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Buzz for Knock ’em Dead Resumes

“Two recruitment firms both gave me compliments on my resume. At Volt the recruiter said, ‘This is the best resume regarding format that I have seen in a long time.’ At Robert Half they stated the same thing, that the format was easy to read and very professional. Your Knock ’em Dead: The Ultimate Job Search Guide, and  Knock ’em Dead Resume Templates have been life-savers for me!”

—P.K., Operations Administration, San Diego

“I was sending out hordes of resumes and hardly getting a nibble—and I have top-notch skills and experience in my field. I wasn’t prepared for this tough job market. When I read your book, however, I immediately began applying some of your techniques. My few nibbles increased to so many job interviews I could hardly keep up with them!”

—C.S., Chicago, Illinois

“This book is as good as it gets. Put the time into following step by step and you will have a dramatically different view of your own skills. Plus, you’ll end up with a fantastic resume.”

—J.A., Boise, Idaho

“After I sent my new resume and cover letter, I got four interviews in one week and refused two interviews. I want to say thank you: thank you for doing this for millions of professionals who work hard, and thank you for changing our lives—job seeking is life, it is for everyone who takes their life seriously.”

—N.P., Chicago, Illinois

“First of all, thank you soooo much! It was YOU who helped me move from under-evaluating myself to accurately presenting who I truly am on my resume [and, thus, at interviews]. As a result, this brought my salary up by a giant leap.”

—E.A. (no address given)

“I bought all three of your books: Knock ’em Dead Resumes, Knock ’em Dead Cover Letters, and Knock ’em Dead: The Ultimate Job Search Guide. I read each book cover to cover. I went for the interview yesterday with a mental health center. They said they would call me by the end of the week. Soon as I got home I wrote a follow-up letter; I mailed it express to get there noon next day. I got the call from the hiring manager within the hour letting me know that I have the job. I think he called me as soon as he put the letter down.”

—K.G. (no address given)

“This book was wonderful! I’ve been in a management role for multiple years and the ideas in this book helped me determine what I should be looking for. The information in the book was spot on and spoke to the reader in volumes in just a few short pages.”

—K.W., St. Louis, Missouri

“For job hunters of all ages this book is valuable. It provides a comprehensive guide to thinking about your experience, defining your personal brand and translating it into a resume that will get attention. The text and 100 sample resumes are up to date and should help the majority of searchers find a style and sample text in their field.”

—T.K., Carmel, Indiana

“After reading your book, Knock ’em Dead Resumes, I rewrote my resume and mailed it to about eight companies. The results were beyond belief. I was employed by one of the companies that got my new resume and received offers of employment or requests for interviews from every company. The entire job search took only five weeks.”

—J.V., Dayton, Ohio

“You resonated through your understanding of the realities of our current job climate and practical approaches, especially the resume Target Job Deconstruction Process. Awesome.”

—M.M., Chicago, Illinois

“I re-jigged my resume exactly as you outlined in your book and one employer said, ‘You can tell this person has a real love of PR from his resume.’ Within three weeks I had three job offers and was able to pick and choose the perfect job for myself.”

—M.W., Detroit, Michigan

“I am very grateful for your Knock ’em Dead series. I have read the trio and adopted the methods. In the end, I get a dream job with a salary that is almost double of my previous! By adopting your methods, I got four job offers.”

—C.Y., Singapore

“Your book is simply fantastic. This one book improved my yearly income by several thousand dollars, and my future income by untold amounts. Your work has made my family and myself very happy.”

—M.Z., St. Clair Shores, Michigan

“I cannot tell you what a fabulous response I have been getting due to the techniques you describe in your books. Besides giving me the tools I needed to ‘get my foot in the door,’ they gave me confidence. I never thought I could secure an excellent position within a month!”

—B.G., Mountain View, California

“I read and used Knock ’em Dead Resumes as I searched for a job. I was called for an interview and was up against ten applicants. To make a long story short, I interviewed on Monday morning and by Monday afternoon knew I had the job.”

—E.H. (no address given)

“I have averaged at least an interview per day for the last couple weeks, after two months of very sporadic interview activity. Some of this might be plain good luck, but I think revising my resume and cover letters several weeks ago had a positive effect.”

—L.E. (no address given)
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INTRODUCTION

The Facts of Life

On the list of things you want to do in life, fixing your resume is right up there with hitting yourself in the head with a hammer. Yet owning a killer resume is the foundation of every successful job search; show me a stalled job search and I’ll show you a flawed resume. What you learn in these pages will give you the best resume you have ever owned, and if you pay close attention, you will learn how to change the trajectory of your career.

Your resume is the most financially important document you will ever own: when your resume works, you work; when it doesn’t, you don’t. It’s the primary branding tool to introduce yourself to your professional world, and properly fashioned, it ensures that prospective employers and future colleagues see you as you want to be seen. Slack off on your resume and you can say goodbye to that new job and career success.

No one likes writing a resume, but it’s an essential part of defining a commodity that your professional world is eager to embrace. When it comes to a job search, you are a commodity, and your resume is the styling and packaging that sells the product. This is critical in a world where your resume all too often disappears into resume databases with millions of others. When recruiters do find it, your resume will get a scan lasting five to forty-five seconds, and if a clearly defined and relevant brand doesn’t jump out, they’ll move on to the next one.

Knock ’em Dead Resumes will give you control over these issues, delivering a resume that will consistently get pulled from the resume databases and will resonate with recruiters on that first scan and also on deeper, more careful readings.

Remember: Managers hate to interview; they just want to find and hire someone who gets the job, so they can get back to work. Knock ’em Dead Resumes shows you how to convince hiring managers that you are a competent professional who gets the job. It will prepare you to talk about the job’s big issues and answer the tough questions in ways you never thought possible … and it’s all based on a commonsense approach you’ll be able to grasp and apply to your future.






CHAPTER 1

YOUR RESUME—THE MOST FINANCIALLY IMPORTANT DOCUMENT YOU’LL EVER OWN




Read this book with a highlighter—
it will save time as you refer back to important passages.




YOUR RESUME IS the most financially important document you will ever own. When it works, the doors of opportunity open for you. When it doesn’t work, they won’t.



No one enjoys writing a resume, but it has such a major impact on the money you earn during your work life, and consequently on the quality of your life outside of work, that you know it needs to be done right.

You didn’t come to this book for a good read. You came because you are facing serious challenges in your professional life. The way the professional world works has changed dramatically in the past few years, and nothing has changed as much as corporate recruitment. When hiring practices have changed beyond recognition, your approach to getting hired needs to be re-evaluated from top to bottom.

In these pages, you are going to learn very quickly how to build a resume that works. But you’re going to learn something more. Since my approach to resumes is part of a larger strategy for achieving long-term career and personal success, everything I teach you about developing a kick-ass resume will apply to the broader challenges of the job search, interviewing, and career management.

In other words, not only will you leave this book with a killer resume, you’ll leave it with critical job search and interview strategies, and even some amazing insights into winning raises and promotions.

Self-Awareness: The Key to Professional Survival and Success

Understanding what employers want and need from a specific job title, and how they express and prioritize those needs, will tell you what it takes to win and succeed in that job. It will also give you some hints about the story your resume needs to tell in order to get your foot in the door.

Employers Just Want to Make a Buck

Employees only get added to the payroll to help make a buck, to enhance profitability in some way. Think about this: If you owned a company, there just isn’t any other reason you would add workers to your payroll. So it is implicit in any employment contract that your job contributes to profitability in some way.

Depending on your job, you can help an employer make a buck by:

• Making money for the company

• Saving money for the company

• Saving time/increasing productivity

No matter what your job, no matter how impressive your title, at its very core, your position exists to help an employer maintain and increase profitability by:

• The identification of problems within your area of responsibility

• The prevention of problems within your area of responsibility

• The solution to problems within your area of responsibility

No resume gets read, no one gets interviewed, and no one gets hired unless someone somewhere is trying to solve a problem. That problem may be finding a quicker way to manufacture silicon chips, speed up the accounts receivable process, leverage social networking for brand management, or any one of a million other profit challenges.

The only reason your job exists is because your employer needed someone to identify, prevent, and solve the problems that regularly occur in this area of professional expertise; it exists because not having someone like you is costing the company money.

Problem solving—the application of critical thinking to the challenges within your area of expertise—is what you are paid to do. It is why every job opening exists, and why every job gets filled with the person who seems to have the firmest grip on how to identify, prevent, and solve the problems that make up the everyday activities of that job.

Why No One Wants to Read Your Resume

You may think that resume writing is a tough job, but you’ve never had to read them. Go to the resume samples section at the end of the book and try to read and understand six resumes in a row. Your brain will first go numb, then start to melt, and by the sixth you’ll understand why no one is really that anxious to read your resume.

No one reads resumes unless they have to, so when your resume does get read, it means that a job exists: a job that has been carefully defined, budgeted, and titled, with a salary range that has been authorized and for which funds have been released. Whenever a recruiter searches a resume database or reads a resume, she is doing it with a specific job and the language and priorities of that job description in mind.

Why a Hiring Manager May Never Get the Chance to Read Your Resume

The ongoing impact of technology on our world of work causes the nature of all jobs to change almost as rapidly as the pages on a calendar. Resumes today rarely go straight to a recruiter’s or manager’s desk (though I’ll show you how to make this happen); more often they go to a resume database.

This means that before anyone actually looks at your resume, it must first have been pulled from that database by a recruiter with a specific job and the language and priorities of that job description in mind. Keep in mind that some of those databases contain more than 35 million resumes.

With this in mind, you can see that if your resume’s just a jumble of everything you’ve ever done, or of everything that you happen to think is important (without reference to what your customers are actually buying), it is never going to work.

Understand Your Customer

“The customer is always right,” “the customer comes first,” and “understand your customer” are phrases that underlie all successful business stories. In the same way that corporations tailor products to be appealing to their customers, you need to create a resume tailored to your customers’ needs.

Your resume works when it matches your skills and experiences to the responsibilities and deliverables of a specific target job. This requires that your resume focus on how employers—your customers—think about, prioritize, and describe the job’s deliverables: those things you are expected to deliver as you execute your assigned responsibilities.

A resume focused on a specific target job and built from the ground up with the customers’ needs in mind will perform better in the recruiters’ resume database searches, and it will resonate far more with human eyes already glazed from the tedium of resume reading.

This Is Not Your Last Job Change

In a world without job security, when job and even career changes are happening ever more frequently, being able to write a productive resume is one of life’s critical survival skills.

This is probably not your first, and almost certainly won’t be your last, job change. You are somewhere in the middle of a half-century work-life, a span during which you are likely to have three or more distinct careers and are statistically likely to change jobs about every four years; where economic recessions come around every seven to ten years and age discrimination can begin to kick in around age fifty.

Enlightened Self-Interest

When I started to talk about these issues of professional survival twenty-five years ago, I was called a communist and asked how I could suggest that Americans be disloyal to their employers. History has shown that it is the corporations that broke the employment contract, yet today we still hear of companies demanding unblinking loyalty from their employees. If you accept this double standard, your life and the lives of your loved ones will suffer.

Wake up! Times have changed. You need a tougher, more pragmatic approach to your professional life. You still need to do your best for your employer and your team, but you also need to put yourself first, because you need to survive and, hopefully, prosper in life. To do that, you need to find a more sophisticated approach to managing your professional life and guiding your destiny.

Start to think of yourself as a corporation: MeInc, a financial entity that must always plan and act to ensure its economic survival. Like any corporation, MeInc constantly has new products and services in development. These are the ever-evolving skill bundles that define the professional you. Again, just like any corporation, these products and services are branded and sold to your targeted customer base: employers who hire people like you.

The success of MeInc depends on how well you run your company, and like every successful company, you’ll need initiatives for Research and Development, Strategic Planning, Marketing, Public Relations, and Sales.

• Research and Development. Every company is continually involved in the identification and development of products and services that will appeal to their customers. You must have similar ongoing initiatives. This translates into skill building in response to market trends, which you do by connecting to your profession and by monitoring the changing market demands for your job on an ongoing basis.

• Strategic Planning: The development of career management strategies. You’ll begin to think of your career over the long term, of where you want to be and how you are going to get there. How you will stay on top of skill development, and how you will develop and maintain a desirable professional brand.

• Marketing and PR: The effective branding of MeInc as a desirable product requires establishing credibility for the services you deliver and positioning these services so that the professional you becomes visible to an ever-widening circle. You want to make yourself known within a company, to encourage professional growth, and within your profession, to encourage your employability elsewhere.

• Sales: MeInc needs a state-of-the-art sales program to market your products and services.

Your new resume is the primary sales tool for MeInc, the company you embody. It is the most financially important document you will ever own, and you can learn how to do it right, starting right now.






CHAPTER 2

YOUR CUSTOMER KNOWS WHAT HE WANTS—HOW TO GET INSIDE HIS HEAD




“THE CUSTOMER IS always right” is probably the first business lesson we ever learn. The customer has the money to buy the product you want to sell and that customer knows exactly what he wants; when you accurately tailor your product to your customer’s needs, you’ll experience a much shorter and more successful sales cycle. This chapter is about how to effectively customize your resume to your customers’ needs.



Your resume is the primary marketing device for every job and career change (probably between twelve and twenty changes) throughout your career. In addition, it plays a role in subsequent internal promotions. In short, it is absolutely vital in determining your professional success. Yet when it comes to creating a resume, the most financially valuable document any of us will ever own, no one ever seems to think about what the customer wants to buy! Instead, we just want to get it done as quickly as possible and with as little thought and effort as possible.

Your current resume is probably a simple recitation of all you have done: It lists everything that you think is important. I bet this resume just isn’t working. That’s because a simple recitation of all your accomplishments and activities results in a hodgepodge of what you think is important, not what your customers know is important. When you build a resume that tries to be all things to all people, you are creating the equivalent of a Swiss Army knife. Have you ever looked at a Swiss Army knife? It’s got knife blades, bottle openers, screwdrivers … it does practically everything. But companies aren’t hiring human Swiss Army knives; they are hiring human lasers, with exceptional skills focused in a specific area. You need a resume that speaks to the priorities of your customers, because they won’t make the time to struggle through an unfocused resume to see if you might have what they want. Why should they, when enough people have taken the time to learn what’s needed?

Settle on a Target Job Title

With just a few years’ experience in the professional world, most people reach a point where they have experience that qualifies them for more than one job; still, this is not an argument for having a general resume as your primary marketing document. Right now, there are probably two or more jobs you can do, but with the way recruitment works today, you have no choice but to go with a resume that focuses on a single target job. So your first task is to look at all the jobs you can do (they are probably all closely related in some way) and choose which one will represent the prime thrust of your job search.

After your primary resume is completed, it is fairly easy to create a resume for any additional job you want to pursue. I’ll explain exactly how you do this later in the book, but to set your mind at ease, that second job-targeted resume will have a number of things in common with the job you described in your primary resume. This means that you’ll already have a template to start with, plus the dates, layout, chronology, contact information, and possibly even the list of employers you’re going to contact. I’ll show you a methodology that helps you quickly refashion and edit your primary resume into a resume for that second or third target job.

But you don’t get any of those good things until you build a primary resume, so before going further, you need to think through your options and decide on the job title that your primary resume will target.

You can make this decision on many unique criteria, but assuming your main goal is to get back to work, or out of the hellhole you work in today, your best bet is to go with the job you can nail. This is the job that you can make the most convincing case for on paper, the strongest argument for in person, and the job where, when you hit the ground running, you won’t trip over your shoelaces. Once you’ve decided, you build a primary resume around this target job.

