010). Report Writing Skills Training Course - How to Write a Report and Executive Summary, and Plan, Design and Present Your Report - An Easy Format for ... of Exercises and Free Downloadable Workbook [. Universe of Learning Ltd. ISBN978-1-84937-036-3. Archived from the original on 6 November 2012. Retrieved 13 June 2011.”™ a
bcdefghi"Writing Guide: Executive Summaries". Colorado State University. Retrieved 13 June 2011.” a b c d e f "Executive Summary". Howe Writing Initiative. Miami School of Business. Farmer School of Business. Archived from the original on 14 June 2010. Retrieved 13 June 2011.” "Guidelines for the writing of an executive summary to
accompany reports". Funding of Projects, Guidelines. Protein Research Foundation. Retrieved 13 June 2011.” ab c d e f g h Foster, Lorne. "Writing the Executive Summary". York University, Toronto. Retrieved 1 December 2020.”™ "Texas A&M University Department of Agricultural Economics" (PDF). Retrieved 7 October 2018.” "Murky Media".
www.vision.org. Retrieved 7 October 2018.” "Doing Critical Research for the Government of Australia By Amanda Sinclair" (PDF). Retrieved 7 October 2018.” ""The cynical state" by Colin Lays, Socialist Register 2006 p1-27". Archived from the original on 6 October 2011. Retrieved 14 June 2011.An executive summary published by the US
Department of StateRetrieved from " resume summary is the first impression you make on potential employers, so it's crucial to get it rightWhen it comes to job applications, your resume is often the first point of contact with prospective employers. It's essential to make a good impression right from the start, and that's where your resume summary
comes in.What is a resume summary?How can you create one that will help your resume stand out from the competition?In this article, we'll explain the resume summary and why it's so vital for job search success. We'll also teach you how to write a great resume summary that will grab any employer's attention and provide 27 fantastic resume
summary examples that you can customize to fit your job search needs.What is a resume summary?To understand a resume summary, it's important to understand the challenge that good summaries are designed to overcome. Employers who are looking for new hires often need to compare many dozens or even hundreds of resumes to find the best
candidates for the job. Few hiring personnel have the time needed to thoroughly examine every single resume that they receive.Instead, employers typically spend no more than five or six seconds scanning any given resume. If a resume manages to capture their interest in those few seconds, they'll take the time to read it in greater detail. However, if
your resume doesn't grab their attention, it's likely to be rejected without any further examination. So, the challenge is to find a way to quickly earn the reader's interest and inspire them to read the rest of the document.That's where a professional summary for a resume comes into play. As you'll see from our resume summary examples, a good
summary is the resume equivalent of a salesperson's elevator pitch.This brief statement should highlight your experience and job title, one or two key skills, and a couple of your most prominent achievements. When your summary is crafted well, it will provide the employer with a quick overview of your potential value as a new hire.Once you've
written your summary, you should place it right after your contact information and resume headline so that it's the first thing employers see. If you've done your job properly, that summary will be compelling enough to make the reader want to learn more about the type of value you can bring to the job.How should you start a resume summary?Since
your summary is designed to capture the reader's attention, it's vital to start this paragraph off in a compelling way. While the statement should be brief, it should also clearly communicate your unique value proposition. Here are some examples of strong opening statements:Innovative Marketing Manager with over five years of experience in
developing and executing successful campaigns for Fortune 500 companiesResults-driven Sales Executive with a proven track record of exceeding revenue targets and building strong client relationshipsSkilled Customer Service Representative with expertise in problem-solving, conflict resolution, and communicationTips for writing a resume
summaryTo make sure that you create the most powerful resume summary possible, follow our top tips:Be specificWhen writing a resume summary, it's essential to be specific and quantify your achievements wherever possible. Instead of saying, "Experienced marketing professional," try saying, "Experienced marketing professional with expertise in
managing successful social media campaigns, resulting in increases of up to 30% in website traffic."This provides concrete evidence of your skills and demonstrates your value to potential employers.Reflect on your careerWhen it comes to writing a strong resume summary, you should engage in some self-reflection. Before putting pen to paper (or
fingers to keyboard), take some time to think about your key skills, experiences, and achievements. This will help you identify the most important information to include in your summary. Review your past roles, responsibilities, and accomplishments, and think about how they relate to the job you're applying for. Ask yourself:What have I achieved in
my career?What skills have I developed?What makes me stand out from other applicants?Identify your key skillsOne of the most important things to include in your resume summary is your key skills. These are the abilities that set you apart from other candidates and demonstrate your value to potential employers. Begin by making a list of your top
skills, then prioritize them based on relevance to the job you're applying for.Highlight your relevant experiencesNext, think about relevant experiences that you can include in your summary. This includes any previous jobs or internships, volunteer work, or extracurricular activities that have given you valuable experience. Consider what you've
learned and achieved in each role and how that relates to the job you're applying for.You should focus on what is most relevant to your target job. Here are some examples:Proven ability to increase sales revenue by 20% year-over-yearExpertise in project management and team leadershipProficient in Adobe Creative Cloud and Microsoft 365Confident
working with a diverse range of clients and stakeholdersKeep it conciseRemember, your resume summary should be concise and to the point. Stick to the most important information and avoid filler words or irrelevant details. A good rule of thumb is to keep your summary to 3-5 sentences.Use action verbsWhen describing your experiences and
achievements, use strong action verbs and adverbs to convey a sense of accomplishment and momentum. For example, instead of saying, "Responsible for managing social media accounts," say, "Successfully manage 4 social media accounts, including Facebook, TikTok, LinkedIn, and Instagram."Quantify your achievementsWherever possible, use
numbers and statistics to quantify your achievements. This provides concrete evidence of your skills and demonstrates your value to potential employers. For example, instead of saying, "Helped to increase sales," say, "Helped to increase sales by 20% in the first year."Tailor it to the jobMake sure your resume's professional summary is tailored to the
job you're seeking. This means highlighting the skills and experiences that are most relevant to the role. Look at the job description identify the key requirements, and then make sure your summary addresses these points.Professional resume summary examplesSince there's nothing quite like seeing an example of a great summary, we've compiled
twenty-seven great resume summary examples that you can use as inspirational templates for your own perfect resume. Below, you'll find summary examples for a variety of different job roles, including:1. Customer Service Representative resume summary example"Highly motivated Customer Service Representative with 5 years of experience in
delivering service excellence. Skilled in conflict resolution and problem-solving, resulting in a 95% customer satisfaction rate. Proven ability to multitask in fast-paced environments while maintaining accuracy and attention to detail."Why it works: This summary highlights the candidate's experience and skills while also showcasing their relevant
