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Developing Summary Statements 
Throughout your job search campaign, you will be required to provide potential employers with information 

summarizing explaining why they should consider you as a contender for the position for which you have 

applied.  These responses, whether verbal or written, are short concise summaries containing only several 

sentences or phrases.  In essence, the summary statement pulls your most important attributes—relative to the 

employment position in question—into a focused paragraph that clearly communicates your strengths, skills 

and explains what sets you apart from other potential candidates. In their various forms, summary statements 

are used at various times such as: 

• As an introduction at a job fair or during other networking interactions 

• As a key part of the introduction on resumes 

• As the core of the key paragraph on a cover letter 

• As the answer to interview questions such as “tell me a little bit about yourself” or “why should I hire 

you?” 

A well-developed summary may address: 

• Your talents, experiences and skills as they relate to the job in question 

• Key personality traits important to the position 

• What you can bring to the organization/open position that other candidate cannot 

• A brief description of your professional goals 

• An explanation of your interest in the company 

Generally speaking, summary statements written for inclusion in a resume are written in the third person and in 

the present tense--think of it as a summary of what one of your best colleagues would say about your 

professional achievements.  However, summary paragraphs written to sell you in a cover letter, verbal 

responses to interview questions, or verbal introductions will be developed in the first person. 

Considering that summary statements are career and job specific, if you have multiple career objectives, such 

as you wish to get a position in either marketing or public relations, you must develop separate summaries for 

each of the objectives. 

Helpful Key Questions: 

1. How many years of career experience do you have? 
2. What areas of expertise make you stand out from your competition? 
3. What are your most significant accomplishments in your career? 
4. Do you have any earned awards or special recognition in both your career and education? 
5. What specific knowledge, ability or unique skill do you have? 
6. How can you help to improve the company performance? 

What to avoid: 
1. The use of personal pronouns such as I, me, my, we, us, etc. in a resume summary 
2. Soft skills – i.e. being personable or trustworthy – unless they are critical to the position and/or are backed 

up by specific data. 

• Soft skills presented in a weak fashion: “Personable individual with proven “people “skills.” 

• Soft skills that are effective and strengthened by quantified results: “Salvaged $6 milllion VIP account 
with Pepsi-Cola, Inc. through superior communication and client relations skills.” 

3. Objectives that are vague and self-serving: 

• “Currently seeking position in which to grow with a dynamic organization.” 

• “Want to use creativity and skills learned in college.” 
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Examples of Written (Resume) Summary Statements 

Summary 
Highly experienced Customer Service professional with proven record of accomplishment in servicing clients 
in the telecommunications industry. Adept at building client relationships for the long-term. Committed to 
growing bottom-line revenues while providing the highest levels of customer service. Proficient in MS Word, 
Excel, PowerPoint and Adobe Acrobat. 
 

Summary 
Successful financial planning professional with over 5 years of personal and retirement planning experience. 
Managed a small financial planning firm, achieving double-digit financial returns for all clients by developing 
personalized investment portfolios. Leader in development and professional growth of two other financial 
planners in the firm through effective and motivating mentoring strategies. 
 

Summary 
A creative support professional with a record of increased responsibility. Proficient in prioritizing and 
completing tasks in a timely manner, yet flexible to multitask when necessary. Customer focused with diverse 
industry experience including insurance, publishing, non-profit, and retail. Enjoys learning new programs and 
processes. A team player who is attentive to detail and able to work in a fast paced environment. Excellent oral 
and written communication skills. 
 

Summary 
Diverse experience installing and servicing in computer, communication, and printing fields. Reliable, 
hardworking, and dedicated team player who works well under pressure and with minimum supervision. 
Customer oriented problem solver with an ability to adapt to new situations. Technical expertise in 
troubleshooting, installation, and repair of mid-range systems. 
 

Summary 
Extensive and diverse accounting experience in treasury management, credit, collections, cash application, 
billing, month-end accounting close, general ledger analysis and month-end financial procedures and 
reporting. Highly proficient in Microsoft Word, Excel, Hyperion Retrieve, Hyperion Enterprise, and AS400 
Applications. 
 

