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Summary Statements 
 

What is the purpose of Summary Statements? 

Summary Statements enhance your resume, which increases your chance of being selected for an interview. 
This is an opportunity for you to highlight a few of your most important and relevant characteristics for the job 
you are seeking. 

Without reading the rest of your resume or your cover letter, recruiters and hiring managers should start 
forming a general impression of: 

♦ Who you are, 

♦ What job you are seeking, and 

♦ How you are different from the other applicants. 

The rest of the resume, cover letter, and other materials should support these statements. 

 

What information do I include in my Summary Statements? 

Summary statements can focus on your skills, interests, or personal attributes. You may find that it is best to 
change the statements to address the specific job advertisement. 

The other side of this handout includes a guide to help you write summary statements, in addition to a number 
of summary statements from people’s actual resumes. (courtesy: Career & Business Services, Inc. and Yana 
Parker’s The Resume Catalog: 200 Damn Good Examples*.) 

 

How do I create my summary statements? 

As you are writing or revising the rest of your resume, start making notes of any trends or over-arching 
thoughts you are having. Finish the rough draft of the rest of the resume. 

Look through your notes and the job postings that interest you. Create either a brief paragraph-style statement 
or three to five separate bulleted statements. (The separate statements are usually the easiest to create and 
modify as you apply for different positions.) 

Especially with bulleted statements, you want to maintain a parallel structure. In other words, the statements 
should have the same basic grammatical structure. Read the phrases out loud. Ask yourself: 

♦ Do the phrases follow the same basic structure? 

♦ Does the content address the job description?  

♦ Will the reader form an accurate mental picture of who I am and what I have to offer the company or 
organization? 

♦ Do all of the statements either with or without a period. 

Decide on the 3-5 summary statements to include on this resume. Finish revising the entire resume. Proofread. 

 

 
Please continue reading the guidelines, 

then complete the worksheet. 
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Summary Statements, page 2 

Do I still need an Objective Statement? 

For internships, graduate assistantships, and other employment or experiences while you are a student, an 
objective does help the recipient of your resume know what type of employment you desire. 

For regular, full-time employment, the objective statement is not necessary. It is often excluded since it usually 
does not provide any substantial information. It may even detract from the impact of the rest of the resume. 

 

Is there a form that will help me write summary statements? 

On a separate sheet of paper, list 2-3 skills in each category: 

♦ Technical / Job Skills – specific Public Health or computer skills, such as SAS 

♦ Transferable Skills – skills transferred from one job or career to another, such as writing skills, 
conflict management, or analytical skills (Avoid clichés, such as “excellent communication skills”. 
Instead, highlight specific skills, such as grant writing.) 

♦ Self-management Skills – “soft skills”, such as personal abilities that help an employee fit into a 
work environment 

♦ Keywords / Adaptive Skills – examples include “learn quickly” and “set priorities” 

Include connecting phrases, such as: “Adept at…” and “Recognized by…” 

 

Examples of summary statements, by category: 
 
Personal qualities and skills: 

- Strong organizational skills 
- Able to work independently and as a cooperative team member 
- Strong commitment to promoting wellness and preventing disease 
- Demonstrated effectiveness working independently and as a team player 
- Detail-oriented and accurate 
- Genuine concern for and sensitivity to patients 
- Relate easily and openly with all ages and personalities 
- Accurate and reliable record keeping 
- Ability to communicate with a wide range of personalities 
- Serious and dedicated employee who is able to work a flexible schedule 

 
Technical knowledge: 

- Knowledge of long-term care, managed care, and Medicare/Medicaid 
- Experience with statistical analysis, using SPSS and SAS 
- Working knowledge of computer software including Word, Excel, and Access 
- Obtained the Smith Grant for continuing health care education issues 
- Ability to identify specific health care issues of a population 
- Experience recruiting and supervising student volunteers to aid in research projects 
- MPH degree and over five years of experience in public health administration 

 
Interests or specializations: 

- Certified Nursing Assistant with experience in direct patient care 
- Sincerely enjoy developing and promoting software training modules 
- Experienced in many facets of financial record keeping 
- Strong belief in continuing education and training to improve the workplace and individuals 
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Worksheet for constructing Summary Statements 
 
 
What is your ideal job? ___________________________________________________________ 

Why do you want that job? ___________________________________________________________ 

What is your passion? ___________________________________________________________ 

________________________________________________________________________________ 

What degree are you seeking? _____________________________________________________ 

 
It is often easiest to work on the rest of the resume / CV first. As you see trends in your history or 
interests, make a note of it. Do NOT worry about wording at this point. Look for the following skill 
categories: technical (i.e. computer), transferable (i.e. writing ability or analytical skills), self-
management (“soft skills” such as personal qualities), adaptive (for example, do you learn quickly?). 
 
What trends do you see?  (1)______________________________________________________ 

 (2)______________________________________________________ 

 (3)______________________________________________________ 

 (4)______________________________________________________ 

 (5)______________________________________________________ 

 
Look at a copy of a job description or advertisement of your targeted job. In the order they list it, 
what are the required or desired qualifications of their ideal candidate?  
(Usually, companies list the most important qualifications first.) 
(1)__________________________________ (6)____________________________________ 

(2)__________________________________ (7)____________________________________ 

(3)__________________________________ (8)____________________________________ 

(4)__________________________________ (9)____________________________________ 

(5)__________________________________ (10)___________________________________ 
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Now it is time to start composing Summary Statements. It is often easiest to make a bulleted list of 
statements about yourself. Create 4-5 statements for this particular resume, which is targeted for a 
specific job. If your ideas and words flow in a short paragraph format, then use that style. Either is 
fine. 
 
As you know, each resume should be focused toward a specific job. Therefore, when you apply for 
another position, you should re-read the statements to see if they are appropriate. If not, then 
consider creating new summary statements, and substituting them for the ones that do not fit this 
particular situation. 
 
You may consider using connecting phrases and words including: 
 Adept at… 
 Recognized by… 
 Experienced … 
 
Yana Parker’s 200 Damn Good Resumes book has excellent examples of phrases that you can view 
and adapt for you particular situation and background. 
 
Start composing your summary statements. Read them out loud to yourself or someone else. 

(1)______________________________________________________________________________ 

________________________________________________________________________________ 

(2)______________________________________________________________________________ 

________________________________________________________________________________ 

(3)______________________________________________________________________________ 

________________________________________________________________________________ 

(4)______________________________________________________________________________ 

________________________________________________________________________________ 

(5)______________________________________________________________________________ 

________________________________________________________________________________ 

(6)______________________________________________________________________________ 

________________________________________________________________________________ 

(7)______________________________________________________________________________ 

________________________________________________________________________________ 

(8)______________________________________________________________________________ 

 
 


