
 

 How to Create a Skills Summary 

The Purpose of a Skills Summary 

Employers may get hundreds of applicants for any one job posting. Therefore, a resume is typically only viewed for 
approximately 30-60 seconds before the screener determines whether or not the applicant has made the first cut. A 
well-written skills summary allows the applicant to highlight his or her most marketable achievements or skill sets at the 
top of the resume, hopefully catching the employer’s attention and enticing the reader to take a closer look at the 
applicant’s experience.  

What to Include in the Skills Summary 

The best way to start writing a skills summary is to consult the job description for which you are customizing your 
resume. Look for the key skills, experiences, and qualifications required of the position. Then, reflect on your own 
experiences. What have you done that matches the employer’s need? What measurable successes have you had that 
prove your qualifications? What makes you uniquely qualified for the position?  

Getting Started 

Once you have determined your unique and most compelling qualifications, you can begin formulating statements for 
your skills summary. Create statements that draw interest in specific accomplishments and compell the reader to look 
for further proof of your claims in the rest of your resume document. 
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EXAMPLE 3 

 

EXAMPLE 4 

Eva Eventplanner 
1212 Michigan Avenue, Chicago, IL 60067 

888-454-4444, eeventplanner@alumni.iu.edu  

SUMMARY OF QUALIFICATIONS 

Public Speaking 
Engage audiences of up to 500, speaking on topics including women’s leadership and contemporary leadership theory 

Featured on The Today Show and Good Morning America 
Event Planning 

Manage large scale events attracting up to 10,000 participants  
Execute event budgets exceeding $500,000 

Client Management 
Provide exceptional customer service while managing five to 10 accounts simultaneously 

Obtained four new clients in 2012 through client referral for outstanding service 
 

mailto:eeventplanner@alumni.iu.edu

