
SUMMARY OF QUALIFICATIONS EXAMPLES (also known as Highlights of 
Qualifications or Summary section) 
 
Each example below was especially tailored by the job seeker to meet specific job description 
requirements as listed in the job posting. 
 
Example 1: Highlights of Qualifications 

• Outstanding research and information management capabilities. 
• Proven ability to work collaboratively with diverse groups and establish ongoing 

relationships. 
• Capable of quickly understanding how systems are used in order to provide efficient 

support. 
• Demonstrated outstanding customer orientation using strong communication skills. 
• Strong leadership, teaching, curriculum development, and writing capabilities. 

 
Example 2: Summary of Strengths 

• Proven ability to develop comprehensive LibGuides and library instructional websites 
using Camtasia software. 

• Highly capable of providing excellent service and giving accurate information to users 
face-to-face and through 24/7 chat reference. 

• Excellent interpersonal and communication skills, and a demonstrated willingness to 
work in a team environment with diverse faculty, colleagues, researchers and students.  

• Strong database and internet search skills. 
• Proficient in Microsoft Word, Excel, PowerPoint, Mozilla and Internet Explorer, 

Camtasia, and basic HTML coding. 
 
Example 3: Summary of Qualifications 

• Excellent communication skills and a proven ability to juggle multiple high priority tasks.  
• Detail-oriented, with a reputation for thorough process documentation creation, review, 

and training.  
• Knowledgeable in Records management life-cycle process including paper and digital-

born content.  
• Extensive knowledge of the design, implementation, and maintenance of records 

management and archival systems. 
• Areas of specialization include Records Compliance, Records Management, Digital 

Records, Digital Archives, Information Architecture, Information Management, Digital 
Preservation, Electronic Records Management 

 
Example 4: Highlights 

• Three years successful experience working in academic libraries and over 10 years in IT.  
• Proven ability to build web-based collections and assemble metadata collections.  
• Strong researching capabilities and concise cataloging skills.  
• Designed and managed basic web pages using HTML, CSS, XML, JavaScript, and 

SharePoint. 



• Exceptional evaluation, analysis, design, and implementation of client/server 
applications. 

 
Example 5: Profile Highlights 

• Over 10 years of leadership experience in the entertainment industry. 
• Exceptional management skills of people and information. 
• Superior research and archival capabilities. 
• Proven ability to quickly and accurately learn various forms of technology and software.  
• Extremely dedicated, organized, and a team oriented.   

 
Example 6: Summary of Qualifications 

• Outstanding customer service, communication, and interpersonal skills.  
• Highly adept at assisting co-workers and customers utilizing best practices.  
• Detail oriented, strong organizational skills with ability to carry out tasks with minimal 

supervision.  
• Proven ability to work effectively with diverse personalities in a tactful, decisive, and 

resourceful manner.  
• Proficient in Microsoft Word, Excel, PowerPoint, Outlook, Social Media Platforms  
• Ability to converse with Spanish speaking customers. 

 