To Really Understand Your Target Job, Deconstruct It

The most productive resumes start with a clear focus on the target job and its responsibilities from the point of view of the recruitment process and the selection committee. In other words, the customer comes first, so let’s get inside the customer’s head.

There’s a practical and easy way to get inside the employer’s head. It’s called a Target Job Deconstruction (TJD). It’s a way to get a tight focus on what your customers are buying and what will sell before you even start writing your resume. Take half a day to do a TJD and your investment will yield:

• A template for the story your resume must tell to be successful

• An objective standard against which you can measure your resume’s likely performance

• A complete understanding of where the focus will be during interviews

• A very good idea of the interview questions that will be heading your way and why

• Relevant examples with which to illustrate your answers

• A behavioral profile for getting hired and promoted, and therefore … greater professional success throughout your career

• A behavioral profile for not getting hired and for ongoing professional failure

Target Job Deconstruction: The Way Into Your Customer’s Head

Step #1: Collect Postings

Collect 6–10 job postings of a single job you can do and would enjoy. Save the postings in a folder and also print them out. If you are interested in more than one job, you must prioritize them. The most productive resumes focus on a single job. I’ll show you a very fast and effective editing technique a little later in the chapter to develop a custom resume for each job (and also a place to use that Swiss Army knife resume that currently isn’t working).

Not sure where to start? Try these job aggregators (or spiders, robots, or bots) that run around thousands of job sites looking for jobs with your chosen keywords:

www.indeed.com

www.simplyhired.com

www.WorkTree.com

www.JobBankUSA.com

www.Job-Search-Engine.com

www.SourceTool.com

www.jobster.com

Step #2: Create a Document

Create a new document and title it “TJD for [your chosen target job title].”

Step #3: Identify Target Job Titles

Start by inserting in your document the subhead: “Target job titles.” Then copy and paste in all the variations from your collection of job descriptions. Looking at the result, you can say, “When employers are hiring people like this, they tend to describe the job title with these words.” From this, you can come up with a suitably generic target job title for your resume, which you will type after your name and contact information. This will help your resume’s database performance and also act as a headline, giving the reader’s eyes an immediate focus.

Step #4: Identify Skills and Responsibilities

Add a second subhead titled “Skills/Responsibilities/ Requirements/Deliverables/etc.” Look through the job postings—it might be easier to spread the printouts across your desk. You are looking for a requirement that is common to all of your job postings. Take the most complete description and copy and paste it (with a “6” beside it, signifying it is common to all six of your samples) into your document. Underneath this, add additional words and phrases from the other job postings used to describe this same requirement. Repeat this exercise for any other requirements common to all six of your job postings.

The greater the number of keywords in your resume that are directly relevant to your target job, the higher the ranking your resume will achieve in recruiters’ database searches. And the higher your ranking, the greater the likelihood that your resume will be rescued from the avalanche and passed along to human eyes for further screening. This database search has led directly to the denser resumes that are more common today and the increasing prevalence of Core Competencies sections that capture all relevant keywords in one place. (More about Core Competencies sections later.)

Repeat the exercise for requirements common to five of the jobs, then four, and so on, all the way down to those requirements mentioned in only one job posting.

Step #5: Identify Problems to Solve

At their most elemental level, all jobs are the same—all jobs focus on problem identification, prevention, and solution in that particular area of expertise; this is what we all get paid for, no matter what we do for a living.

Go back to your TJD and start with the first requirement. Think about the problems you will typically need to identify, solve, and/or prevent in the course of a normal workday as you deliver on this requirement of the job. List specific examples, big and small, of your successful identification, prevention, and/or solution to the problems. Quantify your results when possible.

Repeat this with each of the TJD’s other requirements by identifying the problems inherent in that particular responsibility. Some examples may appear in your resume as significant professional achievements, while others will provide you with the ammunition to answer all those interview questions. Interviewers are concerned with your practical problem identification and solution abilities, and they want to see them in action. That’s why some questions at job interviews begin, “Tell me about a time when …” So at the same time that you’re working on your resume, you’re also beginning to collect the illustrations you will use in response to those interview questions.

Step #6: Identify the Behavioral Profile of Success

Think of the best person you have ever known doing this job and what made her stand out. Describe her performance, professional behavior, interaction with others, and appearance: “That would be Carole Jenkins, superior communication skills, a fine analytical mind, great professional appearance, and a nice person to work with.” Do this for each and every requirement listed on your TJD, and you are describing the person all employers want to hire. This is your behavioral profile for professional success. Apply what you learn from this exercise to your professional life. It will increase your job security by opening doors to the inner circles that exist in every department and company, and by leading to the plum assignments, raises, and promotions that over time add up to professional success.

Step #7: Identify the Behavioral Profile of Failure

Now think of the worst person you have ever known doing this job and what made that person stand out in such a negative way. Describe his performance, professional behaviors, interaction with others, and appearance: “That would be Jack Hartzenberger, morose, critical, passive aggressive, always looked like he slept in his suit, and smelled like it too.” You are describing the person that all employers want to avoid and, incidentally, a behavioral profile for professional suicide.

Now You Know Your Customers’ Needs

Once you complete and review your TJD, you will have a clear idea of exactly the way employers think about, prioritize, and express their needs when they hire someone for the job you want.

Now you know the story your resume needs to tell to be maximally productive in the resume databases, which means getting retrieved for human review. You now have the proper focus for a killer resume.

When doing the TJD, you’ll come across some skills that you possess or even excel at: “Wow, all six of these job postings require competency in Microsoft Excel, and I’m the office Excel guru!” But there will be other skills that you don’t have, or that need polishing: “Wow, everyone’s looking for Six Sigma and lean management skills and I don’t even know what those words mean.” As a rule of thumb (the separate issues of changing careers aside), you need about 70 percent of a job’s requirements to pursue that job with reasonable hope of landing interviews, especially in a down economy, when competition is more fierce. If you complete the TJD process and realize you don’t make the grade, you have probably saved yourself a good deal of frustration pursuing a job you had no real chance of landing. What you need to do in this instance is pull your title goals back one level. Use this TJD and the missing skills it identifies as a professional development tool: To warrant that next promotion, you’ll need to develop these abilities.

Here is a simple before-and-after example that will illustrate how powerful this process can be. The resume is for a young graduate with a computer science degree looking for her first position in the professional world. When we first spoke, she had been out of school for nearly three months and had had a couple of telephone interviews and one face-to-face interview. Her search was complicated by the fact that she is a foreign national and needed to find a company that would sponsor her. This is not easy at the best of times, but in today’s tough job environment, it is a significant additional challenge. The first resume is the one she was using; the second she created after completing the Target Job Deconstruction process.
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• Familiarity with agile software development processes.

• Strong technical skills in Java development and Object-Oriented Analysis and Design (OOA/D).

• Strong understanding of multiple programming languages, including C, C++, JavaScript, Visual Basic, and HTML.

• Familiar with CVS version control software.

• Excellent communication skills with an aptitude for building strong working relationships with teammates.

• Proven background leading teams in stressful, deadline-oriented environments.

TECHNICAL SKILLS




	Languages:
	Java, JavaScript, C, C++, Visual Basic, HTML, SQL, VB.Net, ASP.Net, CSS



	Software:
	Eclipse, NetBeans, JBuilder, Microsoft Visual Studio, Microsoft Office Suite (Word, PowerPoint, Excel, Access), MATLAB



	Databases:
	MySQL, Oracle



	Operating Systems:   
	Windows (NT/2000/XP Professional)



	Servers:
	Apache Server






EDUCATION

MS in Computer Science, Armstrong Atlantic State University, Savannah GA, December 2007

• Completed a thesis in the area of Computer Security (Digital Forensics: Forensic Analysis of an iPod Shuffle)

BS in Computing & IT, University of Technology, Kingston, Jamaica, November 2005

LANGUAGES

Fluent in English, French, and Italian

PROFESSIONAL EXPERIENCE

Armstrong Atlantic State University, Savannah, GA 01/2006–12/2007

Graduate Research Assistant, School of Computing

• Developed a haptic application to demonstrate human-computer interaction using Python and H3D API.

• Developed an application to organize text documents using the Self-Organizing Map algorithm and MATLAB.



	Cable & Wireless Jamaica Ltd, Kingston, Jamaica
	07/2005–11/2005




Internet Helpdesk Analyst

• Assisted customers with installing and troubleshooting modems and Internet service-related issues via telephone.



	National Commercial Bank Ja. Ltd, Kingston, Jamaica
	07/2003–08/2003




Change Management Team Member

• Generated process diagrams and documentation for systems under development using MS Visio, MS Word, and MS Excel.

AWARDS/HONORS

President’s Pin for graduating with a GPA above 3.75 11/2005

Latchman Foundation Award for Academic Excellence & Outstanding Character 03/2005

Nominated School of Computing student of the year 03/2005

Recognized by Jamaica Gleaner as top student in School of Computing & IT 02/2005

Nominated for Derrick Dunn (community service) Award 03/2004

PROFESSIONAL AFFILIATIONS

Association for Computing Machinery (ACM)

REFERENCES

Available upon request.



I have taken professionals from entry level through C-suite executives in Fortune 25 companies through this process. They all say a couple of things: It was a pain but it was a logical, sensible thing to do and worth it. They almost all get job offers surprisingly quickly. I can’t guarantee that, of course, but unless you have rocks for brains you have to see the logic in this approach.

Now, what was the result of this resume revamping? She started using the new resume at the beginning of March 2008 and almost immediately got an invitation to interview. She subsequently relocated out of state and started work for that company on April 14; she has been promoted and is still with the company today.

The target job–focused resume opened doors, positioned her professionally, told her what the employer would want to talk about, and was a powerful spokesperson after she left the interview. The end result was a great start to a new career. It all came about because she took the time to understand how her customer—the employer—was thinking about, and expressing the responsibilities of, the job she wanted to do!

Here is another example, starting with the “before” resume. After writing this initial resume, the job hunter did a Target Job Deconstruction. You’ll see two post-TJD drafts: her third and her eighth—and final—draft. The final version generated eight interviews in the second quarter of 2010, and in August I got an e-mail that said in part, “Two offers, twice what I was expecting, and that is without the signing bonus or the stock options. Amazing!!” This is a senior PR professional with a substantial track record, coming back to the workplace after four years largely spent raising children and doing a little PR work when time allowed. The resume process took about three weeks parallel with organizing a job search plan of attack.

Look at each of these three versions of an evolving resume to see how a really stellar resume comes together. The first resume is a best effort without having done a Target Job Deconstruction. The second document is the third version of her resume and begins to reflect the focus that the TJD made possible. Finally, you will see the eighth and final version of the resume, and you already know what that achieved after being coupled with a good job search plan of attack.

First resume:


Nancy Wright



	123 Main Street
	(555) 555-5555



	Anywhere, VA 22652
	example@yahoo.com




Public Relations Experience

Nancy Wright has more than thirteen years of public relations experience, primarily focused on high-tech and start-up companies. An Olympic gold medalist in swimming, Wright also spent twelve years serving as a free-lance color commentator for sports/news outlets including NBC and ESPN.




	Wright & Company Public Relations, Founder and Principal
	2003 – present




Provide the professional work of a large public relations agency along with the personal service available from a smaller company. Develop and execute PR campaigns that meet the specialized needs of each client. Programs and services include corporate and product positioning, ongoing PR strategy and tactics, leadership branding, media training, speaker placement, and ongoing media contact. Clients have included: AirPlay Networks, ReligiousSite.com, PanJet Aviation.



	Three Boys Public Relations, Co-Founder and Principal
	2001 – 2003




Established a Silicon Valley PR firm that helped high-tech companies accomplish objectives by managing leadership positioning, strategic branding, and publicity. Clients included:

• ABC Systems – Project work included managing all annual Sales Conference communications for Charles Smith, Group Vice President, U.S. Service Provider group. Helped launch Smith’s new fiscal year strategy, objectives, and goals to his 1,000+ employees.

• NextLink Technologies – Successfully positioned the start-up as an industry leader by leveraging the market’s widespread use of NextLink’s industry-standard GreatD networking software. Rapidly expanded the company’s leadership position by garnering positive coverage in all targeted publications.



	ABC Systems, Marketing Manager
	2000 – 2001




Directed internal marketing activities for the iProduct after ABC acquired InfoGame and its technology. Shortly after the acquisition, ABC reorganized InfoGame and later licensed the iProduct trademark to Apple.



	InfoGame Technology Corporation, Public Relations Manager
	1998 – 2000




Designed and executed all company and product strategy. Placed hundreds of stories with news and feature media including the Today Show, Regis & Kathie Lee, ABC’s Y2K special hosted by Peter Jennings, The Wall Street Journal, The New York Times and Fast Company. Within eighteen months of launching InfoGame’s PR, the company was acquired by ABC Systems.




	XYZ Public Relations, Account Manager; Senior Account Executive; Account Executive
	1996 – 1998




Designed and managed all PR strategy and activities for start-up and unknown software, Internet, and networking companies. Managed teams of up to 10 PR professionals. Promoted annually for delivering results for the following clients:

• InfoGame Technology Corporation – Repositioned InfoGame from fledgling company to a leader in the Internet appliance space. Introduced the new management team, the iProduct and the back-end software. Garnered positive coverage in hundreds of media outlets including The Wall Street Journal, The New York Times, and USA Today. InfoGame was acquired by ABC Systems within 18 months of PR campaign.

• Triiliux Digital Systems – Accelerated Triiliux and its CEO out of obscurity and into a position of undisputed leadership. Successfully positioned CEO as an industry expert with ongoing speaker placement and quotes in all of Triiliux’s top publications. Placed CEO on the magazine cover of the company’s topmost publication. Triiliux was acquired by Intel after the two year PR campaign.

• LinkExchange – Transformed unknown company into a “player” in the Internet advertising arena. Placed hundreds of stories in both business and industry media including the The Wall Street Journal, CNNfn, and AdWeek. LinkExchange was acquired by Microsoft after an eighteen month PR campaign.

• The Internet Mall – Launched this obscure company to the press, landing continual coverage in all top Internet and business publications including The New York Times and Internet World. Within a year of the campaign, the company was acquired by TechWave, now Network commerce.

Other Relevant Experience



	Motivational Speaker/Guest Celebrity
	1989 – present




Coach audiences at corporations, business forums, schools, and functions how to effectively set and achieve goals, using the road to the Olympics as a model. Travel the country making guest appearances at events, functions, and parades. Past or present clients include: IBM, Hardees, Speedo America, Busch Gardens, Alamo Rent-A-Car, and others.



	Television Color Commentator
	1988 – 2000




• Provided expert commentary for swimming events, including the Olympics for NBC.

• Provided half-time interviews and feature packages for the Miami Heat.

• Work included NBC, ESPN, FoxSports, SportsChannel, Turner Sports, SportSouth, and others.



	The College Conference, Associate Commissioner
	1991 – 1993




• Managed all aspects of Conference television and marketing packages.

• Increased marketing revenue by 33% in the first year.



	International Swimming Hall of Fame, Assistant Director
	1989 – 1991




• Helped drive fundraising efforts for new building.

• Served as one of three spokespeople for the Hall of Fame, delivering speeches at community events.

• Successfully managed and completed all fundraising aspects for the NCAA Wall of Fame.

• Developed community affairs programs.




	Awards and Honors
	 




• Two Olympic gold medals (1984 Los Angeles, USA), and a silver and bronze (1988 Seoul, Korea).

• Two-time NCAA Champion.

• 26-time NCAA All-American.

• Hall of Fame Inductee: International Swimming Hall of Fame, University of Florida Athletic HOF, Region Swimming HOF, Anywhere High School HOF.