achievements in ensuring customer satisfaction. It mentions how much experience they have and highlights a measurable success.2. Sales Representative resume summary example"Dynamic Sales Representative with a track record of exceeding sales quotas by 20%+. Proficient in consultative sales techniques and relationship building. Exceptional
communication and negotiation skills with the ability to close deals."Why it works: This summary provides a quantifiable achievement to show the candidate's success in their previous sales roles while also highlighting their key skills in relationship building and communication.3. Marketing Manager resume summary example"Strategic Marketing
Manager with 7+ years of experience in developing and executing successful marketing campaigns across multiple channels. Skilled in market research and analysis, campaign optimization, and team leadership. Proven track record of driving revenue growth and increasing brand awareness."Why it works: This summary emphasizes the candidate's
experience and leadership skills while also showcasing their ability to drive results through successful marketing campaigns. The candidate has also demonstrated their ability to grow revenues and raise brand awareness.4. Project Manager resume summary example"Accomplished Project Manager, with confidence in leading cross-functional teams
and managing project timelines, budgets, and resources. Strong communication and collaboration skills, with the ability to build relationships with stakeholders. Proven track record of delivering projects on time and within budget."Why it works: This summary highlights the candidate's extensive project management experience and emphasizes their
ability to successfully deliver projects while working with multiple stakeholders.5. Software Developer resume summary example"Innovative Software Developer with 5+ years of experience in designing, developing, and implementing complex software applications. Skilled in programming languages including Java, Python, and C++. Demonstrated
ability to work collaboratively in Agile environments to deliver high-quality code on time."Why it works: This job seeker has taken the time to highlight some of the technical skills they possess while emphasizing their ability to work in Agile environments. They also call attention to the fact that they can manage and complete a software development
project from design to implementation.6. Human Resources Manager resume summary example"Experienced Human Resources Manager specializing in talent acquisition, employee relations, and performance management. Skilled in developing and implementing HR policies and procedures that align with business objectives and values. Proven track
record of building and managing high-performing teams."Why it works: This summary highlights the candidate's experience in various HR functions and emphasizes their ability to build and manage teams. It also shows that they can perform managerial functions like developing policies and procedures.7. Graphic Designer resume summary
example"Creative Graphic Designer with particular expertise in developing and executing visually stunning designs for print and digital media. Proficient in Adobe Creative Cloud, with a focus on typography and layout. Strong communication and collaboration skills, with the ability to work on multiple projects simultaneously."Why it works: This
summary works well because it showcases their technical skills and experience while also emphasizing creativity and an ability to work collaboratively.8. Registered Nurse resume summary example"Compassionate Registered Nurse with over 10 years' experience in providing high-quality patient care. Skilled at patient assessment, medication
administration, and treatment plan development. Strong communication and interpersonal skills with the ability to build rapport with patients and their families."Why it works: This summary emphasizes the candidate's clinical and patient care experience and highlights their key nursing and interpersonal skills.9. Financial Analyst resume summary
exampleDetail-oriented Financial Analyst with a strong background in financial modeling, data analysis, and forecasting. Combines advanced Excel skills with the ability to create and manage financial reports. Able to work collaboratively with cross-functional teams.Why it works: This summary showcases the applicant's specific skills and experience
in financial analysis and highlights their proficiency in Excel, a crucial tool for the role.10. Administrative Assistant resume summary exampleSkilled Administrative Assistant with 8 years of experience in administrative support and office administration. Resilient, detail-oriented, and able to work under extreme pressure in a team environment.
Excellent interpersonal, client management, and interdepartmental liaison skills. Committed to successful management of multiple simultaneous projects, strict adherence to deadline requirements, and accurate maintenance of schedules, meeting obligations, and records.Why it works: An Administrative Assistant wears many hats and experiences
many challenges. This resume summary covers a lot of ground to demonstrate that the candidate understands those obstacles and knows how to overcome them.11. Data Entry Clerk resume summary exampleTask-driven and results-oriented professional with more than 10 years of experience in data entry, project coordination, and customer service.
Uses interpersonal skills including effective communication to build rapport and positive relations with customers, gather vital information, and ensure rapid and accurate entry of data into designated software programs.Why it works: This resume summary is effective because it gets right to the heart of the job: dealing with customers and entering
data into databases. The candidate also emphasizes their results-focused mindset, project skills, and key soft skills.12. Business Analyst resume summary exampleResults-driven Business Analyst with a proven record in expanding profitability by 55% in the retail industry. Confident carrying out data-focused analysis that provides key insights and
recommendations for growth strategies. Strong interpersonal and team building skills, innovative approach to problem-solving, and resolute commitment to efficiency and productivity.Why it works: Business analysis is all about using data and research to deliver key insights that result in improved operations and greater business success. This
summary hits all the right notes as it focuses on key skills, a solutions-oriented mindset, and notable achievements that reflect real value for employers.13. Operations Manager resume summary exampleResults-oriented Operations Manager with more than 10 years of supervisory experience in high-level operational environments. Adept at
coordinating both large and small teams, outside consultants, and mid-level management personnel. Successfully introduced Lean manufacturing principles that reduced costs by 32% via waste elimination and process revitalization.Why it works: This candidate's summary emphasizes key skills that the employer wants to see in any managerial
candidate's resume while also showcasing their knowledge of best operational practices and a commitment to cost reduction.14. Mental Health Counselor resume summary exampleCompassionate Mental Health Counselor with more than a decade of experience addressing mental health issues and behavioral concerns. Proven success in both
individual and group counseling environments, assisting clients in gaining insight and understanding of their unique conditions. Specialized focus on working with young adults and families, with an emphasis on addressing substance abuse root causes and other social factors involved in mental health.Why it works: This resume summary is notable for
citing important skills like empathy and compassion. It also focuses attention on the candidate's experience in dealing with common mental health concerns and hints at their preferred approach to assisting patients.15. High School Teacher resume summary exampleDynamic high school teacher with 12 years of experience developing approved
