
How to Write a Concise Summary Profile of
Your Life in Bullet Points
A summary profile is a concise overview of your life and accomplishments.
It's often used in job applications, resumes, and online profiles. A well-
written summary profile can help you stand out from the crowd and make a
great impression on potential employers or clients.
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Writing a summary profile can be daunting, but it doesn't have to be. By
following a few simple steps, you can create a concise and informative
summary profile that highlights your strengths and makes you shine.

Step 1: Identify Your Key Accomplishments

The first step to writing a summary profile is to identify your key
accomplishments. These are the things that you're most proud of and that
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best represent your skills and abilities. When identifying your key
accomplishments, focus on:

Results: What did you achieve?

Impact: How did your work benefit others?

Transferable skills: What skills did you develop or use that are
relevant to other jobs or situations?

Here are some examples of key accomplishments:

Led a team that developed a new product that increased sales by
20%.

Managed a project that saved the company $1 million.

Received a promotion to Senior Manager after two years with the
company.

Step 2: Highlight Your Skills and Experience

In addition to your key accomplishments, you should also highlight your
skills and experience. This is where you can showcase your unique talents
and abilities. When listing your skills and experience, focus on:

Relevant skills: What skills are most relevant to the job you're
applying for or the profile you're creating?

Experience: What experience have you had that has helped you
develop these skills?

Quantify your results: Whenever possible, quantify your results to
show the impact of your work.



Here are some examples of skills and experience:

Skills: Project management, leadership, communication, problem-
solving

Experience: Managed a team of 10 engineers, developed a new
product that increased sales by 20%, led a project that saved the
company $1 million

Step 3: Write in a Clear and Concise Style

Your summary profile should be written in a clear and concise style. This
means using simple language and avoiding jargon. You should also be brief
and to the point. A good rule of thumb is to keep your summary profile to
around 150-200 words.

Step 4: Use Strong Action Verbs

When writing your summary profile, use strong action verbs to describe
your accomplishments and skills. This will help your profile stand out and
make you sound more confident and capable. Here are some examples of
strong action verbs:

Achieved

Developed

Led

Managed

Saved

Increased



Step 5: Proofread Carefully

Before you submit your summary profile, proofread it carefully for any
errors in grammar, spelling, or punctuation. You should also ask a friend or
family member to review it to get feedback on whether it's clear and
concise.

Writing a summary profile is a great way to showcase your strengths and
make a great impression on potential employers or clients. By following the
steps outlined in this guide, you can create a concise and informative
summary profile that will help you stand out from the crowd.
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