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HOW TO WRITE
EXECUTIVE
RESUME: A
COMPREHENSIVE
GUIDE FOR SENIOR
LEADERS

Crafting  a  compelling
executive  resume  is
fundamentally different
from writing a standard
professional resume. If
y o u  a r e  a  s e n i o r
leader,  director,  vice
president,  or  C-suite
executive, your resume
must do more than list
job  duties.  I t  must
communicate  strategic
vis ion,  leadership

i m p a c t ,  a n d
quantifiable  results.
Many  experienced
professionals  struggle
with how to write an
executive  resume
that  captures  the
attention  of  executive
recru i te rs ,  board
members,  and  hiring
managers.  This  guide
will  walk  you  through
every  component,
e n s u r i n g  y o u r
executive CV positions
y o u  a s  t h e
transformative  leader
organisat ions  are
seeking.

Why an
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Executive
Resume
Requires
a
Different

Approach
At the executive level,
the stakes are higher.
Hiring decisions involve
significant  investment
and risk. Recruiters are
n o t  l o o k i n g  f o r
someone  who  can
simply manage a team;
they are looking for a
leader who can shape
company culture, drive
r e v e n u e  g r o w t h ,
navigate  complex
challenges, and deliver
long-term  strategic
value.  Consequently,
how  to  wr i te  an
executive  resume

s h i f t s  f r o m  t a s k -
focused descriptions to
i m p a c t - d r i v e n
n a r r a t i v e s .  Y o u r
document  must  serve
as  a  marketing  tool
that  immedia te ly
conveys  your  unique
value  proposition  and
demonstrates  your
ability  to  influence
o u t c o m e s  a t  t h e
highest  level.
S tandard  resume
a d v i c e  o f t e n
emphasises  keywords
and applicant  tracking
systems.  While  these
rema in  re l evan t ,
executive  resumes
require a sophisticated
blend  of  strategic
content ,  po l ished
design,  and  precise
targeting. Your resume
s h o u l d  i n s p i r e
confidence,  showcase
y o u r  t h o u g h t
leadership, and provide
compelling evidence of
your ability to steer an
organisation  toward
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success.

CORE
COMPONENTS OF
A HIGH-IMPACT
EXECUTIVE
RESUME

The
Executive
Summary
: Your
Elevator
Pitch
T h e  e x e c u t i v e
summary  is  arguably
t h e  m o s t  c r i t i c a l
section.  It  appears  at
the top of your resume
and must immediately
hook the reader. Unlike
a  standard  objective
s t a t e m e n t ,  a n
executive  summary  is

a  powerful  branding
s t a t e m e n t  t h a t
encapsulates  your
career  narrative,  core
competencies, and the
dist inct  value  you
bring.  When  learning
how  to  wr i te  an
executive  resume,
mastering  this  section
is non-negotiable.
A  strong  executive
s u m m a r y  s h o u l d
include:

Your
professional
identity: Clearly
state your title
and industry
expertise. For
example,
"Transformationa
l Chief Financial
Officer with 20+
years of
experience in
global financial
services."
Key
differentiators:
Highlight what
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makes you
unique, such as a
track record of
turning around
underperforming
divisions, leading
successful IPOs,
or driving digital
transformation.
Quantified
impact: Include
one or two
impressive
metrics that
summarise your
career
achievements,
such as
"consistently
delivered 15%
year-over-year
revenue growth"
or "led cost
reduction
initiatives saving
$50M annually."
Leadership
philosophy:
Briefly mention
your leadership
style, whether it
is visionary,

collaborative, or
results-driven.

Keep  your  executive
s u m m a r y
concise—three  to  five
sentences  is  ideal.  It
should be written in a
confident, authoritative
tone  that  leaves  no
doubt  about  your
capability  to  lead  at
the executive level.

Strategic
Core
Compete
ncies and
Skills
The skills section on an
execut ive  resume
shou ld  go  beyond
gener ic  technica l
abilities. Instead, focus
o n  s t r a t e g i c
competencies  that
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a l i gn  w i th  sen io r
leadership roles. This is
an  oppor tun i ty  to
integrate  key  terms
n a t u r a l l y  w h i l e
demonstrating  your
breadth  of  expertise.
When considering how
t o  w r i t e  a n
executive  resume
that stands out, curate
a list of 10 to 15 core
competencies  that
reflect  the  language
used  in  your  target
industry  and  role.
Examples of executive-
level  competencies
include:

Strategic
Planning and
Execution
Mergers and
Acquisitions
(M&A)
Integration
Organisational
Transformation
Stakeholder
Management
Revenue Growth

and Profitability
Improvement
Board and
Investor
Relations
Talent
Development
and Succession
Planning
Risk
Management and
Governance
Global
Operations
Management
Digital Innovation
and Technology
Strategy

