
Crafting a Professional
Summary
This playbook describes the steps to develop a concise

and engaging professional summary for a resume or

LinkedIn profile. It focuses on showcasing key

accomplishments and relevant skills to capture the

interest of potential employers or collaborators.

Step 1: Self-Assessment 

Reflect on your career achievements, key skills, and unique

attributes. Identify the most relevant experiences that align with your

target role or industry. Make a list of these points, emphasizing any

unique qualifications or successful projects.

Step 2: Research Requirements 

Research job descriptions, industry requirements, and desired skills

for your target position. Note any recurring keywords or phrases that

are commonly sought after in your field.

Step 3: Drafting 

Begin writing your summary by integrating the information you've

assessed about yourself with the research on industry requirements.

Start with a strong opening line about your professional identity, then

briefly highlight your notable achievements and skills.



Step 4: Tailor Your Message 

Tailor your professional summary to align with the specific role or

industry you’re targeting. Use the keywords and phrases you

identified during your research to make your summary relevant and

searchable for recruiters.

Step 5: Edit and Refine 

Revise your draft to ensure clarity and brevity. Keep the summary

under 3-4 sentences. Check grammar, remove any jargon, and refine

your language to be impactful and easy to read.

Step 6: Get Feedback 

Share your professional summary with mentors, colleagues, or

professional contacts. Request their feedback on how well it

communicates your strengths and aligns with your goals.

Step 7: Finalize 

Incorporate the feedback received into your summary. Finalize the

text, ensure it is error-free, and update your resume or LinkedIn

profile with your new professional summary.

General Notes

Consistency 

Ensure that your professional summary remains consistent with the

rest of your resume or LinkedIn profile in terms of tone, style, and

formatting.



Update Regularly 

Regularly update your professional summary as you gain new skills or

achievements to keep it current and reflective of your professional

growth.
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