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DEVELOPMENT OF CAREER “SUMMARIES”  FOR RESUMES

The Career Summary is the first thing a resume reader encounters and it may be the only part of your resume she/he ever reads completely!  First impressions are extremely important; thus the Career Summary is worth considerable time, effort and creativity.  It presents a broad picture that either invites the reader to continue—and find further specifics in the body of the resume—or it registers a mismatch with the job or work situation.  A missing Career Summary may lead to your resume being thrown out, and a poorly written one will not motivate the reader to learn more about you.

The Career Summary answers the question: “What kind of a candidate is this?”  It is a brief description of length of experience, types of working environments, areas of specialty, greatest technical and managerial strengths and primary business characteristics.  All in three or four sentences!

It should have both strength and character, expressing what you can do, how you are motivated and some indication of how you might fit into a company environment.

The following is an example of a solid but unexciting Career Summary statement.

CAREER SUMMARY

A seasoned claims supervisor with twenty years experience in management, customer service and automobile appraisals in a Fortune 100 company.  Major strengths in organization, leadership and staff development.  Additional skills in problem solving and cost control.  A dedicated and dependable professional who motivates others and produces quality work.

This summary would be most appropriate for someone who is looking for a similar or higher position in a comparable type of organization.  The amount and areas of expertise, strengths and character traits (dedicated, dependable, etc.) all fit well with a mid-management position in a large, traditional corporation dealing with auto insurance claims.

However, if the person is making a career change in a non-traditional direction, or into work where the qualifications are less clear, the Summary Statement probably would be less specific and suggest broader strengths.  When changing industries it would probably be best not to stress one’s prior industry too strongly; when moving from production into management it’s advisable to underline management strengths even if most of one’s experience is elsewhere; and if one’s career is unusually short (less than 5 years) or long (well over 20 years), it is probably best not to be too specific about numbers.

The resume is primarily a marketing piece, and this is particularly true of the Summary Statement.  A good Summary Statement focuses on the future, not the past, and stresses your potential usefulness to the employer, not the reverse.  What strengths and experience might be important to the next employer; how might your background help solve a future company’s problems; how might you fit into and grow with a new organization.

Consider the following as a more creative example designed to grab the reader’s attention and open up broad new possibilities in a different industry.  Notice that the industry is not named – this Career Profile is short on details (all of these would still be available in the resume itself) but long on dramatic wording painting a dynamic picture of the writer in action.  The intent is to get the reader to continue, to give the writer a chance to prove him/herself in the rest of the resume

CAREER SUMMARY

Results-oriented executive with extensive experience in creative marketing, sales and innovative product development.  Able to clarify issues, mobilize support and facilitate decision making in complex situations.  Proven ability to develop and implement strategic marketing programs in a cost-conscious environment and inspire people to deliver ambitious results.

Before writing your own Career Summary you need to decide how to position your resume into the future—where do you intend to go, and how can you use your background and strengths to get you there?

Now, with this in mind, analyze and summarize your past positions, education and community activities.  Do a careful analysis of your strengths, experience, interests and personal characteristics.  Write as many accomplishment statements and activity statements as you can, and summarize what they say about your strengths.

Your next task is to cluster these into three major categories:

1. Experience:  How long, of what types, in what kind of environments

2. Strengths:  Greatest skills, strengths and areas of accomplishments—possibly clustered into categories such as knowledge, technical skills and managerial strengths

3. Character, Motivation, Uniqueness:  Traits and drive that set you apart and make you an outstanding asset for any employer.

As you write your Career Summary, think of as many specific experiences, responsibilities and accomplishments as you can to illustrate and back up the strengths you identify.  Don’t forget to include any social service or non-business activities and accomplishments IF they illustrate and back up your strengths (i.e., if they show leadership, management skill, ability to exert influence through volunteers, organizational ability, etc.)  Make sure these are included in the body of your resume.

The next sections include worksheets to help you write out the strengths and experiences you have identified, and some sample Career Summary Statements that other candidates have created. Feel free to use words and phrases from these examples IF they accurately represent your personal strengths and experience.

Career Summary Statements take time to write and may require several revisions before you get them “right” so they “feel like the real you.”  Get some feedback from friends and fellow workers—it is worth the effort!  A good summary statement can be both impressive and inspiring.  It can be as much help in reminding you of your valuable experience and accomplishments as it is in advertising these strengths to the rest of the world.

1. EXPERIENCE:  You should state the length and variety of your experience in a way that sets if off to your advantage.  For example, you may not wish to give specific years for very short or very long tenures.  You may wish to state industries, or types of companies or kinds of work environments.  You may also wish to begin with a general description of yourself to set the stage.

