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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.
E D U C A T I O N	—	WORK HISTORY


[School Name], [City], [State]
Degree Obtained – Field of Study

[School Name], [City], [State]
Certification or Additional Training
· 
Work backward, with your current or most recent job first.
· 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.


K E Y	S K I L L S	—
Marketing
Project Management Budget Planning Social Media Planning


CO M M UN I C A T I O N



[You delivered that big presentation to rave reviews.
Don’t be shy about it now! This is the place to show how well you work and play with others.]


LE A D E R S H I P

[Are you president of your fraternity, head of the condo board, or a team lead for your favorite charity?
You’re a natural leader—tell it like it is!]
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[Available upon request.]