Summary 
Highly motivated Technical Support professional. Strong verbal and written skills. Comfortable in interacting 
with all levels of the organization and public. Able to negotiate and problem solve quickly, accurately, and 
efficiently. Adept at multitasking to achieve individual and team goals. Divers background includes sales, 
customer service and supervision. Committed to quality and excellence. 
 

Summary 
Financial professional who is a self-starter and capable of effectively functioning with minimum supervision. 
Known for taking initiative and skilled at meeting challenges and deadlines. A team player who is attentive to 
details and produces quality results. Computer proficient.  

Summary 
Experienced Technical Professional who works well with minimum supervision. Computer literate, with strong 
electronic, electrical and mechanical skills. Customer oriented problem solver with an ability to adapt to new 
situations. A quick learner with a desire for continuous growth.   
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Examples of Personal Introductions—15 Seconds to 1 Minute 

My name is ____________________.  I’ve been in the technology field for 14 years and I’m currently in career 
transition.  My expertise includes technical support, technical training, software testing, and technical 
documentation.  I am currently looking for a Business Analyst position in the Stuart, Port St. Lucie area. 

My name is ____________________.  My professional background is in an administrative environment with 
expertise in management, marketing, and customer service.  I am currently in career transition with preference 
for a manager or director position in either a post-secondary education or not-for-profit charitable foundation in 
the area of development and advancement.  I hold a Bachelor’s Degree in International Relations with both 
oral and written fluency in English and Spanish. 

My name is ____________________.  I am a sales professional with a 25-year proven track record in 
business-to-business sales.  My expertise is in building and maintaining good customer relations.  I am 
currently considering positions selling commodity products such as medical supplies or the rock salt I sold in 
21-ton truckloads when I worked for Merton Inc. 

Hello, my name is _____________________, and I am a professional with over 15 years’ experience in the 
area of research and development engineering aimed at product and process improvement.  The focus of my 
previous work has been origination and refinement of subsystems in diverse areas including electrical and 
electronic design, software engineering, mechanical, and materials engineering.  I hold a Master of Science 
Degree in physics and hold two patents in technical areas as well.  I have developed products as diverse as 
blood cell analyzers, global positioning system-based measuring and tracking devices, PC-based digital 
security cameras, and processes for manufacturing transdermal medicine delivery patches.  I am interested in 
joining a team developing technical aspects of industrial processes or new products. 

Hello, my name is ____________________. And I am an investment professional with 15+ years’ experience 
within the financial community, I have a thorough background in accounting, fixed income investment analysis, 
and mortgage lending. I am proficient with the Microsoft Office suite and various proprietary real estate and 
accounting database systems.  I am currently seeking a mid-level management position within a private 
banking or real estate development group. 

My name is ____________________, and I am an experienced human resource development professional.  
Currently, I am the Human Resource Manager at Midland Construction Inc. with an employee base of 
approximately 350.  Prior to that I managed the Southern Region personnel function at Sergeant Schneider’s 
Fried Chicken, a major player in the fast-food industry.  My areas of expertise include organizational 
development, compensation, management, and financial planning. 

Hello, my name is ____________________.  I have 14 years of experience in sales and sales management.  
As the national leading sales person for WILCO Industries, I established a reputation for accountability and 
results with all my national sales accounts.  As a manager, I have also mentored seven sales leaders in the 
phosphate mining industry and have developed expertise in marketing and staff development. 

My name is ____________________, and I have extensive experience as an administrative assistant in the 
insurance and banking industries.  Most recently, I was the Assistant to the President of Somme and Marne 
Cooperative Savings and Loan Company.  Prior to that, I was an executive secretary in the marketing division 
of Montgomery and Slim Insurance. My areas of strength include my organizational skills and my ability to 
communicate effectively with all levels of management. 
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Top 10 Skills Employers Want 

Strong Communication Skills – Employers are looking for people who speak well, write well and 

understand the importance of listening.  

Analytical and Research Skills – Sometimes the answer isn’t always right in front of us, and 

employers want people who aren’t afraid to dig into data and research to find it.   