	Education
	1989




University of Florida, Bachelor of Science, Journalism 1989



Third resume:


Nancy Wright, Account Supervisor

123 Spring Mountain Way, Fort Hood, VA 12345 • example@yahoo.com • Tel: 540.555.1234 Cell: 540.555.2345

Performance Profile/Performance Summary

High tech public relations professional with 11 years’ experience – including seven in Silicon Valley – in a variety of sectors including software, Internet, networking, and consumer electronics. Substantial experience in PR campaigns that lead to company acquisitions. Expertise in all aspects of strategic and tactical communications, from developing and managing PR campaigns, multiple accounts, and results-oriented teams, to writing materials and placing stories. Twenty years’ experience as a motivational speaker and twelve as a free-lance TV color commentator. Two-time Olympic gold medalist.

Core Competencies

High Tech Public Relations • Strategic Communications • Counsel Executives • Manage Teams • Manage Budgets • Multiple Accounts • Multiple Projects • Leadership Positioning • PR Messaging • Client Satisfaction • Media Training • Media Relations • Pitch Media • Craft Stories • Place Stories • PR Tactics • Press Releases • Collateral Materials • Research • Edit • Manage Budgets • Manage Teams • Mentor • Strong Writing Skills • Detail Oriented • Organizational Skills • Motivated • Team Player • New Business

Strategic Public Relations Leadership

Position companies as both industry leaders and sound investments. The following four companies were acquired within two years of commencing the PR campaigns: InfoGear Technologies (acquired by Cisco), Trillium Digital Systems (acquired by Intel), LinkExchange (acquired by Microsoft), and The Internet Mall (acquired by TechWave, now Network Commerce).

Executive Communications Manager

Develop executive communications. Created positioning for ****, Group VP, and launched it to his 1,000+ employees at the ABC Sales Conference. Refined ****’s public speaking delivery and style.

Media Coverage

Proactively place stories. Samplings of past placements include: ABC World News Tonight, CNN, The Today Show, Associated Press, Baltimore Sun, Boston Globe, Business Week, Fast Company, Financial Times, Forbes, Fortune Magazine, Inc., MSNBC.com, New York Times, Parade, San Jose Mercury News, SJ Business Journal, SF Chronicle, USA Today, Wired, Wall Street Journal, AdWeek, CommsDesign, Computer Reseller News, Computer Retail Week, Computer Shopper, Computer World, CRN, CNET, EE Times, Embedded.com, Internet.com, InformationWeek, Internet Telephony Magazine, Light Reading, Network World, Phone+, PC Magazine, Red Herring, TMCnet, VoIP News, VON and ZDNet, Dataquest, Forrester Research, Frost and Sullivan, Jupiter Communications and Yankee Group.

PROFESSIONAL EXPERIENCE



	Wright & Associates Public Relations, Anywhere, VA
	2006-present




Develop and deliver strategic communications that meet the specific needs of each client. Drive all PR strategy and tactics, messaging, media training, media relations, budget management, story creation and placement. Sampling of past or present clients include AirTight Networks (also a former InfoGear, Cisco, NextHop client), JesusCentral.com (eHealthInsurance.com founder), and ProJet Aviation.



	Co-Founder and Principal, Three Boys Public Relations, Redwood City, CA
	2001-2003




Silicon Valley PR firm that partnered with high tech clients to meet their corporate objectives. In charge of developing and managing all strategic and tactical aspects of public relations including thought leadership, leadership branding, press materials, stories, media relations, and publicity.

• Cisco Systems – Acting Executive Communications Manager to Carlos Dominguez, VP.

• NextHop Technologies – Company’s first PR counsel. Repositioned obscure company, impaired by trademark dilution, into an industry leader. (Acquired by U4EA Technologies in 2008.)



	Marketing Manager, ABC Network Systems, San Jose, CA
	2000-2001




Directed internal, cross-functional marketing activities for the iProduct® after Cisco acquired InfoGear and its technology. Shortly after the acquisition, Cisco dissolved the InfoGear/Managed Appliances Business Unit (MASBU) and later licensed the iProduct trademark to Apple.



	Public Relations Manager, InfoGame Technology Corporation, Redwood City, CA
	1998-2000




Company’s first PR counsel. Advised CEO and VP of marketing on all aspects of PR. Developed and implemented ongoing PR campaign, strategies, and tactics.

• Established “iProduct Reviews” program, garnering hundreds of additional positive stories.

• Managed and inspired cross-functional teams of marketing, operations, and customer service.

Account Supervisor, Senior Account Executive, Account Executive, XYZ Advertising & Public Relations (Acquired by FLEISHMAN-HILLARD in 2000), Mountain View, CA 1996-1998

Promoted annually for successful track record of positioning unknown start-up companies into industry leaders. Designed and managed all PR strategy and activities for start-up, software, Internet, and networking companies. Managed teams of up to ten PR professionals.

• Accelerated Trillium and its CEO out of obscurity and into undisputed leadership. Continually landed top speaking placements and media coverage.

• Transformed the unknown LinkExchange into a highly publicized leader in the Internet advertising arena. Placed hundreds of stories in both business and industry media.

• Designed and managed InfoGear Technology’s repositioning from fledgling company to a leader in the Internet appliance space.

• Launched newcomer The Internet Mall, landing continual coverage in all top Internet and business publications.

OTHER RELEVANT EXPERIENCE

Motivational Speaker/Guest Celebrity

Representative clients: IBM, Hardees, Speedo America, Busch Gardens, Alamo Rent-A-Car     1989-present

• Coach audiences on how to use the Olympic model to set and achieve goals, and succeed in business and life.

Television Sports Commentator

Swimming analyst for NBC, ESPN, FoxSports, SportsChannel, Turner Sports, and others     1988-2000

• Covered the Barcelona Olympics. Half-time reporter for Miami Heat and Southern Conference games.

AWARDS & ACHIEVEMENTS

Four Olympic swimming medals: two gold, one silver, one bronze

• Southland Corporation’s Olympia Award for academic and athletic leadership.

• Southeastern Conference, NCAA, and USA Swimming Champion.

• Hall of Fame Inductee: International Swimming Hall of Fame, University of Florida, Pacific Northwest Swimming, Washington State Swimming Coaches Assoc., Mercer Island H.S.

EDUCATION

University of Florida, Gainesville, FL

• Bachelor of Science in Journalism.

• Minor in Speech.



Eighth resume:


Nancy Wright



	123 Main Street
	Home (555) 555-5555



	Anywhere, VA 22222
	Mobile (555) 333-5555



	 
	example@yahoo.com




Group Manager • Account Director • PR Manager

Performance Profile/Performance Summary

High tech public relations professional with 13 years experience, including nine in Silicon Valley, in the software, Internet, networking, consumer electronics, and wireless industries. Substantial experience in PR and strategic communications campaigns that lead to company acquisitions. Experienced in all aspects of strategic and tactical communications from developing and managing multiple campaigns, accounts, and results-oriented teams to developing and placing stories. Seasoned motivational speaker and freelance TV color commentator. Two-time Olympic gold medalist.

Core Competencies

High Tech Public Relations

Strategic Communications

Executive Communications

PR Messaging & Tactics

Story Telling

Collateral Materials

Leadership Branding

Analyst Relations

Media Relations

Craft & Place Stories

Strong Writing Skills

Media Training

Multiple Projects

Story Placement

Counsel Executives

Strong Editing Skills

New Business Development

Team Management

Budget Management

Account Management

Project Management

Detail Oriented

Acquisition Positioning

Pitch Media

Market Research

Build & Lead Teams

Mentor

Client Satisfaction

Organizational Skills

Thought Leadership

PR Counsel

Social Media

Strategic Public Relations Leadership

Orchestrated PR campaigns that positioned companies as both industry leaders and sound investments. Developed and directed PR campaigns for four companies that were subsequently acquired within two years of the campaigns: InfoGame Technologies (creator of the first iProduct®, acquired by ABC Network), Triiliux Digital Systems (acquired by Intel), LinkExchange (acquired by Microsoft), and The Internet Mall (acquired by TechWave). Proven client satisfaction demonstrated in repeat business and account growth: over a span of ten years, contracted by former InfoGame execs to serve as communications counsel for NextLink Technologies, ABC Network Systems, and AirPlay Networks.

Executive Communications Management

Executive Communications Manager for iconic executive and public speaker, ****, Group VP, Service Provider Sales, ABC Network Systems (currently senior VP and technology evangelist for ABC Network). Developed communication messaging, strategy and platform skills for VP, Group VP, and C-level executives.

Media Coverage

ABC World News Tonight, CNN, The Today Show, Associated Press, Baltimore Sun, Boston Globe, Business Times, Business Week, CNN.com, Fast Company, Financial Times, Forbes, Fortune Magazine, Inc., MSNBC.com, New York Times, Parade, San Jose Mercury News, SF Chronicle, USA Today, Wired, Wall Street Journal, AdWeek, CommsDesign, Computer Reseller News, Computer Retail Week, Computer Shopper, Computer World, CRN, CNET, EE Times, Embedded Systems Design, Internet.com, InfoWorld, InformationWeek, Internet Telephony, LightReading, Network World, Phone+, PC Magazine, Red Herring, TMCnet, VoIP News, VON and ZDNet, Dataquest, Forrester Research, Frost and Sullivan, Jupiter Communications, Yankee Group.

— Professional Experience —



	Principal
	2003 to Present




Wright & Associates Public Relations, Anywhere, VA

Develop and deliver strategic communications. Drive all PR strategy and tactics, messaging, media training, media relations, budget management, story creation and placement for technology clients.

• Representative clients include AirPlay Networks (former InfoGame and NextLink client), ReligiousSite.com (founded by eCompany.com founder), and PanJet Aviation.



	Principal
	2001 to 2003




Three Boys Public Relations, Redwood City, CA

Developed and implemented all strategic and tactical aspects of public relations for Silicon Valley clients, including thought leadership, leadership branding, story creation and telling, media materials, stories, media relations, and publicity.

• ABC Network Systems —Executive Communications Manager to ****, Group VP at ABC Network, a highly pursued public speaker.

• NextLink Technologies —Company’s first PR counsel. Repositioned obscure company, impaired by trademark dilution, into an industry leader by leveraging market’s widespread knowledge and use of NextLink’s industry-standard GreatD networking software.



	Marketing Manager
	2000 to 2001




ABC Network Systems, San Jose, CA

Directed internal, cross-functional marketing for iProduct, following ABC Network acquisition of InfoGame and its technology.

• Shortly after acquisition, ABC Network dissolved InfoGame/Managed Appliances Business Unit (MASBU).



	Public Relations Manager
	1998 to 2000




InfoGame Technology Corporation, Redwood City, CA

Advised CEO and VP of marketing on all aspects of PR. Developed and implemented all strategies, tactics, and stories.

• Revamped the start-up’s teetering image, which was ruining iProduct sales. After two press tours, garnered hundreds of additional stories in all top trade and consumer media with the iProduct Reviews program. Catapulted company into a leadership position in the Internet appliance industry, setting it up for acquisition. iProduct is now a household name.

• Managed and inspired cross-functional teams of marketing, operations and customer service to work outside their job responsibilities to deliver excellent service to hundreds of editors beta testing the iProduct 2.0.



	Account Supervisor; Senior Account Executive; Account Executive
	1996 to 1998




XYZ Advertising & Public Relations (Acquired by FLEISHMAN-HILLARD in 2000), Mountain View, CA

Promoted annually for successful track record of positioning unknown companies as both industry leaders and solid investments/acquisitions. Designed and managed all PR strategy and activities for start-up, software, Internet, and networking companies. Managed teams of up to ten PR professionals.

• Repositioned, rebranded, relaunched, and reintroduced InfoGame, the iProduct 1.0 and 2.0, positioning them collectively as leading the nascent Internet appliance space.

• Accelerated Triiliux and its CEO out of obscurity and into undisputed leadership through media placement and top speaking engagements.

• Transformed unknown LinkExchange into a highly publicized leader in the Internet advertising arena. Placed hundreds of stories in both business and industry media.

• Launched The Internet Mall, landing continual coverage in all top Internet and business publications.

— Complementary Experience —



	Motivational Speaker/Guest Celebrity
	1989 to Present




Coach audiences on how to use the Olympic model to set and achieve goals and succeed in business and life. Representative clients: IBM, Hardees, Speedo America, Busch Gardens, Alamo Rent-A-Car.



	Television Sports Commentator
	1987 to 2000




Swimming analyst for NBC, ESPN, FoxSports, SportsChannel, Turner Sports, and others. Covered the Olympics. Half-time reporter for Miami Heat and The College Conference.

Awards & Achievements

Winner—Two Olympic swimming gold medals plus one silver and one bronze.

Recipient Southland Corporation’s Olympia Award for academic and athletic leadership.

NCAA, USA, Southeastern Conference swimming champion, and 26-time NCAA All American.

Hall of Fame Inductee: International Swimming Hall of Fame, University of Florida, Pacific Northwest Swimming, Washington State Swimming Coaches Association, Mercer Island High School.

EDUCATION—University of Florida, Gainesville, FL; B.S. in Journalism, Minor in Speech.








CHAPTER 3

YOUR RESUME IS A GARBAGE IN/GARBAGE OUT PROPOSITION




HOW WELL THE most financially important document you are ever going to own comes out depends on what goes in. So if you don’t want a garbage resume, you need a logical way to gather the right information to tell that story.



When you got inside your customer’s head in the previous chapter, you gained a clear understanding of the story your resume needs to tell. Now, with the requirements and deliverables of your Target Job Deconstruction (TJD) document in front of you for focus, it’s time to work through your professional life, methodically pulling out the skills and experiences that will help your resume tell the most effective story of someone who can nail this target job.

The Right Way to Look Into Your Work History

Your resume is a document that tells a story about your collective professional work experiences. For the most powerful resume, you should examine your work history through the lens of your TJD, because it succinctly defines exactly what your customer—the employer—wants to find. This gives you guidelines for the most effective ways to define the professional you. The information you gather will be customized to your customers’ needs, giving you the raw materials for a killer resume. The more information you gather, the better. Even if some of it doesn’t make it into your resume, it will still have immense value preparing you for the interviews, because this information-gathering exercise will continue to increase the insights you gain into the real professional you as a commodity and a brand. (More on this later.)

Fifty Percent of the Success of Any Project Is in the Preparation

Here’s the link http://my.knockemdead.com/downloads for the information-gathering questionnaire I use for my professional resume-writing service clients. It will help you gather all the resume-relevant information about your professional life in one place. To help you get the most out of this not-very-exciting task, you’ll find a lot of “how to and why to” advice as you work through it.

It’s obviously best to do this kind of work on your computer: you never run out of space and all the information will be collected and saved in a Microsoft Word document, ready to be molded into a finished resume. Go to www.knockemdead.com and click on the “Downloads” page to find and download your Microsoft Word copy of the following “Resume Questionnaire.” Remember: Half the success of any project depends on the preparation. The work you do here is also going to have a real impact on your career and the quality of your life outside of work for years to come. So bite the bullet and do it right.

Resume Questionnaire

Please Note: An electronic document is expandable, so if you need additional space, don’t limit yourself to the lines/pages provided.

Your first step is to complete the critical Target Job Deconstruction exercise. This will create a composite job description and bring focus to the story your resume needs to tell.

[image: ]

Please answer the following questions as completely and accurately as possible. Not all questions may apply to you. If they do not apply, mark them N/A.

Position/Career Objective: List top three job title choices in order of preference.