Present these skills in a
c lean ,  scannab le
format,  either  as  a
bulleted list  or  a  two-
column  layout.  This
allows  recruiters  to
quickly  assess  your
alignment  with  their
requirements.
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Professio
nal
Experienc
e:
Showcasi
ng
Leadershi
p and

Results
The experience section
is  the  heart  of  your
executive resume. This
is  where  you  prove
y o u r  c l a i m s  w i t h
concrete  evidence.
Rather  than  l isting
responsibilities,  each
bullet  point  should
f o l l o w  a  r e s u l t s -

oriented  format.  A
w i d e l y  a c c e p t e d
approach  is  the  CAR
method  (Challenge,
Action,  Result)  or  the
S T A R  m e t h o d
(S i tua t i on ,  Task ,
Action,  Result).  When
exp lor ing  how  to
write  an  executive
r e s u m e  t h a t
commands  attention,
prioritise  impact  over
activities.
For each role, include:

Company
name, location,
and dates of
employment.
Your title and
scope of
responsibility,
such as the size
of the team you
led or the budget
you managed.
3 to 6 bullet
points
highlighting
major
achievements.
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Start each bullet
with a strong
action verb (e.g.,
spearheaded,
transformed,
optimised, led,
delivered).
Quantified
outcomes
whenever
possible.
Numbers provide
credibility and
make your
accomplishments
tangible. For
example,
"Improved
operational
efficiency by
30% across five
regional offices,
resulting in
annual cost
savings of
$12M."

Focus  on  the  most
recent 15 to 20 years
of  your  career.  Older
r o l e s  c a n  b e
summarised  briefly.  If
you have held multiple

executive  positions,
group  them  under  a
heading like "Executive
Leadership Experience"
to  emphasise  career
progression.

HOW TO WRITE
BULLET POINTS FOR
EXECUTIVE IMPACT

T o  d e e p e n  y o u r
understanding  of  how
t o  w r i t e  a n
executive  resume,
consider  the  difference
between  a  standard
bullet  point  and  an
executive-level  bullet
point:
S t a n d a r d :
"Respons ib l e  f o r
managing  the  sales
team  and  increasing
revenue."
E x e c u t i v e :
" S p e a r h e a d e d  a
company-wide  sales
transformation  that
inc reased  annua l
revenue from $150M to
$ 2 2 0 M  w i t h i n  1 8
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months, while reducing
customer  churn  by
25%."
The  executive  version
is specific, quantifiable,
and  demonstrates
leadership  influence
a c r o s s  t h e
organisation.  Every
bullet  point  should
pass  the  "so  what?"
test—if  the  reader
cannot  immediately
see  the  significance  of
the  accomplishment,
revise  it.

THE EXECUTIVE
EDUCATION AND
CREDENTIALS
SECTION

E d u c a t i o n  h o l d s
particular weight at the
executive  level.  An
MBA from a respected
institution or a relevant
advanced  degree  can
be  a  significant
advantage .  When
thinking about how to
write  an  executive

resume,  place  your
education section after
your experience if you
have  extensive  work
history.  However,  if
you  have  no tab le
academic  credentials
that are highly relevant
to  your  target  role,
consider leading with a
combined  summary
and  education  section.
Include  the  following
details:

Degree and field
of study
University name
and location
Graduation year
(optional, but can
be included)
Honours or
distinctions (e.g.,
cum laude,
Dean's list)

Add i t i ona l l y ,  l i s t
executive  education
p r o g r a m m e s ,
certifications,  or  board
m e m b e r s h i p s .
Examples include:
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Harvard Business
School Advanced
Management
Program
Certified Public
Accountant (CPA)
or Chartered
Financial Analyst
(CFA)
Board of
Directors
certification from
a recognised
governance
institute
Executive
coaching or
leadership
development
programmes

This section reinforces
your  commitment  to
continuous  learning
and  p ro fess i ona l
development,  which is
cr i t ica l  for  sen ior
leaders  navigating
rap id l y  chang ing
industries.

FORMATTING AND
DESIGN FOR
EXECUTIVE
RESUMES

Content  is  paramount,
bu t  p resen ta t i on
matters  significantly.
An  executive  resume
must  look  polished,
professional,  and easy
t o  r e a d .  A v o i d
overcrowded  layouts,
excessive  colours,  or
creative  fonts.  The
design  should  reflect
your  personal  brand
and the norms of your
industry.  For  instance,
a  creative  executive
might  have  slightly
more  design  flexibility
than  a  financial
services  executive.
However,  the  golden
rule  when  learning
how  to  wr i te  an
executive  resume  is
to prioritise clarity and
professionalism.
Key  formatting  tips
include:
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Use a clean,
two-column or
single-column
layout. Two
columns can be
effective for skills
and contact
information, but
ensure the main
content column
remains the
focus.
Choose a
professional
font. Arial,
Calibri, Helvetica,
or Garamond are
safe choices.
Keep font size
between 10 and
12 points for
body text, with
larger sizes for
headings.
Incorporate
white space
generously.
Margins of at
least 0.75 inches
and clear spacing
between sections
enhance

readability.
Limit the
resume to two
pages. While
standard
resumes often fit
on one page,
executives
typically require
two pages to
adequately
showcase their
career arc.
However, be
ruthless about
including only
the most
impactful
information.
Use bullet
points
consistently.
Avoid paragraphs
of text. Bullet
points are easier
to scan and allow
recruiters to
quickly absorb
your
achievements.
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TAILORING YOUR
EXECUTIVE
RESUME FOR