curricula for more than 500 students in grades 9-12. Proven track record of helping students to achieve a 98% passing rate in both Western Civilization and World History instruction. Actively engaged in every aspect of education, at the district, local, and parent-teacher level. Why it works: This candidate's resume summary highlights their vast
experience while illustrating their success in ensuring that their students learn what they need to know to pass the class. They also demonstrate their commitment to the educational process by highlighting their involvement in every area of education.16. Accountant resume summary exampleDiligent and detail-oriented CPA with seven years of
experience in accounting, process improvement, and problem-solving. Skilled at identifying inefficiencies and using reporting to offer insights that can guide employers to better practices and greater profitability. At XYZ Corp., identified labor usage inefficiency that motivated management to introduce new scheduling that eliminated $300,000 in
labor waste.Why it works: In addition to highlighting a wide range of valuable skills, this candidate also focused on a quantifiable achievement that illustrates real value. This type of summary would certainly capture a hiring manager's attention and make them want to read more!17. Event Manager resume summary exampleResilient and creative
Event Manager with 6 years of corporate experience. Detail-oriented perfectionist with experience in project management, team leadership, and customer relations. Successfully organized and executed more than 40 major business conferences, hosting thousands of guests. Major clients have included three Fortune 500 firms with multi-million-dollar
event budgets.Why it works: As Event Managers go, this one has certainly made the rounds. That summary of achievements highlights their ability to manage even large-scale events, dealing with every aspect of the project. How could a serious hiring manager not want to learn more about this candidate?18. IT Manager resume summary
exampleDedicated IT Manager with significant experience in an innovative and growing tech firm. Skilled leader with experience in systems analysis, database architecture, problem-solving, and troubleshooting. Superior client satisfaction rate of more than 99%. Created and implemented an IT troubleshooting process that reduced internal client
service time by 30%.Why it works: This IT professional focuses attention on their key leadership skills, while also mentioning the hard skills that any hiring manager is likely to be looking for. There's also a nice nod to their history of satisfying clients, as well as a notable and measurable achievement.19. Product Designer resume summary
exampleInnovative Design Engineer with 5 years of experience in the development of products and packages. Skilled in market research, brand development and alignment, and design elements. Led team of seventeen Designers in the creation of industrial products that yielded $20 million in sales in the first month after launch.Why it works: This
resume summary uses some important keywords, action verbs, and descriptive language to describe the candidate's key skills and experiences. It also cites an impressive product design achievement, along with real numbers that showcase value.20. Content Marketer resume summary exampleCreative marketing professional with 7 years' experience
as a Content Marketer. Skilled writer who understands how written communication empowers business growth and expansion. Expertise in development of compelling content that drives activities across multiple media channels. Adaptable, detail-oriented, and focused on a brand-building approach to content strategy that drives real results.
Developed a cross-platform content strategy that boosted sales conversion rates by 37%.Why it works: This Content Marketer focuses on their key skills and keen insights into how content impacts business profitability. They even included a measurable result that demonstrates their focus on adding value to their employer's bottom line.21. SEO
Specialist resume summary exampleResults-focused SEO expert with 6 years of experience in keyword mastery, the promotion of sustainable content, and growing organic website search engine rankings. Proven track record of SEO success, using content development and link outreach to expand website traffic activity from 10,000 daily visitors to
more than 2,000,000 per year.Why it works: Many hiring managers may not fully understand SEO, but they will understand the need to get more eyes on their digital content. This candidate speaks to that need by focusing on website rankings, content, and overall web traffic - while including a quantifiable achievement that demonstrates their ability
to make things happen.22. Copywriter resume summary exampleWebsite Copywriter with 5 years of experience in developing content that creates real conversions. Cross-channel expertise, including website content, advertising, newsletters, press releases, email, and podcast/video scripts. Proven track record of increasing social traffic by 36% and
driving a 22% boost in landing page conversions.Why it works: This candidate's summary is focused not only on the type of things they write but how those content pieces directly contribute to the company's online presence and sales conversion rate. This illustrates the writer's understanding of how their work aligns with their employer's business
needs and goals.23. Bank Teller resume summary exampleEmpathetic and personable Bank Teller with more than 4 years of experience in client interactions at First Bank. Detail-oriented customer management approach, focused on superior customer experiences and client retention. Strict adherence to bank policy, including safety deposit
guidelines, customer account security, and due diligence. Efficiently and effectively processed more than 200 client account interactions each day.Why it works: For a Bank Teller, much of the role's value lies in the employee's ability to serve as the face of the branch. This summary is effective because it showcases the Teller's knowledge of bank
procedures while also highlighting their commitment to creating an excellent customer experience.24. Software Support Specialist resume summary exampleProblem-solving Software Support Specialist with 8 years of experience in customer-facing user assistance. Provided key problem-resolution services for hundreds of customers, with a focus on
maximizing their satisfaction with the company to increase loyalty and retention. Experienced in both customer and B2B interactions, with a specialized talent for explaining technical problems in language that is easily understood by the average layperson.Why it works: This resume summary focuses not only on the candidate's specialized skills in
solving computer issues but also highlights their ability to simplify their explanations to customers.25. Data Scientist resume summary exampleCommitted Data Scientist focused on analytical insights that can drive company growth and development. More than eight years of experience providing data-driven analysis to Fortune 500 executives based
on comprehensive statistical models and detailed historical data patterns. Successfully provided insights and recommendations used to increase company profits by 32% over a two-year period.Why it works: Data science may not seem like the most exciting field, but hiring managers are always on the hunt for candidates who understand why data
matters. This candidate's focus on providing insights that can translate into real value for the employer is something that is likely to earn a hiring manager's interest.26. Dental Assistant resume summary exampleDental Assistant with 5 years of experience with patient preparation, processing, and administrative support. Keen attention to detail and a
commitment to dental health and aesthetics. Skilled in dental impressions, hands-on assistance during procedures, x-rays, and record maintenance. Fully committed to developing rapport with patients that creates a welcoming environment and a joyful experience.Why it works: This candidate's resume summary not only highlights key Dental
Assistant requirements, but also conveys their personal approach to teamwork and patient care.27. Architect resume summary exampleCreative Architect experienced in high-end architectural design and development oversight. Ten years of proven success in creating sustainable designs that earn rave reviews and commendations from clients.