If the titles are for related positions (e.g. 1–Sales; 2–Marketing; 3–Business Development) your resume will be developed to reflect the cross-functional target(s). If the goals are not related (e.g. 1–Rocket Scientist; 2–Pastry Chef; 3–Landscape Designer), the resume will be written to fit your first selection. (We will discuss creating additional versions of your resume later.)

[image: ]

Desired Industry Segment ________________________________________

Is this a career change for you? Yes ( ) No ( )

Purpose of Resume (e.g. job change, career change, promotion, business development/marketing tool)_____________________________________________________

Summarize your experience in this field in a couple of sentences. Do not provide details of positions here: we only want to get the big picture; just a sentence or two about your background. For example: I have been in the accounting field for twelve years and received three promotions to my current position, which I’ve held for two years.

[image: ]

What are some terms (keywords) specific to your line of work? (You found these during the TJD process.)

[image: ]

What are the key strengths that you want to highlight on your resume? What makes you stand out from your competitors? Drill down to the essence of what differentiates your candidacy.

[image: ]

Current Salary: _________________Expected Salary: _________

Education

List all degrees, certificates, diplomas received, dates received, school or college, and location of school or college. Begin with the most recent and work backward.
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High School (only if no college)

Name:_________________City/State:___________Year:___________

Professional Development (training courses/seminars/workshops, etc.)

Ongoing professional education signals commitment to success. If you attended numerous courses, list the most recent and/or relevant to your career and indicate that additional course information is available. Ignore those courses that have been rendered obsolete by technology and the passage of time.
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Professional Certifications

[image: ]

Professional Licenses

[image: ]

Military (include branch of service, locations, position, rank achieved, years of service, honorable discharge, key accomplishments, special recognition, awards, etc.)

[image: ]

Professional Organizations/Affiliations

Active membership in a professional association is a key tool for career resiliency and success.

[image: ]
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Publications/Presentations

[image: ]

Patents and Copyrights

You can also include here your work on projects that resulted in copyrights and patents, so long as you make clear your real contribution.

[image: ]

Computer Skills (include hardware, operating systems, software, Internet, e-mail, etc.)

Maybe it’s just Microsoft Word and Excel or maybe it runs to languages and protocols. Nobody today gets ahead without technological adeptness. Capture your fluency here and update regularly; that alphabet soup of technology just might help your resume in database searches.

Hardware:

[image: ]

Operating Systems:
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Software Applications:
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Other if relevant:

[image: ]

Foreign Languages (indicate level of fluency and if verbal/written)

[image: ]

Global Experience/Cultural Diversity Awareness

In our global economy any exposure here is relevant, and it doesn’t have to be professional in nature. If you’ve traveled extensively or you were an Army brat and grew up in ten different countries, that can be a big plus. Just name the countries, not the circumstances.

Corporate Awards/Recognition (indicate where and when received):

[image: ]

Community/Volunteer Activities (name of organization, years involved, positions held):

[image: ]

Hobbies/Interests/Avocations

Include activities with which you fill your out-of-work hours. Your resume may include those activities that say something positive about the professional you. For example, in sales and marketing just about all group activities show a desirable mindset. Bridge might argue strong analytical skills, and the senior exec who still plays competitive lacrosse and runs marathons is crazy not to let the world know.

[image: ]

Action Verbs

In describing your work experience at each position you have held, it might be helpful to select from the following list the action verbs that best characterize your daily work, duties, responsibilities, and level of authority. Select from the following list or use other “action verbs” when completing the sections stating: Briefly describe your routine duties, responsibilities, and level of authority.

Do not provide the information here; instead, use it as a guide in completing the information for each position you’ve held.

These are just suggestions. Please don’t limit yourself to the use of these verbs only.


accepted

accomplished

achieved

acted

adapted

addressed

administered

advanced

advised

allocated

analyzed

appraised

approved

arranged

assembled

assigned

assisted

attained

audited

authored

automated

balanced

budgeted

built

calculated

cataloged

chaired

clarified

classified

coached

collected

compiled

completed

composed

computed

conceptualized

conducted

consolidated

contained

contracted

contributed

controlled

coordinated

corresponded

counseled

created

critiqued

cut

decreased

defined

delegated

demonstrated

designed

developed

devised

diagnosed

directed

dispatched

distinguished

diversified

drafted

edited

educated

eliminated

emended

enabled

encouraged

engineered

enlisted

established

evaluated

examined

executed

expanded

expedited

explained

extracted

fabricated

facilitated

familiarized

fashioned

focused

forecast

formulated

founded

generated

guided

headed up

identified

illustrated

implemented

improved

increased

indoctrinated

influenced

informed

initiated

innovated

inspected

installed

instigated

instituted

instructed

integrated

interpreted

interviewed

introduced

invented

launched

lectured

led

maintained

managed

marketed

mediated

moderated

monitored

motivated

negotiated

operated

organized

originated

overhauled

oversaw

performed

persuaded

planned

prepared

presented

prioritized

processed

produced

programmed

projected

promoted

proposed

provided

publicized

published

purchased

recommended

reconciled

recorded

recruited

reduced

referred

regulated

rehabilitated

remodeled

repaired

represented

researched

resolved

restored

restructured

retrieved

revamped

revitalized

saved

scheduled

schooled

screened

set

shaped

solidified

solved

specified

stimulated

streamlined

strengthened

summarized

supervised

surveyed

systemized

tabulated

taught

trained

translated

traveled

trimmed

upgraded

validated

worked

wrote



Accomplishments/Achievements/Successes

When completing the next few pages of the questionnaire, refer to the following questions to refresh your memory regarding accomplishments and achievements (professional experience) for each position. Remember: people hire results (accomplishments and achievements) and look to past performance as an indication of the value you offer.

You don’t need to provide answers to all these questions here. Rather, consider the various positions you’ve held and come up with 4–6 of the strongest contributions you made in each position. As you think about this, read through the questions to help stimulate your thinking. Above all, ask yourself how your current employer is better off now than when the company hired you.

1. Did you increase sales/productivity/volume? Provide percentage or amount.

2. Did you generate new business or increase client base? How? What were the circumstances?

3. Did you forge affiliations, partnerships, or strategic alliances that increased company success? With whom, and what were the results?

4. Did you save your company money? If so, how and by how much?

5. Did you design and/or institute any new systems and procedures? If so, what were the results?

6. Did you meet an impossible deadline through extra effort? If so, what difference did this make to your company?

7. Did you bring a major project in under budget? If so, how did you make this happen? What was the budget? What were you responsible for saving in terms of time and/or money?

8. Did you suggest and/or help launch a new product or program? If so, did you take the lead or provide support? How successful was the effort? What were the results?

9. Did you assume new responsibilities that weren’t part of your job? Were they assigned or did you do so proactively? Why were you selected?

10. Did you improve communication in your firm? If so, with whom, and what was the outcome?

11. How did your company benefit from your performance?

12. Did you complete any special projects? What were they and what was the result?

When describing your accomplishments/achievements, use the following three-step CAR format:

C = Challenge (What challenge did you face or what problem did you resolve?)

A = Action (What action did you take?)

R = Results (What was the result of the action you took? What was the value to the company?)

Professional Experience

All right, now you’re ready to assemble information about your work history and experience. Begin with your present employer/project. Include self-employment, contract, and volunteer or unpaid work if it applies to your career target.

Be sure to list different positions at the same company as separate jobs. Repeat the section below as many times as you need to in order to encompass all the professional positions you’ve held.

[image: ]

What were you hired to do?

Briefly describe your routine duties, responsibilities, and level of authority. Use numbers (size) and percentages, quantify budgets, state with whom you interacted, etc. Provide two to three brief sentences about your major overall area of responsibility and list them in order of importance. Refer back to the list of action verbs to help you brainstorm.

Example

Selected to re-engineer and revitalize this $65 million business unit with accountability for thirty-two direct reports in four cities across the United States. Established strategic vision and developed operational infrastructure. Managed Supply Chain, Logistics/Distribution, Forecasting, System Integration, Project Management, Contracts Administration, and Third-Party Site Operations.

Or more simply: Drove production for world’s largest wallboard plant, with 258 employees working in multiple shifts.

[image: ]

Briefly describe 3–5 of your accomplishments in this position. Use the most significant achievements or contributions that best support your career target and describe them in a brief statement, referring to the accomplishments guidelines. Use numbers wherever possible. Give facts and figures. Please note: Distill the accomplishments into their essence. How did your accomplishment contribute to bottom line performance/ROI?

[image: ]
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Take Your Time: You’re Laying the Foundation for Career Success

Be sure to take the time to do this exercise right. It may be tempting to rush through it or look for shortcuts, but remember that you’re assembling the information that’s going to be the brick and mortar of your resume, the most financially important document you are ever going to own. You need it to be as complete and well thought out as possible.






CHAPTER 4

HOW TO DEFINE AND BUILD A DESIRABLE PROFESSIONAL BRAND




A RESUME IS the primary tool that all professionals use to define and disseminate their professional brand to an ever-expanding world of contacts. Long-term success—rewarding work without layoffs, and professional growth that fits your goals—is much easier to achieve when you are credible and visible within your profession. Creating and nurturing a professional brand as part of your overall career management strategy will help you achieve credibility and visibility throughout your profession, because an identifiable brand gives you focus and motivation, and others a way to differentiate you.



Establishing a desirable professional brand takes time; after all, you have to brand something that is worth branding, something your customers want to buy. A worthwhile brand doesn’t spring into being overnight, it evolves over years; but you need to start somewhere, and you need to start now.

The greater the effort you put into working toward credibility and visibility—which over time translates into a steadily widening professional reputation in your area of expertise—the quicker you enter the inner circles in your department, your company, and ultimately your profession. And it is in these inner circles that job security, plum assignments, raises, promotions, and professional marketability all dwell.

Think of your brand as the formal announcement to the professional community of how you want to be seen in your professional world, and recognize that your resume, and the social networking profiles that grow from it, are the primary tools you will use to introduce and maintain a consistent message of your brand: how you want to be seen as a professional in your field. It’s the narrative of your resume that tells this story in a very particular way: It captures your experience, skills, capabilities, and professional behavioral profile as they relate to what your customers want to buy.

Components of a Desirable Professional Brand

A viable professional brand must be built on firm foundations. This means you must understand what employers look for when they hire (and subsequently promote) someone in your profession, at your level, and with your job title. Understanding how your employers think is critical for the success of this job search and for your career going forward; it’s why you spent Chapter 2 learning how employers deconstruct your job into its component parts, and how they then order and prioritize those parts and, most important, the words they use to express these judgments … and by extension how they will reward those who give them what they want.

In this chapter, we’ll examine a couple of additional and equally important dimensions of the professional you, ones that will play into your resume, your interviews, and your success in that next job on your career path. Specifically, we’ll look at a sequence of transferable skills and professional values that underlie all professional success, no matter what you do. I’ll also explain a process to help you identify and give voice to the unique combination of attributes that make up the professional you.

Over the years, I’ve read a lot of books about finding jobs, winning promotions, and managing your career. A few were insightful and many were innocuous, but one theme that runs through them all is the absurd and harmful advice to “Just be yourself.”

“Who you are is just fine. Be yourself and you’ll do fine.” Wrong. Remember that first day on your first job, when you went to get your first cup of coffee? You found the coffee machine, and there, stuck on the wall behind it, was a handwritten sign reading:

YOUR MOTHER DOESN’T WORK HERE
PICK UP AFTER YOURSELF

You thought, “Pick up after myself? Gee, that means I can’t behave like I do at home and get away with it.” And so you started to observe and emulate the more successful professionals around you. You behaved in a way that was appropriate to the environment, and in doing so demonstrated emotional intelligence. Over time you developed many new ways of conducting yourself at work in order to be accepted as a professional in your field. You weren’t born this way. You developed a behavioral profile, a professional persona that enabled you to survive in the professional world.

Some people are just better than the average bear at everything they do, and they become more successful as a result. It doesn’t happen by accident; there is a specific set of transferable skills and professional values that underlies professional success: skills and values that employers all over the world in every industry and profession are anxious to find in candidates from the entry-level to the boardroom. Why this isn’t taught in schools and in the university programs that cost a small fortune is unfathomable, because these skills and values are the foundation of every successful career. They break down into these groups:

1. The Technical Skills of Your Current Profession. These are the technical competencies that give you the ability to do your job. The skills needed to complete a task and the know-how to use them productively and efficiently. These technical skills are mandatory if you want to land a job within your profession. Technical skills, while transferable, vary from profession to profession, so many of your current technical skills will only be transferable within your current profession.

2. Transferable Skills That Apply in All Professions. The set of skills that underlies your ability to execute the technical skills of your job effectively, whatever your job might be. They are the foundation of all the professional success you will experience in this and any other career (including dream and entrepreneurial careers) that you may pursue over the years.

3. Professional Values. This set of skills is complemented by an equally important set of professional values that are highly prized by employers. Professional values are an interconnected set of core beliefs that enable professionals to determine the right judgment call for any given situation.

The importance of the whole series of transferable skills and professional values led to an entirely new approach to interviewing and the science of employee selection: behavioral interviewing. These behavioral interviewing techniques (discussed in detail in Knock ’em Dead 2013 and Knock ’em Dead: Secrets and Strategies for Success in an Uncertain World) now predominate in the selection process because of their ability to determine whether you possess those transferable skills and professional values.

A Review of Transferable Skills and Professional Values

As you read through the following breakdown of each transferable skill and professional value you may, for example, read about communication, and think, “Yes, I can see how communication skills are important in all jobs and at all levels of the promotional ladder, and, hallelujah, I have good communication skills.” Take time to recall examples of your communication skills and the role they play in the success of your work.

You might also read about multitasking skills and realize that you need to improve in that area. Whenever you identify a transferable skill that needs work, you have found a professional development project: improving that skill. Your attention to those areas will repay you for the rest of your working life, no matter how you make a living.

Here are the transferable skills and professional values that will speed the conclusion of this job search and your long-term professional success. You’ll find that you already have some of them to a greater or lesser degree, and if you are committed to making a success of your life, you’ll commit to further development of all of them.



	Transferable Skills
	Professional Values



	Technical
	Motivation and Energy



	Critical Thinking
	Commitment and Reliability



	Communication
	Determination



	Multitasking
	Pride and Integrity



	Teamwork
	Productivity



	Leadership
	Systems and Procedures



	Creativity




Transferable Skills

Technical Skills

The technical skills of your job are the foundation of success within your current profession; without them you won’t even land a job, much less keep it for long or win a promotion. They speak to your ability to do the job, those skills necessary for the day-to-day execution of your duties. These technical skills vary from job to job and profession to profession.

A recruitment metrics company said in a recent study that by 2015, 60 percent of the jobs available will require skills held by 20 percent of the population. Technology constantly changes the nature of our jobs and the ways in which they are executed. As a result, if you want to stay employable, you need to stay current with the skills most prized in your professional world.

In addition to the technical skills that are specific to your job alone, and which you take from position to position within your current profession, there is also a body of skills that are as desirable in other jobs and other professions, just as much as they are in yours. Possession of these transferable skills will not only enhance your employability in your current profession, it is also likely to ease your transition should you ever change your career; something that the statistics say you will do three or more times over the span of your work life.

Any employer would welcome an employee who, as well as the must-haves of the job, possesses the written communication skills to create a PR piece or a training manual; who knows how to structure and format a proposal; who is able to stand up and make presentations; or who knows how to research, analyze, and assimilate hard-to-access data.

Some of the transferable technical skills sought across a wide spectrum of jobs include:

• Selling skills—even in nonsales jobs, the art of persuasive communication is always appreciated, because no matter what the job … you are always selling something to someone.

