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How To Write A Short
Resume

INTRODUCTION: THE POWER OF
BREVITY IN MODERN JOB
APPLICATIONS

In today’s fast-paced hiring landscape,
recruiters spend an average of just six to
seven seconds scanning a resume
before deciding whether to dig deeper.
With that kind of attention span, learning
how to write a short resume has
become an essential career skill. A
concise, well-structured resume does not

mean omitting your achievements; it
means distilling your professional story
into its most compelling form. Whether
you are an experienced executive or a
recent graduate, a short resume
respects the reader’s time while
highlighting exactly what matters most.
This guide will walk you through every
step of crafting a lean, powerful resume
that gets noticed—and gets you
interviews.

WHY A SHORT RESUME WORKS
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Long, bloated resumes often work
against you. Recruiters are overwhelmed
with applications, and dense paragraphs
or irrelevant details can bury your key
strengths. A short resume forces you to
prioritize impact over volume. Studies
show that resumes of one to two pages
consistently perform better than three-
page documents, especially for roles
that require clarity and focus. When you
master how to write a short resume,
you demonstrate that you can
communicate efficiently—a trait valued
in nearly every industry. Furthermore,
Applicant Tracking Systems (ATS) favor
resumes that use concise language and
clear formatting, making your shorter
document more likely to pass initial

screenings.BETTER

KEY PRINCIPLES OF A SHORT
RESUME

1. Relevance
Over Recency

Rather than listing every job you have
ever held, select only positions and
experiences that directly relate to the
role you are targeting. This may mean
leaving out early-career jobs or
unrelated side projects. For a short
resume, every line must earn its place.
Ask yourself: does this bullet point help
me land this specific job? If not, cut it.
This principle is the cornerstone of how
to write a short resume that actually
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works.

2. Quantify
Wherever
Possible

Numbers speak louder than adjectives.
Instead of writing “Responsible for
increasing sales,” say “Boosted regional
sales by 34% in Q2.” Quantified
achievements take up less space while
conveying more impact. They also help
you trim fluff—no need for lengthy
explanations when a single statistic tells
the story.

3. Use Action
Verbs and Active
Voice

Start each bullet with a strong action
verb like “Led,” “Designed,”
“Optimized,” or “Launched.” This creates
a direct, energetic tone that saves
words. Avoid passive constructions such
as “Was responsible for...” or “Managed
a team that...” Passive voice adds
unnecessary length and dilutes your
authority.



FBliminate
Redundancie
and Jargon

Cut phrases like “References available
upon request,” “Objective” statements
(unless  specifically required), and
generic skills like “Microsoft Office.” If
you include a skills section, list only hard
skills and relevant tools. Soft skills like
“team player” are better demonstrated
through your achievements than stated
outright.

STRUCTURING YOUR SHORT

There is no single “right” format, but the

Smost effective short resumes follow a

clear, scannable structure. Below is a
proven blueprint that embodies how to
write a short resume for maximum
readability.

Header: Minimal
Contact Info

Include your full name, phone number,
professional email address, and LinkedIn
profile (optional). Your physical address
is no longer necessary—simply list your
city and state if you want to signal
location. Keep this section to three lines
maximum.
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Professional
Summary
(Optional, but
Powerful)

A two-to-three-sentence summary at the
top can replace an entire “Objective”
paragraph. Focus on your years of
experience, a key strength, and what
you bring to the target role. Example:
“Results-driven project manager with 8+
years leading cross-functional teams to
deliver complex software launches on
time and under budget.” This instantly
tells the recruiter who you are and why

they should keep reading.

Key Skills
(Condensed into
a Short List)

Instead of a long table of skills, use a
single line or two lines with bullet points
or separated by pipes (|). For example:
“Project Management | Agile & Scrum |
Stakeholder Communication | Risk
Mitigation.” Keep the list to 8-10
essential skills that match the job
description.



Work Experience

Education (Keep

(The Heart of it Tight)

Your Resume)

List your most recent role first. For each
position, include job title, company
name, location, and dates (month/year).
Then provide 3-4 bullet points that
highlight your most relevant
accomplishments. Avoid writing a
laundry list of duties. Focus on
outcomes. If you have held many roles,
you may combine older positions under
a single entry like “Earlier Career” with
just one bullet each, or omit them
entirely if they are not relevant.

List your highest degree, institution, and
graduation year. You can omit GPA
unless it was exceptional or you are a
recent graduate. Certifications or
additional training can be added in a
separate line if they are highly relevant.

Optional Sections
(Use Sparingly)

Only include sections Ilike
“Certifications,” “Languages,” or
“Volunteer Work” if they directly support
your candidacy. For a short resume,
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every section must serve a clear
purpose. Consider merging
“Certifications” into the skills section or
listing them under education.

STEP-BY-STEP GUIDE: HOW TO
WRITE A SHORT RESUME FROM
SCRATCH

Now that you understand the principles
and structure, let's walk through the
actual writing process. This step-by-step
approach will help you create a sharp,
one-page document that applies
everything we have discussed about
how to write a short resume.

Step 1: Analyze
the Job
Description

Before writing a single word, read the
target job description carefully. Highlight
the top five requirements and keywords.
Your short resume must directly mirror
those needs. For example, if the role
emphasizes “data analysis,” make sure
your resume includes specific data-
related accomplishments, not just
generic “analytical skills.” This alignment
keeps your document focused and helps
you pass ATS filters.