Skilled in adapting to new challenges and working under pressure to achieve every client's vision. Consistently produces designs and project plans that come in on time and under budget, at 10%-30% less cost than industry competitors.Why it works: In this summary, the candidate highlights key skills that employers will want to see, while also
emphasizing quantifiable results that demonstrate competitive value for the employer. They also showcase their ability to not only design architectural structures but to do so with a conscious awareness of critical factors like budgetary concerns, deadlines, sustainability and market competition.Bonus: how to write a resume summary if you have no
experienceOf course, it's also important to know how to write a resume summary if you have no experience. Here's a quick resume summary example that you can adapt if you are just entering the job market:Recent Marketing graduate, seeking an entry-level position to kickstart a career in the field. Demonstrated strong leadership and teamwork
skills gained through involvement in various extracurricular activities, including volunteering at local events and leading group projects. Proficient in Microsoft 365 and Adobe Creative Cloud. Passionate about using marketing strategies to create engaging content and drive brand awareness.Why it works: This summary works because it highlights
the candidate's relevant hard and soft skills and qualifications, even though they don't have direct career experience. The use of action wordssuch as "demonstrated" and "proficient" shows the candidate's confidence in their abilities, which can be attractive to potential employers, showcasing the candidate's potential for success in an entry-level
marketing role.A word about AIIf you've been following recent news headlines, you've probably heard about the rise of artificial intelligence. If so, then maybe you've wondered whether it's a viable tool for creating your resume. While our experts advise against using Al to create your resume from scratch, that doesn't mean that it has no role to play
in that process. In fact, tools like ChatGPT can be extremely useful for assessing your resume summary and other key parts of your resume.For example, Al can help you to evaluate job descriptions to identify the most relevant keywords that need to be included in your resume to get past any ATS. Artificial intelligence can even be used to brainstorm
ideas for resume headlines, skill synonyms, and other vital resume components. Just recognize that the technology has not yet advanced to the point at which it can reliably craft truly compelling resumes.Key takeawaysA well-written resume summary can make a significant impact on a job application. A good summary should highlight relevant skills
and experiences, use clear and concise language, and avoid unnecessary information. Feel free to customize any of the resume summary examples we've provided to help ensure that your resume captures the attention of potential employers.This article was originally written by Ken Chase. It has been updated by Marsha Hebert and Ken
Chase.Recommended reading:Executive Resume Summary: In todays competitive job market, a standout executive resume summary can be the key to unlocking new career opportunities. With hiring managers sifting through countless applications, your summary serves as the first impression, showcasing your unique value proposition and leadership
capabilities. Crafting a compelling summary that captures attention and highlights your achievements is essential for making a lasting impact.This article presents over 25 expertly crafted executive resume summary examples and samples tailored to various industries and leadership roles. Each example is designed to inspire and guide you in
articulating your professional narrative effectively. From C-suite executives to mid-level managers, these summaries emphasize the skills and experiences that resonate with employers seeking top-tier talent.Dive into this comprehensive collection to discover how to elevate your resume and position yourself as a strong candidate. With the right
approach, you can transform your summary into a powerful tool that propels your career forward.An Executive Resume Summary is a concise overview highlighting a candidates key qualifications, achievements, and skills tailored for senior leadership roles. It showcases professional experience, leadership capabilities, and strategic vision, aiming to
capture the attention of hiring managers and demonstrate the candidates value to potential employers.An executive resume summary serves as a powerful tool that encapsulates your professional identity, showcasing your most significant accomplishments and skills. It acts as a compelling introduction, drawing attention and setting the tone for the
rest of your resume. Heres why its crucial for your job search:First Impression: Its often the first section hiring managers read, making it essential for capturing their attention quickly.Highlight Key Skills: A well-crafted summary emphasizes your most relevant skills and experiences, aligning them with the job requirements.Showcase Achievements:
It allows you to present your most impressive accomplishments, demonstrating your value and impact in previous roles.Tailored Messaging: You can customize your summary for each application, ensuring it resonates with the specific company and position.Establishes Professional Brand: It helps define your personal brand, conveying your unique
value proposition and what sets you apart from other candidates.Encourages Further Reading: A compelling summary piques interest, encouraging hiring managers to delve deeper into your resume.Saves Time: It provides a quick overview of your qualifications, making it easier for recruiters to assess your fit for the role.In summary, an executive
resume summary is not just a formality; its a strategic element that can significantly enhance your chances of landing an interview. Crafting a strong summary is an investment in your career advancement.LeadershipStrategic PlanningResults-DrivenInnovationOperational ExcellenceStakeholder EngagementRevenue GrowthCross-Functional
CollaborationChange ManagementBusiness DevelopmentPerformance ImprovementTeam BuildingFinancial AcumenMarket AnalysisVisionary LeadershipCreating an effective Executive Resume Summary is crucial for capturing the attention of hiring managers and showcasing your qualifications. Here are the key components to include:Concise
Overview: Start with a brief statement that encapsulates your professional identity and career level. Aim for 2-4 sentences that summarize your expertise.Targeted Position: Clearly state the specific role or industry you are targeting. This helps align your summary with the job youre applying for and demonstrates your focus.Core Competencies:
Highlight your key skills and areas of expertise relevant to the position. Use industry-specific terminology to showcase your knowledge and proficiency.Quantifiable Achievements: Include metrics or specific accomplishments that demonstrate your impact in previous roles. Use numbers, percentages, or other measurable outcomes to provide evidence
of your success.Leadership Experience: Emphasize your leadership capabilities, including team management, strategic planning, and decision-making skills. This is particularly important for executive roles.Value Proposition: Articulate what sets you apart from other candidates. Explain how your unique skills and experiences can benefit the
organization and contribute to its goals.Industry Knowledge: Mention your familiarity with the industry trends, challenges, and best practices. This shows that you are not only experienced but also knowledgeable about the current landscape.Professional Tone: Maintain a formal and professional tone throughout the summary. Avoid jargon or overly
casual language, as this can undermine your credibility. Keywords: Incorporate relevant keywords from the job description to optimize your resume for Applicant Tracking Systems (ATS). This increases the likelihood of your resume being seen by hiring managers.Call to Action: End with a subtle invitation for further discussion, indicating your
eagerness to contribute to the organization. This can be as simple as expressing your desire to connect for a conversation.See also 30+ Retail Manager Resume Summary Examples & SamplesBy integrating these components, your Executive Resume Summary will effectively capture attention, convey your qualifications, and encourage hiring
managers to learn more about you.Dynamic and motivated individual with strong leadership skills, eager to drive organizational success through innovative strategies and collaborative teamwork, committed to continuous learning and professional growth in executive roles.Results-oriented professional with a passion for strategic planning and
problem-solving, dedicated to leveraging analytical skills and fresh perspectives to contribute effectively in an executive capacity within a dynamic organization.Ambitious and driven graduate with exceptional communication abilities, seeking to apply creative thinking and a proactive approach to support executive initiatives and foster organizational
excellence.Enthusiastic and adaptable individual with a strong foundation in project management, eager to contribute innovative ideas and a collaborative spirit to enhance executive operations and drive success.Detail-oriented and resourceful professional with a commitment to excellence, ready to leverage strong interpersonal skills and a passion
for leadership to support executive functions and organizational goals.Proactive and innovative thinker with a strong academic background, seeking to bring fresh insights and a collaborative approach to executive roles, driving growth and operational efficiency.Motivated self-starter with a keen interest in executive management, eager to utilize
strong analytical and communication skills to support strategic initiatives and contribute to organizational success.Creative problem-solver with a strong desire to learn and grow, committed to applying a fresh perspective and teamwork to executive challenges, driving positive change and innovation.Dedicated and ambitious individual with a passion
for leadership, seeking to leverage strong organizational skills and a collaborative mindset to support executive functions and enhance team performance.Goal-oriented and enthusiastic professional with a strong commitment to personal and professional development, eager to contribute innovative ideas and strategic thinking to executive-level
projects and initiatives.Dynamic executive with 15+ years in strategic leadership, driving revenue growth and operational efficiency. Proven track record in team development and fostering innovation to achieve organizational goals.Results-oriented CEO with expertise in scaling startups, enhancing profitability, and building high-performance teams.