• Project management skills

• Six Sigma skills

• Lean management skills

• Quantitative analysis skills

• Theory development and conceptual thinking skills

• Counseling and mentoring skills

• Writing skills for PR, technical, or training needs

• Customer Resource Management (CRM) skills

• Research skills

• Social networking skills

While the technical skills of your job are not necessarily technological in nature, it is a given that one of the technical skills essential to almost every job is technological competence. You must be proficient in all the technology and Internet-based applications relevant to your work. Even when you are not working in a technology field, strong technology skills will enhance your stability and help you leverage professional growth.

Some of your technology skills will only be relevant within your current profession, while others (Word, Excel, PowerPoint, to name the obvious) will be transferable across all industry and professional lines. Staying current with the essential technical and technology skills of your chosen career path is the keystone of your professional stability and growth.

There are also technology skills that have application within all professions in our technology-driven world. It is pretty much a given that you need to be computer literate to hold down any job today. Just about every job expects competency with Microsoft Word and e-mail; similarly Excel or PowerPoint are becoming skills it is risky not to possess.

Any employer is going to welcome a staff member who knows her way around spreadsheets and databases, who can update a webpage, or who is knowledgeable in CRM.

Some of the technology skills that enhance employability on non-technology jobs include:

• Database management

• Spreadsheet creation

• Word processing

• Building and designing of presentations

• E-mail and social media communication

Eventually, more and more of these skills will become specific requirements of the jobs of the future, but the fact that you possess these transferable technical skills now adds a special sauce to your candidacy for any job.

Critical Thinking Skills

As I noted earlier, your job, whatever it is, exists to solve problems and to prevent problems from arising within your area of expertise. Critical thinking, analytical, or problem-solving skills represent a systematic approach to dealing with the challenges presented by your work. Critical thinking skills allow you to think through a problem, define the challenge and its possible solutions, and then evaluate and implement the best solution from all available options.

Fifty percent of the success of any project is in the preparation; critical thinking is at the heart of that preparation. In addition, using critical thinking to properly define a problem always leads to a better solution.

Communication Skills

As George Bernard Shaw said: “The greatest problem in communication is the illusion that it has been accomplished.” Every professional job today demands good communication skills, but what are they?

When the professional world talks about communication skills, it is referring not just to listening and speaking but to four primary skills and four supportive skills.

The primary communication skills are:

• Verbal skills—what you say and how you say it.

• Listening skills—listening to understand, rather than just waiting your turn to talk.

• Writing skills—clear written communication creates a lasting impression of who you are and is essential for success in any professional career.

• Technological communication skills—your ability to evaluate the protocols, strengths, and weaknesses of alternative communication media, and then to choose the medium appropriate to your audience and message.

 

The four supportive communication skills are:

• Grooming and dress—these tell others who you are and how you feel about yourself.

• Social graces—how you behave toward others in all situations; this defines your professionalism.

• Body language—this displays how you’re feeling deep inside, a form of communication that precedes speech. For truly effective communication, what your mouth says must be in harmony with what your body says.

• Emotional IQ—your emotional self-awareness, your maturity in dealing with others in the full range of human interaction.

 

All the transferable skills are interconnected—for example, good verbal skills require both listening and critical thinking skills to accurately process incoming information and enable you to present your outgoing verbal messaging persuasively in light of the interests and sophistication of your audience so that it is understood and accepted. Develop effective skills in all eight of the subsets that together comprise communication skills and you’ll gain enormous control over what you can achieve, how you are perceived, and what happens in your life.

Multitasking

This is one of the most desirable skills of the new era. According to numerous studies, however, the multitasking demands of modern professional life are causing massive frustration and meltdowns for professionals everywhere. The problem is not multitasking, the problem is the assumption that multitasking means being reactive to all incoming stimuli and therefore jumping around from one task to another as the emergency of the moment dictates. Such a definition of multitasking would of course leave you feeling that wild horses are attached to your extremities and tearing you limb from limb.

Few people understand what multitasking abilities are really built on: sound time management and organizational skills. Here are the basics:


ESTABLISH PRIORITIES
Multitasking is based on three things:



1. Being organized

2. Establishing priorities

3. Managing your time


THE PLAN, DO, REVIEW CYCLE
At the end of every day, review your day:



• What happened: a.m. and p.m.?

• What went well? Do more of it.

• What went wrong? How do I fix it?

• What projects do I need to move forward tomorrow?

• Rank each project. A= Must be completed tomorrow. B= Good to be completed tomorrow. C= If there is spare time from A and B priorities.

• Make a prioritized To Do list.

• Stick to it.

 

Doing this at the end of the day keeps you informed about what you have achieved, and lets you know that you have invested your time in the most important activities today and will do so again tomorrow. That peace of mind helps you feel better, sleep better, and come in tomorrow focused and ready to rock.

Teamwork

Companies depend on teams because the professional world revolves around the complex challenges of making money, and such complexities require teams of people to provide ongoing solutions. This means that you must work efficiently and respectfully with other people who have totally different responsibilities, backgrounds, objectives, and areas of expertise. It’s true that individual initiative is important, but as a professional, much of the really important work you do is done as a member of a group. Your long-term stability and success require that you learn the arts of cooperation, team-based decision-making, and team communication.

Teamwork demands that a commitment to the team and its success comes first. This means you take on a task because it needs to be done, not because it makes you look good.

As a team player you:

• Always cooperate.

• Always make decisions based on team goals.

• Always keep team members informed.

• Always keep commitments.

• Always share credit, never blame.

 

If you become a successful leader in your professional life, it’s a given that you were first a reliable team player, because a leader must understand the dynamics of teamwork before she can leverage them. When teamwork is coupled with the other transferable skills and professional values, it results in greater responsibility and promotions.

Leadership Skills

Leadership is the most complex of all the transferable skills and combines all the others. As you develop teamwork skills, notice how you are willing to follow true leaders, but don’t like falling in line with people who don’t respect you and who don’t have your best interests at heart. When others believe in your competence, and believe you have everyone’s success as your goal, they will follow you. When your actions inspire others to think more, learn more, do more, and become more, you are becoming a leader. This will ultimately be recognized and rewarded with promotion into and up the ranks of management.

• Your job as a leader is to help your team succeed, and your teamwork skills give you the smarts to pull a team together as a cohesive unit.

• Your technical expertise, critical thinking, and creativity skills help you correctly define the challenges your team faces and give you the wisdom to guide them toward solutions.

• Your communication skills enable your team to buy into your directives and goals. There’s nothing more demoralizing than a leader who can’t clearly articulate why you’re doing what you’re doing.

• Your creativity (discussed next) comes from the wide frame of reference you have for your work and the profession and industry in which you work, enabling you to come up with solutions that others might not have seen.

• Your multitasking skills, based on sound time management and organizational abilities, enable you to create a practical blueprint for success. They also allow your team to take ownership of the task and deliver the expected results on time.

 

Leadership is a combination and outgrowth of all the transferable skills plus the clear presence of all the professional values we are about to discuss. Leaders aren’t born; they are self-made. And just like anything else, it takes hard work.

Creativity

Your creativity comes from the frame of reference you have for your work, profession, and industry. This wide frame of reference enables you to see the patterns that lie behind challenges, and so connect the dots and come up with solutions that others might not have seen. Others might be too closely focused on the specifics of the issue—thus, they don’t have that holistic frame of reference that enables them to step back and view the issue in its larger context.

There’s a big difference between creativity and just having ideas. Ideas are like headaches: We all get them once in awhile, and like headaches, they disappear as mysteriously as they arrived. Creativity, on the other hand, is the ability to develop those ideas with the strategic and tactical know-how that brings them to life. Someone is seen as creative when his ideas produce tangible results. Creativity also demands that you harness other transferable skills to bring those ideas to life. Creativity springs from:

• Your critical thinking skills, applied within an area of technical expertise (the area where your technical skills give you a frame of reference for what works and what doesn’t).

• Your multitasking skills, which in combination with your critical thinking and technical skills allow you to break your challenge down into specific steps and determine which approach is best.

• Your communication skills, which allow you to explain your approach and its building blocks persuasively to your target audience.

• Your teamwork and leadership skills, which enable you to enlist others and bring the idea to fruition.

Creative approaches to challenges can take time or can come fully formed in a flash, but the longer you work on developing the supporting skills that bring creativity to life, the more often they will come fully formed and in a flash. Here are five rules for building creativity skills in your professional life:

1. Whatever you do in life, engage in it fully. Commit to developing competence in everything you do, because the wider your frame of reference for the world around you, the more you will see the patterns and connectivity in your professional world, delivering the higher-octane fuel you need to propel your ideas to acceptance and reality.

2. Learn something new every day. Treat the pursuit of knowledge as a way of life. Absorb as much as you can about everything. Information exercises your brain, filling your mind with information and contributing to that ever-widening frame of reference that allows you to see those patterns behind a specific challenge. The result is that you will make connections others won’t and develop solutions that are seen as magically creative.

3. Catch ideas as they occur. Note them in your smartphone or on a scrap of paper. Anything will do, so long as you capture the idea.

4. Welcome restrictions in your world. They make you think, they test the limits of your skills and the depth of your frame of reference; they truly encourage creativity. Ask any successful business leader, entrepreneur, writer, artist, or musician.

5. Don’t spend your life glued to YouTube or the TV. You need to live life, not watch it go by out of the corner of your eye. If you do watch television, try to learn something or motivate yourself with science, history, or biography programming. If you surf the Internet, do it with purpose.

Building creativity skills enables you to bring your ideas to life; and the development of each of these seven interconnected transferable skills will help you bring your dreams to life.

Professional Values

Professional values are an interconnected set of core beliefs that enable professionals to determine the right judgment call for any given situation. Highly prized by employers, this value system also complements and is integral to the transferable skills.

Motivation and Energy

Motivation and energy express themselves in your engagement with and enthusiasm for your work and profession. They involve an eagerness to learn and grow professionally, and a willingness to take the rough with the smooth in pursuit of meaningful goals. Motivation is invariably expressed by the energy you demonstrate in your work. You always give that extra effort to get the job done right.

Commitment and Reliability

This means dedication to your profession, and the empowerment that comes from knowing how your part contributes to the whole. Your commitment expresses itself in your reliability. The committed professional is willing to do whatever it takes to get a job done, whenever and for however long it takes to get the job done. Doing so might include duties that don’t appear in a job description and that might be perceived by less enlightened colleagues as “beneath them.”

Determination

The determination you display with the travails of your work speaks of a resilient professional who does not back off when a problem or situation gets tough. It’s a professional value that marks you as someone who chooses to be part of the solution.

The determined professional has decided to make a difference with her presence every day, because it is the right thing to do.

She is willing to do whatever it takes to get a job done, and she will demonstrate that determination on behalf of colleagues who share the same values.

Pride and Integrity

If a job’s worth doing, it’s worth doing right. That’s what pride in your work really means: attention to detail and a commitment to doing your very best. Integrity applies to all your dealings, whether with coworkers, management, customers, or vendors. Honesty really is the best policy.

Productivity

Always working toward productivity in your areas of responsibility, through efficiencies of time, resources, money, and effort.

Economy

Remember the word “frugal”? It doesn’t mean poverty or shortages. It means making the most of what you’ve got, using everything with the greatest efficiency. Companies that know how to be frugal with their resources will prosper in good times and in bad, and if you know how to be frugal, you’ll do the same.

Systems and Procedures

This is a natural outgrowth of all the other transferable skills and professional values. Your commitment to your profession in all these ways gives you an appreciation of the need for systems and procedures and their implementation only after careful thought. You understand and always follow the chain of command. You don’t implement your own “improved” procedures or encourage others to do so. If ways of doing things don’t make sense or are interfering with efficiency and profitability, you work through the system to get them changed.

Development of transferable skills and professional values supports your enlightened self-interest, because it will be repaid with better job security and improved professional horizons. The more you are engaged in your career, the more likely you are to join the inner circles that exist in every department and company, and that’s where the plum assignments, raises, and promotions live.

Transferable Skills, Professional Values, and the Secret Language of Job Postings

There are six key words and phrases that you see in almost every job posting: communication skills, multitasking, teamwork, creativity, problem solving, and leadership. They are so commonly used that they are often dismissed as meaningless.

Far from being meaningless, you know they represent a secret language that few job hunters understand. The ones who do “get it” are also the ones who get the job offers. Understanding the secret language of job postings can supercharge your resume and your cover letters and will help you turn job interviews into job offers. That is because these six key phrases represent the very skills that power success; they represent the specific transferable skills that enable you to do your job well, whatever your job may be. You know them as transferable skills because no matter what the job, the profession, or the elevation of that job, your possession of these skills can make the difference between success and failure.

Decoding Made Easy

For example, when problem-solving skills are mentioned in a job posting, it means the employer is looking for someone who knows his area of responsibility well enough to identify, prevent where possible, and solve the problems that the job generates on a daily basis. The employer wants someone who has thought through and can discuss the challenges that lie at the heart of that job and who has developed intelligent strategies and tactics in response.

Think about how a job-posting requirement for “teamwork” applies to your job. Consider which deliverables of your work require you to interact with other people and other departments to get your work done. For example, an accountant working in Accounts Receivable will think about problem accounts and how such accounts can require working with sales and the nonpaying customer, as well as working laterally and upward within the Accounting Department.

Teamwork also embraces other transferable skills—for instance, the communication skills you need to work effectively with others. You understand that talk of communication always refers to verbal, written, and listening skills, and you also know that, to an employer, it also refers to the supporting communication skills of:

1. Digital communication literacy

2. Dress

3. Body language

4. Social graces

5. Emotional maturity

Together, these five components of effective communication impact the power and persuasiveness of all your interactions with others.

When you relate each of the transferable skills to each of your professional responsibilities, you’ll discover the secrets to success in your profession. When you express your possession of them in your resume and cover letters, you can dramatically increase interviews. When you understand how these skills impact every action you take with every responsibility you hold, and you can explain to interviewers how you integrate these skills into all you do, you become a more desirable employee and colleague.

In Your Resume

You might decide to highlight special achievements with a Performance Highlights or a Career Highlights section. This is usually a short sequence of bulleted statements, each addressing one of the company’s stated requirements and thereby emphasizing the fit between employer needs and your capabilities. Illustrate with an example if you can do so succinctly:


Performance Highlights

35% increase in on-time delivery + 20% reduction in client complaints

Effective Operations Management demands understanding every department’s unique problems and timelines. Building these considerations into daily activities helped:

• Finance & Supply Chain, saved $55,000 in last three quarters

• Increased productivity, with a 35% increase in on-time delivery

These on-time delivery increases were achieved with improved communications, connecting Purchasing, Supply Chain, Customers, and Customer Service:

• Delivered 20% reduction in client complaints



In a Cover Letter

Where there is more space, these same achievements might appear with the company’s requirement above:

“Problem-solving skills”

• Thorough knowledge of the problems that impact productivity in Operations enabled a 35% increase in on-time delivery.

“Work closely with others”

• Improvements in on-time delivery made possible by improved communications with Purchasing, Supply Chain, Customers, and Customer Service. This delivered a 20% reduction in client complaints.

“Multitasking”

• Effective Operations Management demands understanding of every department’s critical functions and timelines. Building these considerations into daily activities helped Finance & Supply Chain save $55,000 in last three quarters.

In Your Life

Every time you see a job posting that mentions any of the transferable skills or professional values, think how that skill or value is applied in each aspect of your work. Then recall examples that illustrate how you used that skill in the identification, prevention, and solution of the daily problems that get in the way of the smooth functioning of your job.

