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By Chip Hartman, Editor-in-Chief

Introduction

Formerly called a “T‐Letter”, an Executive Summary is a special kind of cover letter that
allows job applicants to provide visual evidence of their suitability for a particular
position, intentionally laid out as a point‐by‐point comparison of the core job
requirements matched against their strongest qualifications. Since the comparison
block of this letter resembles the letter “T”, a common term for this type of cover letter
is a T‐Letter. Within the ETP Network, the term “Executive Summary” is preferred over
“T‐Letter” because it helps to promote the mind‐set of being the CEO of one’s own
career management business.
Executive Summaries must be written using clear, concise and powerful language so that the candidate presents a
compelling and unambiguous case in defense of his or her qualifications for the position.

2

High Level View of an Executive Summary

The basic structure of an Executive
Summary is shown at left. Since it is a
cover letter, it needs a powerful
introduction and closing. But its primary
attribute is the “T”‐Display Block in the
center which gives individuals the
opportunity to make their case for the
job. If candidates can show a “dead on”
match between the position’s core
requirements and their qualifications,
they have just provided powerful and
compelling evidence for being advanced
to the interview stage.
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By Chip Hartman, Editor-in-Chief

The Executive Summary is Part of the Value Proposition Model

To understand what an Executive Summary is and its vital role in helping individuals to obtain interviews, it’s
helpful to take a high‐level view of its position and sequence within the ETP Network’s ABCs of the Job Search.
Let’s take a look:

After completing Steps 1 – 3 (shown above left with the rest of the ‘ABCs’ steps), Step 4 tells us that we need to
“build our case” for the job. In the ETP Network, the “case” we’re referring to is called a Value Proposition Model
(VPM), or more simply, a Value Proposition.
The Value Proposition Model itself consists of three documents: (1) The Job Description; (2) The Executive
Summary (formerly known as a “T”‐Letter); and (3) The Relevant Resume.
W W This is what you will send to Rod Colon to help him evaluate how well you’ve made your case X X
Job Description

Executive Summary (“T”‐Letter)

Relevant Resume

W W This is what you will actually send to the hiring manager X X
It is at this step in the ABC model that candidates develop a specific, point‐by‐point comparison of their unique
skills matched against specific requirements as posted in the original job description. This document will become
their Executive Summary for that specific job description.
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By Chip Hartman, Editor-in-Chief

How Do I Create an Effective Executive Summary?

1

Based on search results you’ve obtained from using indeed.com (or other search
engines), find a job posting for which you are a good fit. You need to be a 70% or
better match for the job requirements in order to have a better‐than‐even chance
of advancing to the interview stage.

2

Using the job description, highlight the most important requirements. Try to think
like the hiring manager when selecting the top 4 – 7 requirements for this position.
Make sure you are highlighting requirements that involve specific skills, not
generalized requirements or so‐called “soft skills.”

3

Now list the top 4 – 7 requirements going down the left‐hand side of the “T‐Display
Block”. Each requirement gets its own bullet. Important: If you are not absolutely
sure you are listing the TOP 4 – 7 requirements, the rest of your work may become
a wasted effort. GET HELP ON THIS STEP FROM ROD COLON.

4

Now, for each requirement bullet you’ve listed, carefully write a “qualification”
bullet that shows how your experience matches that requirement. Write short but
powerful phrases and make sure your responses capture three things:
1) What have you done that demonstrates mastery of this skill?
2) Where did you do it? (i.e., what company or organization); and
3) What was the impact? (e.g., “saved company $45 million in admin. costs”).