Passionate about leveraging technology to transform business processes and deliver exceptional customer experiences.Visionary COO with a strong background in supply chain management and process optimization. Skilled in implementing data-driven strategies that streamline operations and reduce costs while maximizing productivity.See also 50+
Human Resource Manager Resume Summary Examples & SamplesTransformational CMO with 10+ years of experience in digital marketing and brand management. Adept at crafting compelling narratives that resonate with target audiences and drive customer engagement.Strategic CFO with a deep understanding of financial planning and analysis.
Proven ability to align financial strategies with business objectives, ensuring sustainable growth and stakeholder value enhancement.Innovative CTO with a passion for emerging technologies and digital transformation. Experienced in leading cross-functional teams to develop cutting-edge solutions that drive competitive advantage and market
leadership.Dedicated VP of Sales with a history of exceeding targets and building strong client relationships. Expert in developing sales strategies that enhance market penetration and revenue generation.Experienced HR Executive specializing in talent acquisition and organizational development. Committed to fostering a diverse and inclusive
workplace that drives employee engagement and performance excellence.Proactive Business Development Executive with a knack for identifying growth opportunities and forging strategic partnerships. Skilled in negotiation and relationship management to enhance market presence.Accomplished Operations Executive with expertise in process
improvement and quality assurance. Proven ability to implement best practices that enhance efficiency and drive operational excellence across diverse industries.Creative Product Development Executive with a strong background in market research and innovation. Passionate about delivering customer-centric solutions that meet evolving market
demands and drive brand loyalty.Strategic IT Executive with extensive experience in cybersecurity and infrastructure management. Committed to aligning technology initiatives with business goals to enhance operational resilience and security posture.Results-driven Executive Director with a focus on nonprofit management and community
engagement. Proven ability to lead fundraising initiatives and build partnerships that advance organizational missions.Visionary Supply Chain Executive with a track record of optimizing logistics and inventory management. Skilled in leveraging analytics to enhance supply chain efficiency and reduce operational costs.Dynamic Marketing Executive
with expertise in integrated marketing communications and brand strategy. Proven ability to drive market share growth through innovative campaigns and data-driven insights.John Doe123 Executive LaneCity, State, ZIP(123) 456-7890[emailprotected]LinkedIn: linkedin.com/in/johndoe A resume summary statement usually comes right after a job
seekers contact info and before other resume sections such as skills and work experience. It provides employers with a brief overview of a candidates career accomplishments and qualifications before they read further. Because of how early it appears on the document, your resume summary statement (or your CV profile in the UK) is one of the first
places recruiters and employers look. And without the right information, theyll doubt that youre qualified and may move to another resume.So I got in touch with a select group of professional resume writers, coaches and career experts to get their best resume summary examples you can use and adapt to write a resume summary that stands out and
gets interviews.As a former recruiter myself, Ill also share my best tips to write your resume summary effectively.Why the Resume/CV Summary is ImportantYou may have heard that recruiters only spend 8-10 seconds looking at your resume. The truth is: they spend that long deciding whether to read more. They do glance that quickly at first and
may move on if your background doesnt look like a fit. However, if you grab their attention, theyll read far more. Recruiters arent deciding to interview you in 8-10 seconds, but they are ruling people out in 8-10 seconds. And this is why your resume summary is so crucial. It appears high up on your resume (usually right after your header/contact info)
and is one of the first sections employers see. So its part of what theyll see in the first 8-10 seconds.Your resume summary statement is one of your first (and one of very few) chances to get the employer to stop skimming through their pile of resumes and focus on YOU.Watch: Resume Summary Examples That Get Interviews 10 Resume Summary
Examples:These career summary examples will help you at any experience level whether youre writing a professional summary after a long executive career, or writing your first resume summary without any experience! After you finish this article youre NEVER going to have tosend out a limp, weak resume summary statement again (and youll get
far more interviewsbecause of it).1.Healthcare Sales Executive Resume Summary Example:Turnaround & Ground Up Leadership Concept-to-execution strategies for untapped products, markets + solutions that yield 110% revenue growth Negotiates partnerships with leading distributors + hospitalsMedline to Centara + Novant Health to Mayo Clinic
Revitalizes underperforming sales organizations via scalable, sustainable infrastructures emulated as best practice C-Level networks of clinical + supply chain leadership acquired during tenures with XXX, XXX and XXXWhythis resume summary is good:This resumes summary examples strength lies in the detailed, unique information that has been
included. By including revenue stats, names of past employers and partners, the reader right away sees that this person will bring to the role a strong networking ability with key players in his industry, and more importantly can build, grow and revitalize a sales organization, market or product.By: Virginia Franco, Founder of Virginia Franco
ResumesandForbes contributor.2. 15+ Year Business OwnerResume Summary Statement:Dynamic and motivated marketing professional with a proven record of generating and building relationships, managing projects from concept to completion, designing educational strategies, and coaching individuals to success. Skilled in building cross-
functional teams, demonstrating exceptional communication skills, and making critical decisions during challenges. Adaptable and transformational leader with an ability to work independently, creating effective presentations, and developing opportunities that further establish organizational goals.Whythis is a good summary section:This is a resume
summary statement that was for a candidate returning to work after having her own business for 15+ years. Because of this, we needed to emphasize her soft skills and what she can bring to this potential position. In addition, we highlighted the skills she has honed as a business owner so that she can utilize these qualifications as a sales professional,