Understanding the secret language of job postings will do more than help you land that next job; it can change your destiny. When you apply that understanding to your professional life, you will be known and respected as a consummate professional, the kind of man or woman that everyone wants to work with.

Understanding the transferable skills and professional values you possess and how they differentiate you from others is an important step in defining your professional brand. The examples of your application of these skills or the impact of these values on your work can be used in your resume, in your cover letters, and as illustrative answers to questions in interviews. But most important, if you want to be successful, these skills need to become a part of your life.

Now I’m going to take you through a process—Identifying Your Competitive Difference—that helps you identify your professional strengths and, ultimately, your competitive difference. Having a firm grip on the unique blend of competencies that set you apart from others can help strengthen your resume with brand statements and empower your interview performance.

Identifying Your Competitive Difference

The people who will hire you first need to differentiate you from other candidates. The following questionnaire will help you identify all the factors that help make you unique. Each of these is a component of your professional brand.

You aren’t going to discover anything earth-shattering here, just a continuum of behaviors and beliefs you’ve always had, but the value of which you’ve perhaps never understood. It’ll be a series of those, “Of course, I knew that” moments.

 


An expandable version of this questionnaire is available in Microsoft Word at http://my.knockemdead.com/downloads under the title: The Competitive Difference Questionnaire.



The Competitive Difference Questionnaire

List and prioritize the transferable skills, behaviors, and values that best capture the essence of the professional you.

[image: ]

Which of the transferable skills, behaviors, and values have you identified for further professional development? What are you going to do about it?

[image: ]

What skills/behaviors/values or other characteristics do you share with top performers in your department/profession?

[image: ]

What have you achieved with these qualities?

[image: ]

What makes you different from others with whom you have worked?

[image: ]

What do you see as your four most defining transferable skills and professional values and how does each help your performance?

[image: ]

How do your most defining professional traits help you contribute to the team?
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How do your most defining professional traits help you contribute your departmental goals and/or help you support your boss?

[image: ]

Why do you stand out in your job/profession?
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If you realize you don’t stand out and you want to, explain in a few sentences why the people you admire stand out. What plans do you have for change?

[image: ]

In what ways are you better than others at your workplace who hold the same title?
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What excites you most about your professional responsibilities?
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What are your biggest achievements in these areas?

[image: ]

What do your peers say about you?
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What does management say about you?
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What do your reports say about you?
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What are your top four professional skills?
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What are your top four leadership skills?
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What do you believe are the three key deliverables of your job?

[image: ]

What gives you greatest satisfaction in the work you do?
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What value does this combination of transferable skills, professional values, and achievements enable you to bring to your targeted employers?

[image: ]

Now compile endorsements. Looking at each of your major areas of responsibility throughout your work history, write down any positive verbal or written commentary others have made on your performance.

[image: ]

After rereading your answers, make three one-sentence statements that capture the essence of the professional you and your competitive difference.
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Take these three statements and rework them into one sentence. This is your competitive difference.

[image: ]

Once you have completed the Competitive Difference Questionnaire and identified what your competitive differences are, you’ll feel a new awareness of the professional you. You can integrate this new awareness and your competitive differences into your resume, and, in the process, give form to your brand. But before we do that, let’s cover some final professional brand considerations.

A True and Truthful Brand

You have to be able to deliver on the brand you create. It must be based on your possession of the technical skills of your profession, those transferable skills that you take with you from job to job, and the professional values that imprint your approach to professional life.

It is all too easy to overpromise, and while an employer might be initially attracted by the pizzazz of your resume, whether or not you live up to its value proposition decides the length and quality of the relationship.

If a box of cereal doesn’t live up to the brand’s hype, you simply don’t buy it again; but sell yourself into the wrong job with exaggerations or outright lies and it is likely to cost you that job, plus the possibility of collateral career damage that can follow you for years.

Benefits of a Defined Professional Brand

Understanding the skills and attributes that make for professional success might be your most immediately recognizable benefit. But your professional brand is also extremely valuable for your long-term survival and success. The fact that you know who you are, what you offer, and how you want to be perceived will differentiate you from others. And because you understand yourself and can communicate this understanding, you will have a professional presence.

Your Professional Brand and the Long Haul

Globalization has made your job less secure than ever, yet you are a financial entity that must survive over what will be at least a half-century of work life. You’ll recall our earlier discussions about change being a constant in the modern career. So while you develop an initial professional brand as part of your job search strategy, you don’t want to shelve it once you’ve landed a new job.

In this new, insecure world of work, it makes sense to maintain visibility within your profession. It is nothing more than intelligent market positioning for MeInc. The professional identity/brand built into your new resume will become part of the profile you keep posted on LinkedIn and your other professional networking sites. This increases your credibility and visibility within your profession as well as with the recruitment industry, making you more desirable as an employee and increasing your options.






CHAPTER 5

RESUME FORMATS




FIRST IMPRESSIONS ARE important. You have the right and the obligation to package your professional experience to its greatest benefit.



Everyone has different work experience: You may have worked for just one employer throughout your career, or you may have worked for five companies in ten years. You may have changed careers entirely, or you may have maintained a predictable career path, changing jobs but staying within one profession or industry.

The look of your resume—the format you choose—depends on what your unique background brings to the target job. There are three broadly defined resume formats, but their goals are the same:

1. To maximize your performance in the resume databases

2. To demonstrate your complete grasp of the job’s deliverables

3. To create a professional brand for someone who lives and breathes this work

4. To showcase relevant achievements, attributes, and accumulation of expertise to the best advantage

5. To minimize any possible weaknesses

Resume experts acknowledge three major styles for presenting your credentials to a potential employer: Chronological, Functional, and Combination. Your particular circumstances will determine the right format for you.

The Chronological Resume

The chronological resume is the most widely accepted format. It’s what most of us think of when we think of resumes—a chronological listing of job titles and responsibilities. It starts with the current or most recent employment, then works backward to your first job.

This format is good for demonstrating your growth in a single profession. It is suitable for anyone with practical work experience who hasn’t suffered prolonged periods of unemployment. It is not always the best choice if you are just out of school or if you are changing careers, where it might draw attention to a lack of specific, relevant experience.

The distinguishing characteristic of the chronological resume is the way it ties your job responsibilities and achievements to specific employers, job titles, and dates.

This is the simplest resume to create:

 


PARAG GUPTA

104 W. Real Drive • Beaverton, OR 97006 • (503) 123-4286 • parag.gupta@technical.com



	SYSTEMS ENGINEER:
	Motivated and driven IT Professional offering 9+ years of hands-on experience in designing, implementing, and enhancing systems to automate business operations. Demonstrated ability to develop high-performance systems, applications, databases, and interfaces.

• Part of TL9000 CND audit interviews that helped Technical get TL9000 certified, which is significant in Telecom industry. Skilled trainer and proven ability to lead many successful projects, like TSS, EMX, and TOL.

• Strategically manage time and expediently resolve problems for optimal productivity, improvement, and profitability; able to direct multiple tasks effectively.

• Strong technical background with a solid history of delivering outstanding customer service.

• Highly effective liaison and communication skills proven by effective interaction with management, users, team members, and vendors.





	Technical Skills

	 	

	Operating Systems:	Unix, Windows (2000, XP, 7), DOS

	Languages:	C, C++, Java, Pascal, Assembly Languages (Z8000, 808x, DSP)

	Methodologies:	TL9000, Digital Six Sigma

	Software:	MS Office, Adobe FrameMaker, Matlab

	RDBMS:	DOORS, Oracle 7.x

	Protocols:	TCP/IP, SS7 ISUP, A1, ANSI, TL1, SNMP

	Tools:	Teamplay, ClearCase, ClearQuest, M-Gatekeeper, Exceed, Visio, DocExpress, Compass

	Other:	CDMA Telecom Standards – 3GPP2 (Including TIA/EIA-2001, TIA/EIA-41, TIA/EIA-664), ITU-T, AMPS





	Professional Experience	

	Technical, Main Network Division, Hillsboro, OR	 Jan 1999–Present



Principal Staff Engineer • Products Systems Engineering • Nov 2004–Present

• Known as “go-to” person for CDMA call processing and billing functional areas.

• Created customer requirements documents for Technical SoftSwitch (TSS) and SMS Gateway products. All deliverables done on/ahead schedule with high quality.

• Solely accountable for authoring and allocation, customer reviews, supporting fellow system engineers, development and test, and customer documentation teams.

• Support Product Management in RFPs, customer feature prioritization, impact statements, and budgetary estimates.

• Mentored junior engineers and 1 innovation disclosure patent submitted in 2007.

• Resolved deployed customer/internal requirements issues and contributed to Virtual Zero Defect quality goal.

• TOL process champion and part of CND focus group that contributed to reducing CRUD backlog (NPR) by 25% and cycle time (FRT) by 40%.

• Recognized as the TL9000 expert. Triage representative for switching and messaging products.

• Achieved “CND Quality Award” for contribution to quality improvement, May 2007.

   Senior Staff Engineer • MSS Systems Engineering • May 2002–Oct 2004

• Led a team of 12 engineers for 3 major software releases of TSS product included around 80 features/enhancements to create T-Gate SE deliverables.




	 
	
• Mentored newer engineers to get up to speed on TSS product.

• Created requirements for TSS product, 30 features/enhancements contributing to 5 major software releases. Recognized as overall product expert with specific focus on call processing and billing.

• Played integral role in successfully implementing proprietary commercial TSS billing system.

• Supported PdM organization by creating ROMs, technical support for RFPs (Vivo, Sprint, TELUS, TM, Tata, Inquam, Alaska, Reliance, Pakistan, PBTL, Mauritius, Telefonica, Brasicel, and Angola).

• Proactively identified functional areas of improvement for requirements coverage, contributed to resolving several faults, improved customer documentation, and provided reference for future releases as well as other customers.

• Received “Above and Beyond Performance Award” Oct 2003

Senior Software Engineer • EMX Development • Aug 2000–Apr 2002

• Successfully led and coordinated the cross-functional development teams, 30 engineers, to meet the scheduled design, code, and test completion dates ensuring Feature T-Gates are met.

• Feature Technical Lead for Concurrent Voice/Data Services feature, the largest revenue-generating feature for KDDI customer.

• Feature Lead for Paging Channel SMS feature. Created requirements and design; led implementation phase of five engineers’ team; supported product, network, and release testing; and created customer reference documentation.

• Performed the role of functional area lead for Trunk Manager and A1 interface functional areas. Provided 2-day Technical Workshops for internal/customer knowledge sharing and functional area transition from Caltel.

• Provided customer site testing and FOA (First Office Application) support for major EMX releases and off-hours CNRC (Customer Networks Resolution Center) support.

• Received “Bravo Award” May 2001, Sep 2001, Jan 2002

Software Engineer • EMX Development • Jan 1999–Jul 2000

• Developed design and code for SMS feature as a Trunk Manager functional area lead for the largest FA impacted by the feature. Supported product, network, and release testing.

• Contributed to customer release documentation. Supported feature-level SMS testing at various internal labs and customer sites resulting in successful deployment at customer sites.

• Designed and coded phases for wiretap and virtual circuits feature development, initial assessment of internal and customer EMX PRs (problem reports) to route/classify issues and providing problem assessments for many of these PRs.

• Created an implementation process to serve as reference for new hires.

• Provided CNRC support during the Y2K transition.

• Received “Above and Beyond Performance Award” Jan 2000, Dec 2000 and “Certificate of Outstanding Achievement” Jun 1999




	Education:	Master of Science in Computer Engineering • University of Portland, Portland, OR • 1998
Bachelors of Engineering in Electronics • Technology and Science Institute, India •1996

	Significant Trainings Include

	 	
• Open Source Software • WiMAX • Agile Management for Software Engineering

• WSG Requirements Process • Product Security







The Functional Resume

The functional resume format focuses on the professional skills you bring to a specific target job, rather than when, where, or how you acquired them. It also de-emphasizes employers and employment dates by their placement on the second page, which typically gets less attention than your lead page. Because the focus is on the skill rather than the context or time of its acquisition, job titles and employers can likewise play a lesser part in this format.

The functional format is still used. Although it is thought less effective than other formats, this may in part be attributable to the more challenging sells it is chosen for:

• Mature professionals with a storehouse of expertise and jobs pursuing encore careers

• Entry-level professionals whose skimpy experience might not justify a chronological resume

• For those in career transition who want to focus on skills rather than locus of the experience, because that experience was developed in a different professional context

• People returning to the workplace after a long absence

Though functional resumes are more freeform than chronological ones, they should share certain structural features:

Target Job Title

For any resume to be effective, it must be conceived with a specific target job in mind, and this is especially true for a functional resume. Because it focuses so strongly on skills and the ability to contribute in a particular direction, rather than on a directly relevant work history, you really must have an employment objective clearly in mind.

A Performance Profile/Performance Summary or Career Summary

Your target job should be followed by a short paragraph that captures your professional capabilities as they address the deliverables of the target job.

Core Competencies

A core competencies section in your functional resume will help its performance in databases, and the use of critical keywords early on shows that you have the essential skills for the job.

Performance Highlights

Based on your target job, this is where you identify the skills, behaviors, and accomplishments that best position you for the job. Notice how clearly these demonstrate competence in the example that follows.

Dates

If your employment history lacks continuity, a functional resume allows you to de-emphasize dates somewhat by their placement, but an absence of employment dates altogether will just draw attention to a potential problem. See Chapter 6 for more about how to handle employment dates.

Everything else related to functional resumes follows the rules outlined in Chapter 6.

A Functional Resume That Works

Functional resumes are not as popular as they once were, but in some circumstances, they really are the best choice. Following is a functional resume of someone applying for a job as an art gallery or museum curator whose only prior experience was as an art teacher. Read the first page and then ask yourself if you know what a good gallery director or museum curator needs to know. I’ll give you a few more interesting insights after the example.

A couple of interesting observations about this resume:

• It is more informal in tone than many examples you will see in the book, but as it reflected someone in a profession where personality is a significant part of the job, there is nothing wrong with that. Given these considerations, I decided to give the resume a personal flavor, and the very first words of the performance profile/performance summary immediately draw the reader into a conversation with a passionate and committed professional: “My professional life is focused on art and all it embraces.”

• There are professions where a less formal tone is more generally acceptable, usually education, the arts, and the caring professions.

• It is quite clear this person really understands the work of a curator. The first time it was used, this resume resulted in an interview within seventy-two hours, and a job offer was extended at the end of the first hour.

• Now for the kicker: The fact that this person had only been the arts department chair of a private elementary through middle school was never an issue, because he so clearly understood the demands of the target job. That was possible because his TJD research allowed the resume to be properly focused and prepared him for exactly the topics that would come up at the interview.

• The second time this resume was used, a core competencies section was added to increase database visibility. In the middle of the 2008–10 recession, he was called by an executive recruiter, had two interviews, and was hired at a 50 percent increase in salary to run one of the nation’s blue-chip galleries.

This functional resume was successful because the writer took the time to go through the TJD process and was then able to tell a captivating and believable story, demonstrating that he had exactly the credentials needed.

 


Charles Chalmers

Manhattan NY 11658 • (212) 555-2578 • fineartist@earthlink.net

Senior Curator

Performance Profile/Performance Summary

My professional life is focused on art in all it embraces: drawing, painting, sculpture, photography, cinema, video, audio, performance and digital art, art history, and criticism; my personal life is similarly committed. Recently relocated to Manhattan, I intend to make a contribution to the New York arts community that harnesses my knowledge, enthusiasm, and sensibilities.

