
Abbreviated Summary Statement

The summary statement is a tool you can use to make each person aware of your background so that he/she can give you the appropriate job search information. 

Opening Line:
Years of experience in the field, job title, and brief description of education and training.

2nd part: 
Type of position you are seeking

EXAMPLES

Summary Statement: "I have over 7 years of experience as an Administrative Assistant, working in fast paced business environments.  I am currently looking for similar positions and I am open to both small and large companies.”

Summary Statement:  "I recently completed a certificate program in Accounting emphasizing Accounts Payable and Accounts Receivable as well as general bookkeeping. I am looking for an entry level accounting clerk position.”

Summary Statement: "While earning my BSEE degree, I acquired over 6 years of supervisory experience in Manufacturing and Quality Assurance.  At this time, I am looking to transition to technical program management positions within the high-tech field.”



Write Your Abbreviated Summary Statement
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