account manager, and someone knowledgeable about nutrition, medicine, and the overall sales process.By: Dr. Heather Rothbauer-Wanish. MBA, Ph.D., CPRW, and Founder of Feather Communications3. Human Resources Generalist Resume Summary Example:Human Resources Generalist with progressive experience managing employee benefits &
compliance, employee hiring & onboarding, performance management processes, licensure tracking and HR records. Dependable and organized team player with the ability to communicate effectively and efficiently. Skilled at building relationships with employees across all levels of an organization. Proficient with HRIS, applicant tracking and
benefits management.Whythis is a good resume summary:The applicant highlights their experience across a wide range of HR functions from the very first sentence, and continues this pattern throughout the rest of the summary. They then use easily digestible langue to showcase their hard skills (in the first & fourth sentences) and soft skills (in the
second & third sentences). They also integrate a variety of keywords to get past automated job application systems, without sounding spammy or without overdoing it.By: Kyle Elliott, MPA/CHES,Career Coach and Consultant4. Social Media Marketing CV ProfileExample (UK):Social media expert with successes in the creation and management of
social media strategies and campaigns for global retail organisations. Extensive experience in the commercial utilisation of multiple social media channels including Facebook, Twitter and YouTube; I build successful social strategies that increase brand awareness, promote customer engagement and ultimately drive web traffic and
conversions.Whythis summary is good:This summary is well-written, short, sharp, and gives recruiters a high-level explanation of the candidates core offerings in a persuasive and punchy style. A quick scan of this profile tells you the exact type of social media platforms the candidate is an expert in, as well as the campaigns they have experience
running and types of organizations they have worked for. Most importantly, the summary is rounded off by showing the results that this person achieves for their employers, such as increased web traffic and conversions.Editors note: This CV profile summarywas written for the UK market this is a great one to use/copy, but make sure you put it
through a spell-checker if youre applying for jobs in the US (utilisation vs. utilization, etc.)By: Andrew Fennell,Director at StandOut CV, contributor for The Guardian and Business Insiderb. Marketing Manager Professional Summary Example:Marketing Manager with over eight years of experience. Proven success in running email marketing
campaigns and implementing marketing strategies that have pulled in a 20% increase in qualified leads. Proficient in content, social media and inbound marketing strategies. Skilled, creative and innovative.Whythis summary is good:This resume summary stands out because it gets straight to the point. By immediately introducing the number of years
of experience the candidate has, the HR manager doesnt need to spend time adding up years. The candidate also jumps right into his or her strongest skill, provides a statistic, then gives additional skills.By: Sarah Landrum, career expert andcontributor at Entrepreneur.com and Forbes6. Warehouse Supervisor Resume Summary Example:Warehouse
Supervisor with Management, Customer Service, & Forklift Experience Dependable manager with 15+ years of experience in warehouse management and employee supervision. Skilled at managing inventory control, shipping & receiving, customer relations and safety & compliance. Certified Power Equipment Trainer, Forklift Operator and Reach
Operator skilled at coaching other staff. Promoted to positions of increased responsibility given strong people and project management skills. Whythis summary is good:The applicant was applying for a warehouse supervisor position that required them to have demonstrated management, customer service and forklift experience. As such, the applicant
showcased their experience in these areas with a few keywords in the title, followed by additional details in the accompanying bullet points. Their final bullet shows a record of promotions, while reinforcing the applicants customer service and project management skills.By: Kyle Elliott, MPA/CHES,Career Coach and Consultant7. IT Project Manager
Resume Summary Example:Experienced Project Manager with vast IT experience. Skills include computer networking, analytical thinking and creative problem solving. Able to apply customer service concepts to IT to improve user experience for clients, employees and administration.Whythis resume summary is good:Because this candidate is
switching career paths, its important he or she take skills used for previous positions and apply those skills to the new job listing. This is a great example because the candidate makes it clear that his or her experience is not in the new field, but that they are still able to bring relevant experience to the table. When writing your resume summary, keep
these tips in mind: Use writingthat is straight to the point, clear and concise, youll have a higher chance of getting noticed by the hiring manager.By: Sarah Landrum, career expert andcontributor at Entrepreneur.com and Forbes8. Career-Changer Resume Summary Example:Earn trust, uncover key business drivers and find common ground as chief
negotiator and identifier of revenue opportunities in sales, leadership and account management roles spanning e-Commerce, air travel and high-tech retail.Navigate cultural challenges while jumping time zones, lead international airline crews and manage corporate accounts to deliver an exceptional customer experience. A self-taught techie sought
after as a go-to for complex billing systems and Saa$S platforms alikebridging the divide between technology and plain-speak. Tenacious Quest for Success + Learning. Earned MBA and BS in just 3 years while working full-time gaining hands-on experience in research- and data-driven product roadmap development, pricing and positioning. Results-
Driven Leadership. Whether leading Baby Boomers, Gen X or Millennialsfigures out what makes teams tick, trains and transforms individuals into top-performers. Challenger of Conventional Wisdom. Always ask the WHY. Improve the user experience through smart, strategic thinking that anticipates outcomes. Present cases that influence, and lead
change that drives efficiency and profitability. Whythis summary is good:This client was eager for a career change and had moved from role to role and industry to industry. After completing her Masters degree, she was eager to tie her skills together to land a role which she did as a Senior Technology Account Strategist for a global travel company.