Core Competencies

Photographer ~ editor ~ drawing ~ painting ~ sculpture ~ photography ~ cinema ~ video ~ audio ~ performance and digital art ~ art history and criticism ~ global artist networks ~ alumni groups ~ first-rank private collectors ~ social networking-themed, resourced, sequenced shows ~ campus & community involvement ~ education & outreach ~ installation-hang, light, and label-media kits ~ artist materials ~ Photoshop-art-staff management ~ curriculum development ~ art handlers-maintenance ~ printers ~ catering ~ graphics ~ portfolio prep-int/ext shows ~ theatre sets ~ streamed video gallery tours

Performance Highlights

ART HISTORY

Thorough knowledge of art history from caves of Lascaux through current artists such as Bruce Nauman, Jessica Stockholder, and Luc Tuymans. Film history from Lumiere Brothers to Almodovar. Current with key critical art and film theory. Ongoing workshops and lectures with the likes of Matthew Barney, Louise Bourgeoise, and Andy Goldsworthy.

RESEARCH NEW ARTISTS

Connected to cutting-edge art and artists through involvement with the art communities and galleries of New York and Boston and the faculty, student, and alumni networks of RISD, Columbia, Boston Museum School, New England School of Art & Design, and now Mass Art. Twenty years of Manhattan ga llery openings and networking with artists at MOMA, PS1, Guggenheim, Whitney, Metropolitan, Film Forum, International Center for Photography workshops and lectures.
 
SOURCING ART WORK

Through local artists, regional and global artist networks, intercultural artist exchanges, alumni groups, first-rank private collectors, personal and family networks, and Internet calls for submissions.

ART AND THE COMMUNITY

Conception and launch of themed, resourced, and sequenced shows that invigorate campus and community involvement. Reconfigure existing art spaces to create dynamic dialogue with visitors. Education and outreach programs.

 

 

ART INSTALLATION

Maintain fluidity of gallery space in preparing exhibitions with recognition of size/time considerations for the art, to insure a sympathetic environment for the presented works. Hang, light, and label shows in sequences that create dialogue between the works.

PUBLIC RELATIONS MATERIALS

Energizing invitations, comprehensive press kits, illustrated press releases, and artist binder materials. Sensitive to placing art in historical/cultural context. Photoshop.

Management experience

Fourteen years art-staff management experience, including curriculum development. Responsible for art instructors, art handlers, maintenance crews, and working with printers, catering, and graphic arts staff.

Professional experience

1994–2005 Chair of Visual Arts, The Green Briar School

Duties: Curriculum development, portfolio preparation, internal and external monthly shows, theatre sets, monthly video news show, taught art history and all the studio arts, managed staff of three.

1989–2004 President Art Workshops

Duties: Private art studio and art history curriculums, staff of four. Private groups to Manhattan museums and gallery tours.

1980–1989 Freelance artist, photographer, and editor

Highlights from the sublime to the ridiculous include: Taught photography at Trinity School, Manhattan; photographer for the Ramones; editor of Pioneer, insurance industry trade magazine; assistant to Claudia Weill, documentary filmmaker, director of “Girlfriends.”

Education

MFA. Magna cum laude. Columbia University, 1983

Awards: ****** ***** Prize for film criticism

Taught undergraduate Intro to Film, under ****** ***** and ****** ******.

Subscriptions

Art in America, Art News, Art Forum, New York Times, Parkett, Sight & Sound, Film Comment, Modern Painters.

Memberships

MOMA/PS1, Whitney Museum of American Art, Guggenheim, Metropolitan Museum of Art, DIA.

Recent exhibitions

2004. Corcoran Center Gallery, Southampton, NY

2005. Corsair Gallery, 37 West 33rd St. NY

2006. Fuller Museum, Brockton MA

2002. 2007. Zeitgeist Gallery, Cambridge, MA



The Combination Resume

This format is fast becoming the resume of choice for performance in a database-dominated world. This format has all the flexibility and strength that comes from combining both the chronological and functional formats.

• It allows you maximum flexibility to demonstrate your thorough grasp of the job and its deliverables.

• It encourages greater data density and detail of information, which improves database retrieval performance.

• It offers more flexibility and scope for establishing a professional brand:


Target Job Title

(Here’s the job I’m after.)

Performance Profile/Performance Summary

(This is a snapshot of what I can do.)

Core Competencies

(Here are the key professional skills that help me do my job well.)

Technology Competencies

(Optional: Here are the technical skills that help me do my job well.)

Performance Highlights

(Optional: outstanding achievements)

Professional Experience

(Where and when everything happened)



The following format takes more effort to create, but it is the most productive format in database performance, resonates most powerfully with human eyes, and gives the greatest scope for creating a strong professional brand, which we covered in Chapter 4.

Choose a Template

If you haven’t already, now is a good time to start choosing a resume template. Go to the resume section, Chapter 10, to find examples suitable to your needs. You can get over 100 Microsoft Word resume templates in Knock ’em Dead Resume Templates at www.knockemdead.com.

It is common to look for resume templates that reflect someone in your profession. This is wrong! Resume templates have never been designed with particular professions or jobs in mind. There is no magically ordained format for resumes by profession. It doesn’t matter at all if the accountant chooses the resume template of a geologist.

Choose your template based on its ability to accommodate your story in a visually appealing way.

 


John William Wisher, MBA

1234 Bainbridge Blvd.,
West Chicago, IL 60185


	example@email.net	630.555.1234 630.555.2345



Expert leadership in cost effective supply chain, vendor,
and project management within Fortune organizations.

EXECUTIVE PROFILE

A visionary, forward-thinking SUPPLY CHAIN AND LOGISTICS LEADER offering 20+ years of progressive growth and outstanding success streamlining operations across a wide range of industries. Excellent negotiation and relationship management skills with ability to inspire teams to outperform expectations. Proven record of delivering a synchronized supply chain approach through strategic models closely mirroring business plan to dramatically optimize ROI and manage risk.



	
Supply Chain Strategy:—Successfully led over 500 supply chain management initiatives across a wide spectrum of businesses, negotiating agreements from $5K to $27M. Implemented technology solutions and streamlined processes to reduce redundancies and staffing hours, improving both efficiency and productivity. Industries include: automotive and industrial manufacturing, consumer goods, government and defense, health care, high tech, and retail.

Industry Knowledge:—Extensive knowledge base developed from hands-on industry experience. Began career in dock operations with experience in Hub and Package Operations, multi-site retail operations management, to custom supply chain strategy development over twenty-one-year career with UPS.

Supply Chain Process Costing:—Built several information packets on total cost of ownership (TCO) and facilitated several C-level negotiations to identify and confirm opportunities. Worked to increase awareness among stakeholders on efficiencies and cost-saving measures ROI. Delivered $3.75M total cost savings to client base over three-year period.

Operations Reorganization:—Designed and implemented new sales force alignment and reporting structure; increased daily sales calls by 20%, reduced travel mileage 23%, and head count by nine; total annual cost savings of $920K.

Logistics:—Experienced across all modes of transportation: ocean, air freight, LTL, TL, mail services, and small package. Performs complex analysis to develop strategy based on cost and delivery requirements.

Project Management:—Implemented complete $1.2M redesign of 11 new UPS Customer Centers. Managed vendor and lease negotiations, developed budgets, training, and sales structure. All 11 centers up and operational on time and on budget.

Cost & Process Improvements

• Implemented complete warehouse redesign for a large optical distributor. Optimized warehouse operations through engineering a new warehouse design, integrating and automating technology, and synchronization of goods movement through ocean, air, ground, and mail services. Reduced transportation expense by 15%, increased production levels by 25%, reduced inventory by 15% and staffing by 20%.

• Built custom supply chain for a nationally recognized golf club manufacturer. Improved service levels by 30%, reduced damage by 45%, and integrated technology to support shipping process automation, reducing billing function staffing hours 50%.

	Trust-Based Leadership
Vendor/Client Negotiations
Cross-Functional Collaboration
Supply Chain Mapping
Financial Logistics Analysis
Contingency Planning
Risk Management
Competitive Analysis
Haz Mat Compliance
Inventory Planning, Control, & Distribution
Recruiting/Training/Development
Project Management
Organizational Change Management
Distributive Computing
Budget Management
Labor Relations





 

PROFESSIONAL BACKGROUND


	United Parcel Service (UPS), Addison, IL	1986 to Present



World’s largest package-delivery company and global leader in supply chain services, offering an extensive range of options for synchronizing the movement of goods, information, and funds. Serves more than 200 countries and territories worldwide and operates the largest franchise shipping chain, the UPS Store.

 

DIRECTOR/AREA MANAGER—SUPPLY CHAIN SALES, 2005–Present

Promoted to lead and develop a cross-functional sales force of 18 in consultative supply chain management services to Chicago-area businesses. Directs development of integrated supply chain management solutions across all modes of transportation, closely mirroring client business plans. Mentors team in Demand Responsive Model, a proven methodology to quickly align internal and external resources with changing market demands, situational requirements, and mission critical conditions. Manages $100M P&L.

Accomplishments:

• Implements over 100 multimillion-dollar supply chain integrations per year with 14% annual growth on 8% plan.

• Develops future organizational leaders; four staff members promoted through effective mentoring and development.

• Choreographed a supply chain movement from the Pacific Rim for a global fast-food chain to deliver 300k cartons to 15k locations all on the same day. Utilized modes of ocean, TL, air, and ground services, allowing for a national release synchronized to all locations on the same release date.

• Designed and implemented an automated reverse logistics program for a nationally recognized health food/supplement distributor. Automated returns process to reduce touches and costly staffing hours. Eliminated front-end phone contact using technology and web automation.


	MARKETING MANAGER	2004 to 2005



Fast-tracked to streamline sales processes, increasing performance. Performed analysis of sales territory, historical data, operations alignment, reporting structure, and sales trends to devise solutions. Managed and coached area managers in business-plan development and execution of sales strategies. Delivered staff development in cost-reduction strategies and compliance requirements. Accountable for $500M P&L.

Accomplishments:

• Drove $500M+ in local market sales. Grew revenues 2004/2005 revenues 12% and 7% respectively.


	RETAIL CHANNEL/OPERATIONS MANAGER	2002 to 2004



Charged with turning around this underperforming business unit. Managed development and implementation of new retail strategy across northern Illinois. Rebranded UPS Customer Centers and the UPS Store. Performed vendor negotiations and collaborated with nine regions to support additional implementations.

Accomplishments:

• Developed key revenue-generating initiatives across multiple channels. Attained 65% growth in discretionary sales. Several strategies adopted across the national organization.

• Re-engineered inventory for over 1,000 dropoff locations, reduced lease expenses by 45% and inventory levels by 40% through weekly measurement, inventory level development by SKU, order process automation, and order consolidation.

• Implemented new retail sales associate structure in 1,100 locations; scored highest national service levels by mystery shoppers.

• Selected as Corporate team member on Mail Boxes Etc. acquisition integration.


	PROJECT MANAGER	2001 to 2002



Selected to support several underperforming business areas. Managed key segments of district business initiatives and compliance measures for 1,000 dropoff locations. Reported on status to corporate management. Supervised office staff of 16. Negotiated vendor and lease agreements.

Accomplishments:

• Rolled out and managed ongoing Haz Mat compliance program for all locations.

• Generated $6M in sales through cross-functional lead program and increased participation from 20% to 100%.

• Attained union workforce sponsorship of support-growth program through careful negotiations and persuasion.


	SENIOR ACCOUNT MANAGER	1999 to 2001



Delivered $2.8M in growth on $1.1M plan, rated 3rd of 53 managers in revenue generation


	ACCOUNT MANAGER	1997 to 1998



Top producer out of 53; $1.3M sales on $500K plan.

 


	SERVICE PROVIDER	1994 to 1996



Top producer out of 53; $1.3M sales on $500K plan.


	SUPERVISOR OF PACKAGE OPERATIONS	1994



Managed 65 full-time service providers. Performed post-routine analysis, operating strategy development, compliance, payroll, service failure recovery, and new technology implementation. Met 100% DOT and Haz Mat compliance. Reduced post-delivery staffing time by 50% and missed pickups by 65%.


	SUPERVISOR OF HUB OPERATIONS	1988 to 1994



Managed up to 100 union employees and staff processing 75K pieces per day involving 40+ outbound bays. Performed complex staff scheduling and maintained low turnover rates. Designed new management reporting format, reducing administrative time by 20% and improved load quality by 30%.


	OPERATIONS DOCK WORKER AND TRAINING LEAD	1986 to 1987



 

EDUCATION
MBA

National Louis University, Wheaton, IL, 4.0 GPA

BA, Business, Supply Chain Management

Elmhurst College, Elmhurst, IL, 3.84 GPA, Magna cum laude

Additional Specialized Courses:

• Supply Chain Mapping, 20 Hours

• Financial Logistics Analysis (FLOGAT), 10 Hours

• Hazardous Materials, 20 Hours

• Labor Relations, 30 Hours

• Managers Leadership School, 100 Hours

• Hazardous Materials, 20 Hours

• Managing from the Heart, 30 Hours








CHAPTER 6

THE SIMPLEST, SMARTEST, FASTEST WAY TO WRITE YOUR RESUME—KEEP IT SIMPLE, STUPID




THE MOST EFFECTIVE way to get a premium, powerful resume for a professional job in the shortest time with the least amount of hassle.



No one likes writing a resume, but you have to trust me when I tell you that there is no easier way than the way I am showing you. That shortcut you’re thinking of? It won’t work. If it did, I’d be telling you about it. This is the most streamlined way I know to give you a premium, powerful resume in the shortest time with the least amount of hassle.

Five Steps to a Great Resume

Your resume is a concise sales document that gives a snapshot of your professional life in a couple of short pages. A great finished product usually takes five steps:

1. A first draft to capture all the essentials on a basic resume template.

2. Two, three, five, or more gradually improving versions built over a week or more, as you tweak words and phrases; add and subtract; and cut, move, and paste until you cannot possibly improve it further.

       During this week or so, you should work on your resume for a couple of hours every day as you simultaneously organize, or reorganize, your job search. If you are smart enough to recognize that you need to rethink your resume to perform in the new world of work, commonsense also whispers that you probably need to retool your entire approach to job search.

3. A third draft to integrate your defined professional brand throughout the resume.

4. A fourth draft, where you paste your work so far into different templates and choose the one(s) best for you. As you do this, it is quite likely that you will still be tweaking a word here and there.

5. A final draft of your formatted resume where you do a grammatical edit and complete the polishing process.

Putting Together Your First Draft

With your completed TJD and Resume and Competitive Difference Questionnaires in hand, you know both what the customer wants and what you have to offer. Now you need to start assembling the pieces in a way that tells your story effectively.

To help you do this most efficiently, I’ve created a resume Layout Template for you. You use this to capture graphically and review the components your resume will contain. It is not intended as a template for your finished resume; it’s just a gathering place for all the components of a cutting-edge resume. By using it, you’ll become familiar with all the resume building blocks, and when the time comes to decide on a layout and template, everything will be ready to cut and paste.

 


Name


	Address	Telephone	E-mail address



Target Job Title

A target job title, perhaps followed by an optional brand statement, as in the following example, helps database visibility and gives focus to the reader. The brief optional brand statement delivers value proposition you bring to the job, example:

 

Pharmaceutical Sales

Poised to outperform in pharmaceutical software sales repeating records of achievement with major pharmaceutical companies

Performance Profile/Performance Summary

What goes here? Take the most common requirements from your TJD and rewrite as a performance profile/performance summary. Helps database visibility and creates immediate resonance with reader’s eyes. A maximum five lines of text can be followed by a second paragraph or list of bullets.

