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Summary/Qualifications Statement

The Summary or Summary of Qualifications focuses the reader's attention on the “professional you.” It
identifies who you are and what you have to offer the employer. It consolidates your most important skills,
qualifications and professional knowledge. It draws attention to themes from your accomplishments,
addressing the employer’s WIIFM early in your resume. It is your first chance to attract and hold their
attention, and to entice the employer to keep reading. This may be the only section fully read by the
employer, so it should be very strong and convincing.

The most common components of a well-written Summary are:

O Experience, length and breadth O Themes from your accomplishments
Level of responsibility O Personal characteristics

Profession, industry or environment O Languages

Professional knowledge or expertise O Special degrees/certifications

Major transferable skills
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Effective headers for this section are: Qualifications Summary, Profile, Professional Profile, Summary, Career
Summary or Summary of Qualifications.

Bridge phrases include:

Accomplished at... Reputation for...
Background includes... Demonstrated abilities to...
Recognized for... Competent in...

A record of success in... A talent for...

Expertise includes... Adept at...

Examples:

Highly motivated, creative and versatile real estate executive with seven years of experience in property
acquisition, development and construction, as well as the management of large apartment complexes.
Especially skilled at building effective, productive working relationships with clients and staff. Excellent
management, negotiation and public relations skills. Seeking a challenging management position in the real
estate field that offers extensive contact with the public.

Financial Management Executive with nearly ten years of experience in banking and international trade,
finance, investments and economic policy. Innovative in structuring credit enhancement for corporate and
municipal financing. Skilled negotiator with strong management, sales and marketing background. Areas of
expertise include (a bulleted list would follow this paragraph.)

Write your Summary