Although a bit longer than a traditional summary, its strength lies in the details. Without ever getting to the experience section, the reader gets a clear idea of the scope of responsibility, and hard and soft skills the candidate brings to the table.By: Virginia Franco, Founder of Virginia Franco Resumesand Forbes contributor.9. Project Management
Executive Professional Summary Example:15+ years of initiating and delivering sustained results and effective change for Fortune 500 firms across a wide range of industries including enterprise software, digital marketing, advertising technology, e-commerce and government. Major experience lies in strategizing and leading cross-functional teams
to bring about fundamental change and improvement in strategy, process, and profitability both as a leader and expert consultant.Why this resume summary is good:Project Manager is one of those job titles thats REALLY broad. You can find project managers earning $50K, and others earning $250K. The client I wrote this for was at the Director
level, and had worked for some of the biggest and best tech companies in her city. So this resume profile section shows her level and experience, and the wide array of areas she has responsibility for in her current work. You can borrow or use some of the phrasing here to show that youve been responsible for many important areas in your past
work.By: Biron Clark, FounderofCareerSidekick.com.10. Startup And Finance Management Consultant Career Summary Example:Experienced strategist, entrepreneur and startup enthusiast with a passion for building businesses and challenging the status quo. 8+ year track record of defining new business strategies, launching new ventures, and
delivering operational impact, both as a co-founder and management consultant.Why this resume summary example is good:This summary was for a highly-talented management consultant looking to break out of finance, and into trendier tech companies like Uber. His track record and educational background were great, so the goal of this summary



section was to stand out and show hes more than just the typical consultant with a finance background. So we emphasized his passion for startups, and his ability to think outside the box and challenge the status quo. Thats something that companies like Uber and other disruptive tech companies look for.By: Biron Clark,
FounderofCareerSidekick.com.14 Resume Summary Examples for Various IndustriesEducationl. TeacherCompassionate and effective 5th-grade teacher with experience overseeing the classroom and preparing lessons. Extensive experience encouraging students through positive reinforcement and motivational techniques. Collaborate well with
school administration and other members of the teaching team. Ensure all students meet learning requirements, including literacy, social, and arithmetic skills.2. Teachers AssistantGoal-oriented teachers assistant with ten years of experience working with elementary school children. Aid teachers with lesson planning, classroom settings, and group
instruction. Model positive behavior and maintain order in the classroom. Willingness to take on additional responsibilities to meet learning objectives.Tech Industry3. Computer ProgrammerInnovative computer programmer with a proven track record of writing high-quality code and supporting team needs with subject matter expertise. Adept in
multiple programming languages, including Python, JavaScript, and C++. Ability to troubleshoot complex programming issues with inventive solutions.4. Cybersecurity AnalystDedicated cybersecurity analyst with ten years of experience in online security research, execution, planning, and maintenance. Proven track record of identifying business
risks and proactively resolving them. Experience designing and instituting layered network security for large-scale organizations. Train users and other staff members on IT safety procedures and preventive techniques.Medical5. DoctorSkilled healthcare professional with ten years of experience in patient care, diagnosis, and providing appropriate
treatments and medical services. Manage medical staff and resolve complex medical cases with maximum efficiency. Communicate the patients condition and treatment plan in easily understood terminology. Remain current with the latest advancements in medicine and research to ensure patients receive proper care.6. Registered NurseSeasoned
registered nurse offering comprehensive patient care in emergency room settings. Experience handling diverse patient populations and caring for various conditions. Proven leadership managing nursing teams and other staff. Focus on enhancing patient care and satisfaction through empathetic communication and excellent customer
service.Marketing?7. Digital Marketing ManagerForward-thinking digital marketing manager experienced in all facets of digital marketing, including social media management, PPC advertising, SEO, and email marketing. Proven experience creating comprehensive marketing plans that improve lead prospecting and enhance brand awareness. Up to
date with the newest tools available for digital marketing campaigns.8. Marketing AnalystIndustrious marketing analyst well-versed in analyzing marketing campaign analytics and making recommendations to improve performance. Collaborate with account managers and use KPI metrics to explain the results of marketing initiatives. Meticulous with
a strong work ethic and robust communication skills.Food and Service Industry9. ServerExperienced wait staff member capable of managing orders, processing payments, and upselling menu items. Ensure restaurant guests feel welcome with attentive service catered to their needs. Remain current on updates to the menu and assist guests with
selecting orders to meet their dietary requirements. Maintain a positive attitude and focus during busy restaurant periods.10. Hotel ReceptionistFriendly hotel receptionist with extensive experience handling guest check-ins, check-out, and payments. Facilitate a positive guest experience with polished customer service skills and a readiness to
address common inquiries and complaints. Collaborate well with other hotel team members, including executive administration and on-site restaurant staff.Business/Office Jobs11. Financial AnalystHighly motivated financial analyst with a proven track record of recommending appropriate financial plans based on financial monitoring, data collection,
and business strategizing. Experienced in qualitative and quantitative analysis, forecasting, and financial modeling. Excellent communication skills for building and fostering long-term business relationships across the organization.12. Tax AccountantExperienced tax accountant with ten years of experience preparing federal and state tax returns for
corporations and partnerships. Monitor changes in laws to ensure the organization properly complies with reporting requirements. Assist with tax audits, ensuring the team receives proper supporting evidence for tax positions. Analyze and resolve complex tax issues. Look for available tax savings opportunities for corporations with an aggregate
savings of $500K last year. Excellent analytical skills and attention to detail.Sales and Customer Servicel3. Sales RepresentativeEnthusiastic sales representative with expertise in identifying prospects and converting qualified leads to paying customers. Provide quality customer service and contribute to team sales success. Offer exceptional
communication skills and seek to understand client needs before making the appropriate product recommendations. Continually meet and exceed sales goals. Leverage extensive knowledge of available products to provide appropriate client solutions and enhance customer loyalty and retention.14. Customer Service AssociateKnowledgeable customer
service professional with extensive experience in the insurance industry. Known as a team player with a friendly demeanor and proven ability to develop positive rapport with clients. Maintain ongoing customer satisfaction that contributes to overall company success. Highly articulate, with a results-oriented approach that addresses client inquiries
and issues while maintaining strong partnerships. Collaborate well with the customer service team while also engaging independent decision-making skills.Now you have 24 professional resume summary statements and some explanations of why theyre effective. Next, Ill share tips for how to write your own in case youre still unsure how to begin
based on these examples above.How to Write a Resume Summary: Steps and HintsWeve looked at 10 great resume summary examples above. As you begin writing a resume summary for yourself, here are some helpful tips to keep in mind:Read the employers job description. Your career summary shouldnt be a long list of everything youve done; it