Step 2: Draft a
Master Resume
(Then Cut)

Start by writing a full, detailed resume
that includes everything you have ever
done. Do not worry about length at this
stage. This “master” document serves as
your source material. Once it is
complete, open a new blank document
and begin selecting only the most
impactful experiences from the master
list. This method prevents you from
forgetting important achievements while
forcing you to be ruthlessly selective.

Step 3: Write in
Bullet Points, Not
Paragraphs

Recruiters scan resumes, not read them.
Use bullet points for your work
experience and skills. Write each bullet
as a one-line statement, ideally no more
than two lines long. If a bullet point
takes three lines, tighten the language
or split it into two separate points. This is
a critical aspect of learning how to
write a short resume that remains
digestible.
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Step 4: Prioritize

the Most Recent

5-7 Years

Unless you are applying for a senior-
level role where earlier positions are
relevant, focus on your last three roles
or the past 5-7 years of experience.
Older achievements can be summarized
in a single line or omitted. Recruiters
care most about what you have done
recently. This also helps keep your
resume to one page.

Step 5: Trim
Every

Unnecessary
Word

Go through each bullet and remove filler
words such as “very,” “extremely,” “a
lot,” “that,” and “responsible for.”
Replace phrases like “Helped to improve
process” with “Improved process.”
Change “Was in charge of the team” to
“Led team.” Every word counts in a short
resume, so choose each one
deliberately.



Step 6: Use
Consistent
Formatting

Formatting can make or break a short
resume. Use a clean font like Arial or
Calibri, 10-12 point size. Keep margins
between 0.5 and 1 inch. Use bold for job
titles and company names, but avoid
excessive bolding that distracts the eye.
White space is your friend; do not feel
you must fill every inch of the page. A
cluttered, dense resume is hard to scan,
even if it is short.

10

Step 7: Tailor for
Each Application

A single short resume cannot serve
every job. For each application, adjust
the bullet points and skills to align with
the specific job description. This does
not mean rewriting everything—often it
means reordering your bullet points or
swapping a less relevant achievement
for a more relevant one. Tailoring shows
you have taken the time to understand
the role.

COMMON MISTAKES TO AVOID
WHEN WRITING A SHORT
RESUME

Even when you know how to write a
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short resume, it is easy to fall into
traps that undermine your efforts. Here
are the most frequent pitfalls and how to
sidestep them.

* Including outdated contact
details. Always double-check your
phone number and email. A typo
here can cost you the interview.

* Using a generic objective
statement. Replace it with a
targeted professional summary or
skip it entirely. Generic objectives
waste precious space.

e Listing duties instead of
accomplishments. “Managed
social media accounts” is a duty.
“Grew Instagram following by
150% in six months” is an
accomplishment.

¢ Including personal

information. Never add age,
marital status, religion, or a photo
unless the employer explicitly
requests it (rare outside certain
countries).

Using multiple fonts or colors.
Stick to one font and use black for
text. A splash of color for a header
may be acceptable in creative
fields, but keep it subtle.

e Adding references or

“References available.” This
line is unnecessary; employers will
ask if they want them. Use that
space for something more
impactful.

SAMPLE SHORT RESUME (ONE



PAGE)

To illustrate these principles, here is a
hypothetical example of a short resume
for a marketing manager role. This
demonstrates exactly how to write a
short resume that is both concise and
persuasive.

JORDAN TAYLOR
jordan.taylor@email.com | (555)
123-4567 | linkedin.com/in/jordantaylor
Chicago, IL PROFESSIONAL SUMMARY
Digital marketing manager with 7+
years driving brand growth through
data-driven campaigns. Expertise in
SEO, paid media, and content strategy.
Consistently exceed KPIs while
managing budgets up to $1M. KEY
SKILLS

SEO & SEM | Google Ads & Analytics |
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Content Marketing | Team Leadership |
A/B Testing | CRM Tools (HubSpot,
Salesforce) WORK EXPERIENCE
Senior Marketing Manager |
BrightPath Agency | Chicago, IL | Mar
2020 - Present

e Increased organic traffic by 120%
over two years through keyword
optimization and content refresh
strategy.

Led a team of 5 to launch a paid
social campaign that generated
3,200+ leads with a 22% lower
cost-per-lead than industry
average.

Reduced customer acquisition cost
by 15% by consolidating ad spend
and refining targeting parameters.

Marketing Coordinator | GreenLeaf
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Tech | Evanston, IL | Jun 2017 - Feb 2020

e Coordinated 30+ product launch
campaigns, achieving 98% on-time
delivery and 10% above projected
revenue.

* Developed email drip sequences
that boosted open rates by 40%
and click-through rates by 18%.

e Managed social media calendar
across 4 platforms, growing total
follower count by 75%.

EDUCATION

Bachelor of Science in Marketing |
University of lllinois, Urbana-Champaign
| 2017

GPA: 3.8 | Dean’s List CERTIFICATIONS
Google Ads Certification | HubSpot
Content Marketing Certification
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This resume is one page, uses no fluff,
and directly targets a marketing role.
Each bullet point quantifies an
achievement and links to a skill required
in the job description.

HOW TO ADAPT A SHORT
RESUME FOR DIFFERENT
INDUSTRIES

The principles behind how to write a
short resume remain consistent, but
some industries require slight
adjustments. Here are a few examples:

e Tech/IT: Include a “Technical
Skills” section early. List
programming languages,
frameworks, and tools. Use bullet
points that describe projects or
outcomes