Examples
A seasoned Human Resource professional with over 20 years in plant manufacturing environments with several major corporations.

A highly skilled and versatile administrative assistant with 12 years experience in all facets of office management in small businesses.

Over 13 years diversified experience in sales, advertising and marketing in a Fortune 50 company.

Seasoned Purchasing professional with over 15 years of domestic and international procurement experience in several major corporations.

Eleven years experience in the management and administration of countrywide multi-property real estate.

A results-oriented manager and administrator of commercial real estate with extensive corporate, trust and full-service management experience.

Fifteen years of increasing responsibility in consumer marketing with the food service, furniture and home furnishings industries.

A dependable electronic technician with over 15 years experience in maintaining, trouble-shooting and repairing complex equipment.

Account manager with 12 years experience in customer service, sales and accounting in two major corporations.

Extensive experience in ______________, _______________, and ______________ with several electronics corporations.

STRENGTHS:  List your greatest and most marketable strengths, possibly grouped into convenient categories.  You may wish to list very specific computer languages or hardware, important certifications or specialized technical competencies.  You may not wish to specify too much (to keep from being labeled too specifically) but you also need to consider the growing practice of computer scanning of resumes where key words are critical.
Examples

Major strengths in program development, risk management, employee involvement and conflict resolution.

Proficient in both engineering and management, with particular skill in quality improvement, cost control and staff development.  Experienced in plant start-ups, shut-downs and mergers.

Significant skills include project management, team building, and creative problem definition.  Also experienced in computer operations and strategic planning.

Special depth in organization development, management training, recruitment and career development.  Works well independently and in multi-cultural teams.

Particular strengths in installing, customizing and maintaining software products on a variety of IBM computers, as well as problem solving and problem tracking.  Additional skills in organization, training and customer service.

Significant expertise in:

· Managing accounting and information systems

· Planning and managing turnaround situations

· Creating and implementing programs to improve customer service

Proven track record developing the potentials of organizations/staffs and improving cost effectiveness of business processes.

MY STRENGTHS:

2. CHARACTER, MOTIVATION, UNIQUENESS:  To close your Career Summary statement you will wish to add some indication of those characteristics that set you apart or define your “fit” with an organization.  What is it about you that adds value?  What would your previous boss say about you as the “highest compliment?”  What are you most proud of about your work?

Examples:

An honest and hardworking team player who learns quickly, pays attention to detail and produces quality work.

A results-oriented problem solver known for her ability to organize, plan and successfully execute complex programs.

Committed to excellent customer service and to creating and leading effective teams.

An efficient and outgoing financial professional who has achieved significant results in a highly competitive environment.

An energetic, innovative manager who has a sense of team, cares about people and takes pride in getting results.

A creative, dynamic self-starter who values excellence, has high standards and effectively meets tight production deadliness.

A creative problem solver who draws on a broad base of experience and information to provide innovative approaches to solving problems.

Noted ability to inspire employee enthusiasm and loyalty by effectively hiring, training, motivating and developing people and teams.

Demonstrated versatility with a proven track record in a dynamic, fast paced operating environment managing budgets in excess of $15 million.

MY CHARACTER, MOTIVATION, UNIQUENESS:
SAMPLE SUMMARY STATEMENTS:   PROFESSIONAL AND MANGERIAL

CAREER SUMMARY

A professional engineer with broad-based experience in diverse business environments.  Committed to a logical, analytical planning process leading to sustainable, profitable results.  Expertise in project management, engineering management, product development, R&D, and manufacturing.  An effective leader and team builder with an imaginative and energetic management style, and a proven success record in technical and managerial problem solving.

 SUMMARY

A results-oriented leader with an excellent record managing medium to large textile/apparel manufacturing facilities.  Major strengths in both engineering and management, with particular expertise in quality improvement, cost control and staff organization/development.  A seasoned and versatile professional who provides creative solutions to complex problems.

SUMMARY

A seasoned manager with extensive multinational experience in manufacturing, planning and materials management for a Fortune 50 company.  Major strengths in systems design, production planning, MRP and project management.  Works well independently and in multi-cultural teams.  A creative problem-solver who draws on a broad base of experience and information to provide approaches to achieving goals.

SUMMARY

Fifteen years of increasing responsibility in consumer marketing with major corporations.  Significant strengths in new products, advertising media, and financial management.  Highly involved, curious and creative marketer with a proven track record driving leadership brands in highly competitive markets.