should be a refined list of skills and experiences that demonstrate youre a fit for their job.Mention your current job title if relevant. One common way to begin your resume summary is to state your current job title.Explain how you can help employers achieve their goals or solve their problems.Consider using bold text to emphasize one or two key
phrases.Include any relevant metrics and data like dollar amounts, years of experience, size of teams led, etc. This helps your resume stand out.Focus on making the employer want to read more. The goal of your resume summary isnt to show everything you can do, but to grab their attention and show enough that they continue reading.Creating a
Customized Resume SummaryWhile general summaries are appropriate when applying for jobs requiring similar skills and experience, a customized resume summary can enhance your chances of moving on to the next step in the hiring process.Thats because most companies use automated tracking systems (ATS) to review submitted resumes for
content directly related to the job posting. If you use keywords and natural language phrases in your summary that interlink to the job description, youll have a much higher chance of passing the ATS review.Lets look at an example of a resume summary that is customized for the specific job description below:Highly motivated social media specialist
with strong project management skills. Creative marketer skilled in crafting innovative social media campaigns that resonate with a target audience. Regularly develop compelling copy and social media content to enhance lead generation and brand awareness. Detail-oriented with extensive project management skills that ensure proper prioritization
of tasks and projects. Work with various social media management and analytics tools to examine results and make adjustments as necessary.Whythis summary is good:This summary directly addresses the key points in the job description but rewrites them so the customization is natural and flows well. Its personalized for the open role and uses
similar terms with a few strategically placed keywords, such as social media content and project management.How Long Should a Resume Summary Be?As you read the resume summaries above, you probably noticed there are some short single-paragraph resume summary examples and much longer career summaries that are two to three
paragraphs plus bullet points. So how long should YOUR professional summary be? If you have relevant work experience, keep your summary to one or two paragraphs. The piece you really want the hiring manager to read is your most recent work experience (and you should make sure you tailored that info to fit the job description). The resume
summary is just a bridge to get the hiring manager into your experience.If [ were writing my own career summary right now, Id likely use one single paragraph packed with skills, accomplishments, and exactly why Im ready to step into the job Ive applied for and be successful!Even for a manager resume summary, I recommend a very short length.
However, if youre changing careers, or youre looking for jobs without any work experience, the summary section needs to stand on its own, and should be longer. Thats why some examples above are a bit longer.Formatting Your Resume/CV Career SummaryYou may have noticed a variety of different formats in the career summary examples above.
There isnt one right way to format this section on your resume or CV. However, I recommend either using one or two brief paragraphs, or combining a short sentence or paragraph with bullets. Avoid writing three or four long paragraphs with no special formatting like bullet points. Thats simply too much text for your summary section and will cause
recruiters and hiring managers to skip over it in some cases.Should You Include a Resume Objective?You do not need to include an objective on your resume, and doing so can make your resume appear outdated. Use a resume summary instead of an objective. Follow the resume summary examples above and focus on discussing your skills,
qualifications, and achievements, rather than stating your objective. Employers know that your objective is to obtain the position youve applied for, and the resume objective has no place on a modern resume/CV in todays job market.Examples of Bad Resume SummariesNow that weve seen a few exemplary resume summaries, lets look at some that
you should avoid at all cost.1. Typos and Grammatical ErrorsExperienced cashier who knows how to run the register cash. Responsible with the money and can talk with the customer. Knows when to stoc up the invenory and checks it all the time. Can count change and run credit card tranactions. Get the customer happy by good service. I am always
cheerful and organized.Why this resume summary is bad:If you read the summary carefully, youll notice several spelling errors. The words stock, inventory, and transactions are all spelled wrong. Grammatical errors make the summary choppy and difficult to follow (Get the customer happy by good service). A summary like this probably wont fly with
a company looking for a detail-oriented cashier responsible for managing in-person sales.2. Lacks Relevant KeywordsTalented worker with experience managing a team of staff. Creative and responsible with knowledge of organizational processes. Can keep up with the busiest of environments. Stays focused when at work, ensuring prompt task
completion. Dependable and willing to collaborate with a team to get things done.Why this resume summary is bad:In this example, the chef doesnt use keywords relevant to cooking, restaurants, or kitchens. The summary is very generic and can apply to nearly any job. A manager who receives the application isnt likely to understand what value the
candidate can bring to the restaurant. To fix the summary, the applicant must rewrite it to include relevant keywords and phrases.3. No Numbers to Quantify AchievementsAn experienced and hardworking manager ready to align procedures for maximum revenue and profits. Proven track record of streamlining and strengthening processes, resulting
in higher sales and better customer satisfaction. Collaborate well with sales team members, ensuring they have the resources and knowledge to support customer purchases and inquiries. Develop strong rapport with clients and maintain ongoing relationships.Why this resume summary is bad:This isnt a terrible summary for a sales manager, but it
has room for improvement. For one, the first two sentences essentially duplicate each other, mentioning an aptitude for improving processes with the objective of higher sales. The other issue is a lack of quantifying achievements.The applicant mentions they have a proven record of increasing sales, but they could strengthen the summary by
quantifying their results. For example, they might say, Proven track record of streamlining and strengthening processes, resulting in a 25% increase in sales over the past year. The quantifier provides additional credibility.4. Not Targeting the Specific JobLooking for work in a role that requires great customer service, project management, and
communication skills. Able to collaborate with people from diverse and varying backgrounds. Highly organized and reliable worker with a strong work ethic. Responsible and reliable worker you can count on.Why this resume summary is bad:While the candidate lists various skills they have, including customer service and project management, theres
no indication of prior roles held or what position theyre applying for. The summary could apply to numerous positions in a variety of industries. To improve the resume summary, the applicant must specify the job theyre applying for and indicate their prior experience in a similar role, if they have any.After You Start Getting Interviews, Make Sure to
Take Advantagelf you follow the advice above, youll have a great professional resume summary to make your qualifications stand out to employers. But landing the interview is only half the battle So make sure you go into every interview ready to convince employers that they should hire you, too! If you write a great resume summary example that
gets employers excited to interview you, theyre going to ask you questions like, tell me about yourself early in the interview to learn more about your background. So make sure youre prepared with an answer.I also recommend you review the top 20 interview questions and answers here.Your resume caught their interest, so naturally, theyre going to
follow up with a variety of questions to learn more about your professional background.The bottom line is: A strong professional resume summary, followed up by other well-written resume sections will get you the interview, but your interview performance is what determines whether you get the job offer!
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