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Use this section as your “elevator pitch” — a concise explanation of why you’re the right person for the job. Emphasize top skills (including personal traits that tell employers how you approach work), specific expertise, and any notable work experiences that match what the potential job needs. Keep this section to two to three sentences. For even more resume summary writing tips, see our article How to Write the Perfect Summary Section.

	

2019 - 2020
Job Title
Employer
· Work backward, with your current or most recent job first.
· Focus on major responsibilities and work achievements rather than daily tasks.
· Summarize your experience with three to five punchy bullet points for each job listing.


2010 - 2019
Job Title
 Employer

September 2000 - June 2004
Degree in Field of Study
University
· 
Soft skill 1
· Hard skill 1
· Technical Skill 1
· Soft skill 2
· Hard skill 2
· 
Use action verbs that give your achievements more power (e.g., “Managed team of 15 employees” instead of “Was responsible for a team of 15 employees”).
· Give your accomplishments more weight by using numbers and metrics (e.g., Implemented new inventory processes that cut overhead costs by 23%”).
· For more tips on writing the perfect work history section, visit our page Resume Work History Writing Tips.