Computer Skills – There really aren’t many, if any, jobs that don’t require at least basic computer 

skills (how to open and write a document, email, browse the internet, etc.).  

Adaptability and Flexibility – Things change all the time and employers want to hire people who 

can adapt and move forward when they do. The ability to change position when new facts are 

presented and make the best of necessary changes is important. 

Problem Solving and Creativity – Things rarely go as planned and employers are looking for people 

who can come up with solutions when plans go off track. They also value creativity and the ability to 

come up with new answers that nobody has thought of. 

Teamwork – Working well with others is critical in most work environments. Rarely is there a job, 

project, or task that doesn’t have a better result when the minds of multiple people come together 

rather than going at it alone.    

Planning – With so much going on at once many businesses value employees that can plan well. 

People who can plot out what needs to be done and prepare accordingly keep businesses running 

smoothly. 

Decision Making – Being able to make an informed decision and advise others on your opinions is 

critical. Somebody who can make good decisions based on facts and not emotions is important. 

Organization - Everyone has their own way to organize, but what’s most important is that things get 

done well and on time. Employers want employees who can handle multiple projects at once and 

work in a fast-paced environment, and this takes organizational skills. 

Leadership – This is probably the most valued skill of all because a good leader can inspire, 

motivate and raise the bar for everyone around him or her. Having a good leader at any level in the 

organization can create a lot of value. 
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Work Search Records 
It is important to keep accurate records of all job search and application activities.  Here are some 
suggestions of what to consider 

Date 
Month, day, and year, and in some cases you may want to list the time, when the qualifying job 
search activity took place. 

Type of Activity 
Specify what activity you engaged in. Did you complete and mail a job application or résumé? Did you 
participate in an interview by phone or in person? Did you accomplish a job search on one or more of 
the online employment sites, and did you submit an online application or email your résumé to a 
perspective employer? Did you participate in a job networking meeting, a workshop, or a seminar, to 
improve your job search skills? Specify exactly what your job search activity included on your work 
search record. 

Location of Activity 
Where did this job search activity take place? Was it at your local career center? If you mailed or 
emailed a résumé, or if you filled out an online application, list the name and physical address as well 
as mailing address, if applicable, of the employer that you applied to in the location column. 

Contact Person’s Name, Title, and Phone Number 
List the name of the person who contacted you by phone or letter, or the person with whom you 
interviewed, their title and phone number, under “contact person.” Or, list the name of the person and 
their title and phone number that you should contact to find out what stage your application is in – if 
you know that information. 

Job Title of Position You Are Applying For 

List the title and number of the job you are inquiring about or applying for if this information is 
applicable to the activity listed. 

Follow Up or Results 

What have been the results of the job search activity you engaged in? Did you receive a phone 
inquiry/interview? An appointment for an in-person interview? A letter letting you know the job has 
been filled? Did you get some new job leads as a result of a networking meeting with other 
unemployed people? Whatever the results of your activity, keep a clear record of what it was in your 
follow-up file as verification of your efforts. 
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Example Work Search Record 

Date/Time: 03-12-2018 – 8:00am- 1:00pm 

Type of Activity: Completed Applications & Resume Success workshop and attended a resume lab 

to tailor resume and emailed application for sales manager position, researched jobs using Employ 

Florida. 

Location of Activity: CareerSource Research Coast Port St. Lucie 

Company/Position Title Applied: Sears /Sales Manager 

Job Number: 10923456 on line – Employ Florida 

Date Applied:  03/05/2018 

Source/Contact Person: jpellegrino@gmail.com /Recruiter 

Phone Number: 999-999-1234 

Phone Interview Date: 03/07/2018 

Person- to-Interview Date: 03/08/2018 

Follow-up: thank you letter sent on 03/08/2018 to HR Manager and letter sent out on 3/21/18 to 

show interest in the position.  

Results of Activity: Received a response email on 03/22 stating the job had been filled.  

