
Replace the outdated objective
statement with a concise summary

highlighting key skills and
achievements.

Incorporate Key Metrics

Quantify your achievements with
specific metrics to demonstrate

impact and value in each role.

Highlight Recent Roles First

List your most recent and relevant
positions at the top to showcase

current experience and skills.

Update Contact Information

Ensure your contact details,
including LinkedIn profile, email, and

phone number, are current.

Focus on achievements that
demonstrate leadership, strategic

thinking, and decision-making.

Add recent certifications, courses,
or training to showcase your

commitment to continuous learning.

Revamp your resume layout with a
clean, professional design that

enhances readability.

Proofread & Edit Regularly

Review for spelling, grammar, and
formatting errors to ensure a

polished, professional presentation.

Eliminate old sections like
"References Available Upon
Request" and irrelevant job

experiences.

For Your Executive Resume
10 Essential Updates

Add a Professional Summary

Include relevant keywords that align
with industry trends to optimize 

your resume for applicant tracking
systems (ATS).

Use Industry Keywords

Remove Outdated Sections

Emphasize Leadership Experience

Include Professional Development

Use a Clean, Modern Design


