
EMPLOYMENT THEME, PROFESSIONAL SUMMARY REVIEW 

These are sample sentences that you can find (and use) in  a professional summary. 

Read them and complete the gaps with the words that you think are most suitable 

 

1.Competent at managing responsibilities in a _____________atmosphere 

 

2. Talented in __________solving and office system design 

 

3. _____________worker; attentive to quality and ______________ 

 

4. Work ____________with a wide range of personalities 

 

5. Possess ____________communication and _________-personal skills 

 

6. Get along __________with employers and coworkers 

 

7. Resourceful in solving problems and _________resources 

 

8. __________and multi-skilled person 

 

9. Hired, trained and supervised work __________ 

 

10. Strong skills in organizing___________, ideas, materials, people 

 

11. Ability to elicit confidence and build ___________ 

 

12. Able and willing to assist co-workers, supervisors, and clients in a __________manner 
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13. Committed to __________total quality work 

 

14. Proven ability to gain customer’s confidence and__________ 

 

15. Collaborate easily with co-workers and work well ___________ 

 

16. Sensitive, caring and professional attitude toward staff, _________, and their families 

 

17.__________, dependable, self-motivated 

 

18. Demonstrated ability to adapt to new __________& technology 
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