Comments/Action Plan: Write letter of intent to other companies and complete assessment using 

employ Florida to target other skill areas for other career possibilities  

Additional Notes: 
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Example Job Search Plan  

            

 MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

8:00 AM RESEARCH RESEARCH RESEARCH RESEARCH Volunteer 

9:00 AM RESEARCH RESEARCH RESEARCH RESEARCH Volunteer 

10:00 AM APPLY ON LINE APPLY ON LINE APPLY ON LINE APPLY ON LINE Volunteer 

11:00 AM APPLY ON LINE APPLY ON LINE APPLY ON LINE APPLY ON LINE Volunteer 

12:00 PM LUNCH LUNCH LUNCH LUNCH LUNCH 

1:00 PM NETWORKING NETWORKING NETWORKING NETWORKING NETWORKING 

2:00 PM NETWORKING NETWORKING NETWORKING NETWORKING NETWORKING 

3:00 PM FOLLOW-UP FOLLOW-UP FOLLOW-UP FOLLOW-UP FOLLOW-UP 

4:00 PM FOLLOW-UP FOLLOW-UP FOLLOW-UP FOLLOW-UP FOLLOW-UP 

5:00 PM PREPARATION PREPARATION PREPARATION PREPARATION PREPARATION 
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Job Search Action Plan 

Research: Targeting the Job 

 Research Companies 

 Research New Company Developments/Trends 

 Create a Targeted Company List 

 Create a List of Networking Contacts 

Preparing for Your Job Search Offline 

 Master Application 

 Prove-it File  

 Resume in Employ Florida/MS Word 

 Cover Letter 

 Reference Sheet 

 Thank You Notes 

 Letters of Recommendation 

 Business Card 

 A ‘Good’ E-mail Account  

 Elevator Speech/30 Second Branded Commercial 

 Interview Skills 

 Office Set-up (dedicated time to search) 

 A good e-mail account 

Online Job Search 

 Employ Florida 

 Indeed 

 Register with job boards in companies of interest/Areas of expertise such as: 

 Glassdoor 

 LinkedIn 

 Zip recruiter  

 Google 

Offline Job Search 

 Professional Associations/Network meetings 

 Subscriptions 

 Job Fairs 

 Hiring Events 

 Staffing Agencies 
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Employment Cold Cover Letter--Sample 

Your Name 
Your Address 
Your Contact details (phone and email) 

Date 

Mr. John Smith 
Hiring Manager 
ABC Company 
18 Main Street 
Springwater, NY 14560 

Dear Mr. Smith 

A recent article about ABC Company caught my eye. As a senior customer service specialist with 
over X years experience, your reputation for outstanding customer service motivated me to write to 
you about possible job opportunities in your company.  

I have enclosed my resume to provide you with an overview of my experience and achievements. 
You will find evidence of the following relevant strengths: 

• a self-motivated professional with a proven track record of exceeding performance targets 

• the ability to resolve complex customer issues resulting in improved customer retention levels 

• in-depth knowledge of CRM software applications 

• able to learn quickly, analyze information and come up with innovative improvements 

• a committed team player who is always willing to go the extra mile  

I look forward to speaking with you soon and appreciate the time taken to review my resume. I 
believe that my professional knowledge and skills combined with my work ethic and enthusiasm will 
make a positive contribution to your company. Thank you for your consideration. 

Sincerely 

Jack Jobseeker 
Enclosure 
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CareerSource Research Coast Locations 

 
584 NW University Blvd. Suite 

300 

Port St. Lucie, Florida 34986 

Phone: 772-408-1260 

Fax: 772-398-7625 

2102 Ave. Q, Room 16 

Fort Pierce, FL 34950 

Phone: 772-461-6293 

Fax: 772-464-9162 

1880 82nd Ave. Suite 103 

Vero Beach, Florida 32966 

Phone: 772-494-2100 

Fax: 772-770-5685 

710 SE Central Parkway 

Stuart, Florida 34994 

Phone: 772-214-3174 

Fax: 772-210-5419 

Toll Free (All Locations): 866-482-4473 

On-line at: www.careersourcerc.com 

Normal Hours of Operation 

Monday: 8:00am – 4:30pm 

Tuesday: 8:00am – 4:30pm 

Wednesday: 8:00am – 4:30pm 

Thursday: 9:00am – 4:30pm 

Friday: 8:00am – 4:30pm 

http://www.careersourcerc.com/

