Summary 

The Summary, found at the beginning of your resume, provides a “snapshot” of the professional you, and includes several concise statements to focus the reader’s attention on the most important qualities, achievements and abilities you have to offer. This part of the resume should include lots of action verbs. Tip: review job postings for your position to see what skills are desirable in your field and include these skills, when appropriate, in your summary.

Your Summary is about 50 words or less, and describes the key competencies and character traits that you acquired in your career and professional development. A rapidly growing trend in new employee selection today is to define competencies needed for success in a particular position, and to use these competencies to evaluate potential candidates for the position. A competency is any attribute, skill or characteristic that relates to successful performance. It is quite likely that your qualifications for potential positions or assignments will be evaluated against the competency requirements for those positions. 

To write your summary, ask yourself the following questions:  

· What are you most skilled in?

· What are you focused on professionally?

· What are you known for?

· What do you want to be known for professionally?

· What are you acknowledged for?

· What do you want to be acknowledged for?

· What are you passionate about or committed to?

· What would co-workers and/or superiors note about you?

· What is the highest compliment you have received in a performance evaluation?

When you answer these questions, create a short paragraph that describes you in a way that gets the attention of a potential employer.  Determine a “title” you would like to be referred to as, e.g. Individual, Professional, Executive, Educator, etc.  You do not need to use complete sentences, and never need to use personal pronouns (avoid I, me, my, etc).

Many people write their Summary after they have finished their accomplishment statements. After you’ve written your accomplishments, ask yourself, “What kind of person could have achieved these? What kind of characteristics or traits would they need to have to be successful in this position?” Those qualities are elements to include in your Summary.

Another optional element of the Summary is the ‘skills inventory’, additional skills and knowledge listed in bullet form below the summary (especially those that match a known need in a target company). Remember that your resume may be scanned for key words. 

Summary Examples

Goal-oriented manager with over 15 years’ experience with a Fortune 500 company in Sales, Marketing and Logistics. Strong skills in sales planning, field sales, administration and customer service. Extensive experience in team development, project management, market planning and sales program development and implementation. Strengths include solid communication and problem-solving skills and adapting to change.

Conscientious, resourceful administrative professional with extensive experience at a Fortune 500 company in Human Resources, Customer Service and Public Relations. Excellent interpersonal skills in communicating key data to employees, customers, and suppliers. Exceptional skills in: 

	· Health Benefit Administration
	· 401K Plan Administration

	· Retirement Administration
	· Improving Employee Retention

	· Building Employee Morale
	· Increasing Customer Satisfaction


Information Technology management professional with over 15 years of comprehensive experience in a multi-site, multi-host, networked environment. Highly knowledgeable in all IT areas as well as business principles and processes. An understanding, innovative individual who has an excellent sense of teamwork to get results by instilling commitment, trust, fairness, and loyalty. Experience in:

	· Project Management
	· Network Management

	· Data Center Operations
	· Organizational Planning

	· Staff Management & Development
	· Applications Development

	· Vendor Management
	· Strategic Planning

	· Financial Planning & Management
	


PERSONAL TRAITS
	adaptable
	enterprising
	resourceful

	adventurous
	eager
	persistent

	balanced
	caring
	compassionate

	courageous
	creative
	dependable

	driven
	considerate
	ambitious

	efficient
	organized
	fair

	even-keeled
	self-reliant
	poised

	honest
	open
	energetic

	imaginative 
	observant
	fun

	industrious
	innovative
	ingenious

	inquisitive
	investigative
	curious

	intelligent
	ingenious
	sharp minded

	intuitive
	sensitive
	vigilant

	methodical
	well organized
	rational

	mindful
	careful
	discerning

	orderly
	serious
	earnest

	patience
	understanding
	analytical

	polished
	perceptive
	judicious

	precise
	factual
	accurate

	professional
	meticulous
	logical

	rational
	thorough
	loyal

	self-motivated
	detail-oriented
	flexible

	steady
	competent 
	capable

	studious
	realistic
	sincere

	tenacious
	reliable
	responsible

	thrifty
	enthusiastic
	good follow-through

	trustworthy
	truthful
	genuine

	veracious
	orderly
	systematic

	zealous
	animated
	cheerful
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