5

Make sure you are “answering” each of the company’s “requirement bullets” with
each of your “qualification bullets.” IMPORTANT: The best strategy is to write
these bullets as one‐for‐one match‐ups; resist the temptation to “load” several
qualification bullets for each listed requirement bullet.
X Note: You’ll see several reminders of this point throughout the rest of this job aid.
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By Chip Hartman, Editor-in-Chief

Specific Tips and Suggestions

Tip # 1 . . . Be sure to identify the “core skills” in the job requirements.
In order to develop the most powerful Executive Summary possible, you need to make sure that the requirements
you’ve pulled out of the job description represent “core skills” (skills you can readily demonstrate and prove you
have) rather than the more generalized “soft skills” (responsibilities, duties, etc…) that many people can easily
claim.
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Tip # 2 . . . Write “one for one” qualification bullets that answer 3 key questions.
When you write your “qualification bullets” (the responses to each requirement
bullet), be sure you observe the following points:
•

•

Each requirement bullet must be “answered” by only one qualification
bullet. Some people make the mistake of listing several qualification
bullets per requirement in the belief that they are providing additional
evidence of suitability for the position. In reality, one strongly worded
qualification bullet makes the document easier to “scan”, thus ensuring
that your Executive Resume will be read thoroughly, not just skimmed.
Your goal is to have concise but powerful statements as qualifications.

Each qualification bullet must be written so that three (3) basic aspects of your strongest experience
come through loud and clear:

1. What was it that you did?
2. Where did you do it? (i.e., what group, organization, or company); and
3. What impact did it have on the group, organization, or company?

Tip # 3 . . . Use the power of color to help you decide if you’re a 70% match on the job.
Many job descriptions can be long and tedious documents. They are not
always written clearly and job seekers often need to perform some detective
work in order to filter out the core requirements.
One trick that can be helpful when reviewing job descriptions that are densely
worded (or where the requirements may be scattered throughout the
document) is to use color to help you determine if you are close to the 70%
“skill‐match” plateau.
Here’s what to do. Highlight in green all those skills you have in depth (no
question about it); highlight in yellow those skills which you have, but not
necessarily in depth, then highlight in red those skills which you either don’t
have or have only weakly.
Now look at the combined green and yellow areas of the document. If you
estimate that the combination of green plus yellow is close to 70%, it’s a safe assumption that this is a position for
which you can build a strong and effective Executive Summary.
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Tip # 4 . . . Use action words to make your qualification statements memorable.
To produce a truly powerful Executive Summary, use strong and demonstrable “action words” (verbs) at the
beginning of each qualification bullet. Here is a hypothetical “T”‐Display Block. Which of the following
qualification bullets (right side of the chart) makes the strongest, most compelling statement? Before making
your decision, read the requirement bullet very carefully.

Your Requirements

My Qualifications

Must have proven expertise with the DSX‐50
Centurion software suite.

Which one of these “qualification
bullets” makes the strongest
statement? Why?

A

Had great success in using the DSX‐50 Centurion
software suite in a variety of organizations within XYZ
Company since 2005.

B

Mastered the DSX‐50 Centurion software suite and
authored 9 new applications that saved XYZ Co. over
40% in development costs since 2005.

C

Learned how to use the DSX‐50 Centurion software
suite to build computer‐based animations and e‐
learning applications.

Analysis
•

The best choice is “B”. It begins with a strong, commanding verb,“mastered”. It demonstrates this
mastery through the candidate’s description of “authored 9 new applications” (if you’ve authored an
application that has been used by your employer, you clearly have proven expertise). Additionally, the
impact statement (“saving the development costs”) and the identity of the company (“XYZ”) are all part of
the same qualification bullet.

•

The reason why choices “A” and “C” are considered poor statements is that they do not begin forcefully
enough. “Had great success” (A) and “Learned how to use” (C) are weak, passive phrases that
communicate an unwillingness to find a more suitable “action word” to begin the qualification statement.
Put another way, no matter how good the rest of the statement is, a weak opening can sabotage the
entire effort.
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Tip # 5 . . . Make your Executive Summary “mirror” your Relevant Resume.

If your Executive Summary and
Relevant Resume properly “mirror”
each other, you will increase the
likelihood of getting an interview.

Tip # 6 . . . Never forget the primary reason for developing an Executive Summary …

© 2008 ETP Network, All Rights Reserved

Page 7 of 7