SPECIFIC ROLES

A  common  mistake
among  senior  leaders
is  us ing  a  gener ic
r e s u m e  f o r  a l l
a p p l i c a t i o n s .
Executives  must  tailor
their resumes for each
o p p o r t u n i t y  t o
demonstrate  genuine
interest  and  fit.
Understanding how to
write  an  executive
resume  i nc ludes
mastering  the  art  of
c u s t o m i s a t i o n .
Research  the  target
c o m p a n y
thoroughly—review  its
mission,  financial
performance,  recent
n e w s ,  s t r a t e g i c
p r i o r i t i e s ,  a n d
leadership team. Then,
al ign  your  resume
content accordingly.
F o r  e x a m p l e ,  i f  a
company is undergoing

a  d i g i t a l
t r a n s f o r m a t i o n ,
e m p h a s i s e  y o u r
experience  leading
technology  initiatives
a n d  c h a n g e
management.  If  the
organisation is focused
on expanding globally,
h i g h l i g h t  y o u r
i n t e r n a t i o n a l
experience  and  cross-
cultural  leadership.
T h i s  l e v e l  o f
customisation  shows
that  you  have  done
your  homework  and
are genuinely invested
i n  s o l v i n g  t h e
organisation's  specific
challenges.

LEVERAGING
KEYWORDS FOR
EXECUTIVE
SEARCHES

While  executive  roles
are often filled through
n e t w o r k s  a n d
executive search firms,
m a n y  l a r g e
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organisations  still  use
applicant  tracking
systems  (ATS)  to  filter
candidates.  Therefore,
incorporate  industry-
relevant  keywords
naturally  throughout
your  resume.  These
keywords  may include
t e r m s  l i k e  " P & L
m a n a g e m e n t , "
"strategic  planning,"
"board  relat ions,"
" E B I T D A
i m p r o v e m e n t , "
" o r g a n i s a t i o n a l
design,"  and  "cultural
t r a n s f o r m a t i o n . "
H o w e v e r ,  a v o i d
keyword  stuffing—your
resume must still read
naturally  for  human
decision-makers.

COMMON PITFALLS
TO AVOID WHEN
WRITING AN
EXECUTIVE
RESUME

E v e n  h i g h l y
accomplished  leaders
can  undermine  their

c a n d i d a c y  w i t h
avoidable mistakes. As
you  consider  how  to
write  an  executive
resume, be mindful of
these common pitfalls:

Being too
vague: General
statements like
"improved
revenue" or
"managed a
team" do not
convey the scale
of your impact.
Always quantify
when possible.
Listing duties
instead of
achievements:
Executive
resumes are not
job descriptions.
Focus on what
you
accomplished,
not what you
were responsible
for.
Ignoring
branding: Your
resume should
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tell a clear,
consistent story
about who you
are as a leader.
Each section
should reinforce
your professional
brand.
Including
outdated
information:
Omit roles older
than 15 years
unless they are
directly relevant.
Also, remove any
technologies or
skills that are no
longer current.
Using passive
language:
Phrases like "was
involved in" or
"responsible for"
weaken your
impact. Use
active, powerful
verbs instead.
Including
personal
information:
Age, marital

status, religion,
or unrelated
hobbies have no
place on an
executive
resume.

Avoiding  these  errors
w i l l  e n s u r e  y o u r
resume  presents  you
a s  a  p o l i s h e d ,
strategic,  and  self-
aware  leader.

OPTIMISING YOUR
EXECUTIVE
RESUME FOR
DIGITAL AND
PRINT FORMATS

I n  t o d a y ' s  h i r i n g
environment,  your
resume  will  likely  be
viewed  on  screens,
printed,  and  possibly
passed  through  an
ATS. When considering
how  to  wr i te  an
executive  resume,
ensure  it  is  optimised
for  all  formats.  Save
your resume as a PDF
to preserve formatting,
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unless  the  application
specifically  requests  a
Word  document.  Use
s tandard  sec t i on
h e a d i n g s  l i k e

" P r o f e s s i o n a l
E x p e r i e n c e , "
"Education," and "Core
Competencies"  to
ensure