SUMMARY

Hands on executive with 16 years progressive experience from Controller to CEO of a medium size regional carrier.  Proven expertise in finance, marketing, information systems design and risk management.  Able to present a vision and to grow an organization in a highly competitive industry as an innovative problem solver, motivator and catalyst for change.

SUMMARY

More than 17 years providing legal counsel and expertise to a major southeastern life insurance company.  Experienced in regulatory compliance in the areas of marketing, product development and employee benefits.  Able to work effectively under pressure, undertake several projects simultaneously and coordinate the work of many areas.  A diplomatic and incisive team player who works well with all levels of employees and applies knowledge to a variety of corporate, financial and related areas.

SAMPLE SUMMARY STATEMENTS:   CREATIVE EXAMPLES

SUMMARY OF QUALIFICATIONS

Twenty years of manufacturing experience with consistent increases of responsibility and challenge in a Fortune 200 company.  Significant knowledge and expertise in all functional areas of a manufacturing plant.  Able to present a vision and instill the motivation necessary for an organization to move in that direction, with the mental toughness and commitment not to waiver from the vision.  An effective leader with a proven track record in a highly competitive environment.

SUMMARY OF QUALIFICATIONS 

A visionary leader who identifies, nurtures and integrates the differing talents of colleagues to realize sales and profit goals.  Fosters a balance of a winning attitude and street-smarts to serve the unique needs of all types and sizes of customers and suppliers.  A diplomatic negotiator who cuts costs by modifying budget and resources to reach the team’s mission.  Champions strong alliances to promote business and community collaboration.

CAREER SUMMARY

Proven executive with extensive experience in information systems management in a large manufacturing and distribution environment.  Excellent strategic planning, project management, process improvement and cost containment abilities.  Human relations skills promote openness and candor and build trust and commitment.  An effective leader with unique ability to merge corporate cultures and to build strong cohesive teams committed to attaining corporate objectives.

PROFILE

An innovative manager with diverse manufacturing experience and demonstrated business acumen.  Strengths in organization and staffing, off-shore operations, materials and product line management.  Effective negotiator who improved operating results by rationalizing plant facilities, finalizing long-term supply contracts and pruning product lines.  A highly motivated leader committed to customer satisfaction, employee involvement and bottom-line results.

SUMMARY
Results oriented senior executive with over 20 years of food manufacturing experience with Fortune 100 corporations.  Significant bottom-line success in plant re-engineering, margin improvement and new process implementation.  Proven expertise in negotiating, implementing quality initiatives and spearheading cross-functional teams.  An energetic leader and team building with a passion for total company success through continuous improvement and employee empowerment.

SAMPLE SUMMARY STATEMENTS: COMPOSITE EXAMPLE

PROFESSIONAL PROFILE

An innovative, people oriented, and results-driven technical leader with over 20 years experience in both food ingredients and consumer food products organizations, including Fortune 500 companies.  Proven ability to successfully build and integrate high-performance R&D teams, provide profit-driving innovation, lead effective productivity programs, and direct cross-functional team achievements.  Effective team leader with unique ability to develop and motivate teams and achieve business objectives in a dynamic corporate environment.

AREAS OF EXPERTISE

· Strategic and Operational Planning

· Multi-Site R&D Operation

· Relationship and Team Building

· Cross-Functional Team Leadership

· Performance Management

· Product Quality Improvement

· Specification System Development

· Work Process Development and Improvement

· Budgeting and Financial Tracking

· Technical Recruiting

· Multiple Project Management

· Technical Presentations

· Productivity/Cost Containment

· Technology Transition

CAREER SUMMARY

Visionary, results-oriented human resources leader with extensive experience in human resources, quality management and communications.  An excellent record of accomplishment in domestic and international human resource practice, organization change, mergers and acquisitions and site operations management.  Demonstrated ability to combine general management expertise with innovative human resources, communications or quality process solutions to meet stretch business objectives.

SELECTED ACCOMPLISHMENTS

· Facilitated multiple levels of organizational change due to introduction of QIP and team organization, evolving employment ‘contract’, major downsizing, restructuring.
· Researched, developed and implemented first gainsharing program and team pay program, both of which increased employee ownership of company objectives.
· Developed and implemented a long-term benefits strategy resulting in a cost savings of 20%-35% per year.
· Played a key role in a U.S. merger and acquisition team that integrated a $2.1 billion company on a global basis.
· Successfully managed the Division’s Canadian HR policies and practices under three different organizational structures; saved $100,000+ by having administration as a part of  U.S. Human Resources Department.
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