Core Competencies

A list of all the skills you identified in TJD. Repeat each skill listed here in context of the jobs where it was applied. This increases database visibility and gives reader immediate focus, “Oh s/he can talk about all of these things . . .” Example:



	4-Handed Dentistry
	Infection Control
	Preventative Care



	Oral Surgery/Extraction
	Casts/Impressions
	Emergency Treatment



	Root Canals
	Diagnostic X-Rays
	Instrument Sterilization



	Prosthetics/Restorations
	Teeth Whitening
	Radiology




Technical Competencies

An optional category depending on professional relevance.

Performance Highlights

An optional category depending on your experience.

 

Professional Experience


	Employer’s name	Dates

	The company’s focus	 

	Job Title	 



If you are going to bold/caps anything, draw attention to what is most important: your job title.

Contact information at the top of each page. Keep your resume tightly edited but do not worry about page count. Reason: Jobs are more complex than they used to be, the additional info increases database performance, and reader won’t mind as long as the resume is telling a relevant story.


	Employer’s name	Dates

	The companies focus	 

	Job Title	 



Repeat employment history as necessary.

Education

May come earlier if these are critical professional credentials (as in medicine, law, etc.) that are especially relevant to job requirements, or highlight an important strength.

Licenses/Professional Accreditations

May come earlier if these credentials are critical credentials, especially relevant, or highlight an important strength.

Ongoing Professional Education

Professional Organizations/Affiliations

Publications, Patents, Speaking

Languages

Add them to the end of performance profile/performance summary and repeat them here.

Military Service

Extracurricular Interests

Add them here, if they relate to the job. Sports demonstrate fitness; chess, etc., denotes analytical skills; and community involvement can all be relevant.

(Closing brand statement)

Optional. If you use one, do not give it a heading,
as in the above parentheses. Example:

“I believe that leadership by example and conscientious performance management underlies my department’s consistent customer satisfaction ratings.”

(References)

Never list references on your resume. Employers assume that your references are available, but it certainly doesn’t hurt to end with a bold statement (but only if you have empty space at the end of the page and nothing else to add):

 

References Available on Request

Or

Excellent references available on request.

Or

My references will verify everything in this resume.



 


Why can’t you choose a template right now? Because you select a template based on its layout and suitability to tell a particular story. This means you first have to determine all the components that will be in your story, and you don’t know that till you’ve collected all the relevant information in one place. It’s too soon to choose final templates at this point.



 

You will want to do this work on your computer. For a Microsoft Word version, go to the “Download” pages at www.knockemdead.com and download the Resume Layout Template. You can delete my commentary as you start to fill it out with your real-world experiences and information. The layout template is not intended as a final resume template, but as a tool to help you learn the component parts your resume needs to be maximally productive and to give you a sense of progress in the resume-development process. You’ll find more than 100 resume templates on www.knockemdead.com in the e-book Knock ’em Dead Resume Templates.

How to Build Your Resume with the Resume Template Components

Name

Give your first and last name only, because that is the way you introduce yourself to someone in person. It isn’t necessary to include your middle name(s), and unless you are known by your initials, don’t use them on your resume.

It is not necessary to place Mr., Ms., Miss, or Mrs. before your name, unless yours is a unisex name like Jamie, Carroll, or Leslie; if you feel it necessary, it is acceptable to write Mr. Jamie Jones or Ms. Jamie Jackson. If you always add Jr. or III when you sign your name and that is the way you are addressed to avoid confusion, go ahead and use it.

Address

If you abbreviate—such as with St. or Apt.—be consistent. The state of your residence, however, is always abbreviated, for example: MN, WV, LA. The accepted format for laying out your address looks like this:

Maxwell Krieger

9 Central Avenue, Apartment 38

New York, NY 23456

or like this:

Maxwell Krieger

New York, NY 23456

 

But with a resume, if space is an issue, you can put your contact information on a single line:Maxwell Krieger, New York, NY 23456

In an age of electronic communication, many people feel that street addresses are no longer necessary on a resume.

If you are employed and pursuing a confidential job search, it is acceptable to omit both your name and address. Your name would be replaced by a target job title and followed by e-mail and telephone contact information.

Telephone Number

Always include your area code and never use a work telephone number. Most telephone companies now have a master-ring feature, allowing you, at no extra charge, to have two or three different numbers on your phone line, each with a distinctive ring. It might not be a bad idea to use one of these available alternate numbers as your permanent career-management number. Then whenever it rings, you can be sure to finish crunching the potato chips before answering the call.

You should include your cell number, and if you don’t have a master-ring system through your telephone provider, you might decide to use the cell number as your primary contact. Because we tend to answer our cell phones at all times, if a job call comes at a bad time, you should be prepared to say that you’d like to talk but will need to call back.

E-mail

Use your e-mail address as a job search marketing tool. Since the majority of job search communications are e-mail-based, it’s the first thing any recruiter or potential employer sees, and it’s a perfect opportunity for immediately positioning your credentials. In an Internet-based job search, your e-mail address is a powerful marketing tool, but for most job hunters it’s a lost opportunity.

This might be a good time to retire those addresses like binkypoo@yahoo.com, bigboy@hotmail.com, or DDdoll@live.com, or at least restrict them to exclusively nonprofessional activities where they won’t detract from your professional reputation.

Most e-mail hosts allow you to register a number of different e-mail addresses, so simply add an e-mail account devoted exclusively to your job search and career-management affairs.

Create an account name that reveals something about your professional profile, such as SystemAnalyst@hotmail.com or TopAccountant@yahoo.com.

This type of e-mail address acts as a headline to tell the reader who is writing, and to give some idea of what the communication is about. When names like TopAccountant@yahoo.com are already taken, you will be encouraged to accept something like topaccountant1367@yahoo.com. Before you accept this, try adding your area code (TopAccountant516@yahoo.com) or your zip code (TopAccountant11579@yahoo.com), both of which add information useful to an employer in your local target market but which usually won’t mean much to someone outside of that market.

Using a profession-oriented e-mail address does double duty: It succinctly introduces the professional you, and it protects your identity. In a competitive job search, the little things can make a big difference; the way you introduce yourself is one of them. Finally, your e-mail address is an integral part of your contact information, and should always be hyperlinked on your resume so that a simple click will launch an e-mail so the reader can respond easily. It’s another of those little things your competitors forget.

Target Job Title

Eighty percent of resumes lack a target job title, and this makes a resume less accessible to a harried recruiter who might spend as little as five seconds reviewing it before moving on to another candidate’s resume where the writer has better focus and communication skills.

Recruiters use a target job title in database searches, so using one at the start of your resume helps it get pulled from a resume database for review by a recruiter. Additionally, once it is in front of human eyes, having a target job title gives both a recruiter and hiring manager immediate visual focus.

A target job title comes immediately after your contact information, at the top of your resume, and is most often centered on the page, is in a larger font than body copy, and is often in bold. It acts in the same way as a movie, TV show, and book or blog title: It draws the reader in by giving him a focus for what he is about to read.

The first thing any resume reader looks for is focus. A target job title explains what the resume is about. Decide on a target job title by taking all the title variations you collected in the TJD process. You should choose a common or generic target job title, something to widen your appeal. Here are some examples taken from finished resumes:

 

• Certified Occupational Health Nurse Specialist

• Global Operations Executive

• Campaign Field Director

• Marketing Management

• Operations/Human Resources/Labor Relations/Staff Development

• Career Services Professional

• Operations Management

• Healthcare Review—Clinical Consultant

• Agricultural/Environmental Manager

• Horticultural Buying—International Experience

 

Integrating a Professional Brand Into Your Resume

Your professional brand is communicated throughout your resume, but never more so than with your opening (and sometimes closing) brand statements. The first place you begin to establish a professional brand is with your target job title, where you consciously decide on the job that best allows you to package your skill sets and create a professional brand.

A target job title followed by a considered brand statement gives the reader an immediate focus on the resume’s purpose and the type of person it represents. Your opening brand statement is a short phrase following the target job title that defines what you will bring to the job. It says, “These are the benefits my presence on your payroll will bring to your team and your company.”

Opening Brand Statement

Notice how the following brand statements focus on the benefits brought to the job, but do not take up space identifying the specifics of how this was done. Professional brand statements often start with an action verb such as “Poised to,” “Delivering,” “Dedicated to,” “Bringing,” “Positioned to,” or “Constructing”:

Pharmaceutical Sales Management Professional

Poised to outperform in pharmaceutical software sales, repeating records of achievement with major pharmaceutical companies.

Senior Operations/Plant Management Professional

Dedicated to continuous improvement ~ Lean Six Sigma ~ Startup & turnaround operations ~ Mergers & change management ~ Process & productivity optimization ~ Logistics & supply chain

Bank Collections Management

Equipped to continue excelling in loss mitigation/collections/recovery management.

Mechanical/Design/Structural Engineer

Delivering high volume of complex structural and design projects for global companies in Manufacturing/Construction/Power Generation.

Account Management/Client Communications Manager

Reliably achieving performance improvement and compliance within Financial Services Industry.

Marketing Communications

Consistently delivering successful strategic marketing, media relations, & special events.

Administrative/Office Support Professional

Ready, willing, and competent; detail-oriented problem-solver; consistently forges effective working relationships with all publics.

Senior Engineering Executive

Bringing sound technical skills, strong business acumen, and real management skills to technical projects and personnel in a fast-paced environment.

Use Headlines to Guide the Reader

Headlines act like signposts, guiding a jaded and distracted reader through your resume. Your resume’s job is to open as many doors for you as it can. It does this by making the information as accessible as possible to the target customer. Using headlines in your resume is both a visual and textual aid to comprehension, helping that tired-eyed, distracted reader absorb your message. Here are the headlines you will most likely use and the way they guide and make life easy for the reader:


Target Job Title

(Here’s the job I’m after)

Performance Profile or Performance/Career/Executive Summary

(This is what I can do for you)

Core/Professional Competencies

(Here are all the key professional skills that help me do my job well)

Technology Competencies

(Here are the technology skills that help me do my job well)

Performance Highlights

(Here are some examples of my performance using the expertise you are interested in)

Professional Experience

(Where and when everything happened)



In little more than half a page, these headlines help the reader gain a quick grip on what you can bring to the table. Once you have a recruiter’s attention, she will read your whole resume with serious attention.

Consistent Brand Messaging

Integrate your professional strengths, the building blocks of your brand, into the resume as you write it. As you revise and polish your resume, monitor and tweak your work to ensure that all the messaging supports the central concepts of your brand, especially in these sections of your resume:

• Performance Profile/Performance Summary

• Professional Competencies

• Performance/Career Highlights

• Professional Experience

• Closing Brand Statement

Performance Profile/Performance Summary

After your target job title and opening brand statement comes the performance profile/performance summary. The essence of every manager’s (read: hiring authority’s) job is performance management, and they spend a portion of every year thinking about and giving performance reviews. For that reason, this new and powerful headline will resonate with every manager. It speaks to your grasp of the job and your goal-orientation. It also encourages you to stay with the issues you know to be important to your target readers.

Take the major requirements from your TJD and turn them into 3–5 sentences, or no more than five lines without a paragraph break. It speaks to your grasp of the customer’s priorities.

You can use headlines like Career/Professional/Executive Summary, but be aware that these traditional headlines encourage you to think about everything you’ve done rather than focus on customer needs.

Never Use Job Objective

Stay away from Job Objective (or Career Objective) if you can, for these reasons:

1. At this stage, no one cares what you want. The only issue is whether you can do the job.

2. Job Objective as a headline will not help your performance in database searches or resonate with recruiters’ eyes, so you are wasting valuable selling space.

 

If you must use a Job Objective because you are at the start of your career and have no experience, that’s okay—your competitors are in the same boat. Tilt the game in your favor by starting your objective with “The opportunity to” and then, referring to your TJD exercise, rewrite the target job’s major priorities as your job objective. This will make a big difference in your resume’s productivity.

Of the three traditional options for this important section of your resume—Career Summary, Job Objective, and Performance Profile/Performance Summary—you will find the “Performance Profile/Performance Summary” headline most productive. Recruiters and managers respond because it succinctly captures what you bring to the job.

How to Create a Performance Profile/Performance Summary

1. Take the 3–6 most important/common requirements identified in your TJD exercise and write 3–6 bulleted statements that capture your skills as they relate to the priorities identified in your TJD.

2. Combine all this information into just 3–5 short sentences. Together they will clearly show what you bring to the target job.

3. Check against your TJD to see that, wherever possible, you use the same words employers are using.

4. Dense blocks of text are hard on the eyes. If you have more than five lines, break the text into two paragraphs.

Your goal with a performance profile/performance summary is to demonstrate that you possess exactly the kinds of skills employers seek when hiring this type of person. It’s a powerful way to open your resume both for its impact with the resume search engines and because it gives the reader the information they need: You’re explaining what you bring to the table, based on their own prioritization of needs.

The finished product will be a performance profile/performance summary that captures the professional you in words most likely to be used in database searches and have a familiar ring to hiring managers’ ears.

Using Keywords in a Performance Profile/Performance Summary

The words that employers use in job postings will be used by recruiters as search terms when they are searching the resume databases; so using the same words in your resume as employers do in their job postings—words you know are important—will help get your resume pulled from the resume databases into which you load it. Use them immediately, because search engine algorithms give weight to placement of words nearer the top of a document. Use as many keywords as you reasonably can in your performance profile/performance summary.

Here’s a performance profile/performance summary for a Corporate Communications Management professional:

 


PERFORMANCE PROFILE/PERFORMANCE SUMMARY

9 years’ strategic communications experience, developing high-impact and cost-efficient media outreach plans for consumer and business audiences in media, entertainment, and technology practice areas. Experienced in managing corporate and personal crisis communications. Goal- and deadline-oriented, with five years’ experience managing internal and external communications. Adept at working with multiple teams and stakeholders.



Professional Competencies

A Professional/Core Competencies section is designed to capture all the skills you bring to your work in a succinct and easily accessible format; usually single words or short phrases in three or four columns. Think of your core competencies section as an electronic business card that allows you to network with computers. The positioning of likely keywords at the top of a document is favored by the search engines, and will help your resume’s ranking in database searches; each one acts as an interest generator for the recruiter or hiring manager.

Recruiters and hiring managers appreciate a Professional Competencies section as a summary of the resume’s focus. Each keyword or phrase acts as an affirmation of a skill area and possible topic of conversation. Confirming lots of topics to talk about so early in the resume is a big bonus for your candidacy. It acts as a preface to the body copy, in effect saying, “Hey, here are all the headlines. The stories behind them are immediately below,” so the reader will pay closer attention.

There’s no need to use articles or conjunctions. Just list the word, starting with a capital—“Forecasting,” for example—or a phrase, such as “Financial modeling.”

Here’s an example of a Competencies section for a PR professional:

Professional Competencies

High-Tech Public Relations

Strategic Communications

Executive Communications

PR Messaging & Media Relations

Craft and Place Stories

Strong Writing Skills

Media Training

Multiple Projects

Story Placement

Counsel Executives

Tactics

Strong Editing Skills

Collateral Materials

New Business

Team Management

Budget Management

Account Management

Project Management

Detail Oriented

Acquisition

Positioning

Pitch Media

Market Research

Build & Lead Teams

Mentor

Client Satisfaction

Organizational Skills

Thought Leadership

PR Counsel

Social Media

Leadership Branding

Story Telling

Analyst Relations

And an example from a Hospitality Management resume:

Core Competencies

• Revenue Optimization

• Staff Development

• Spanish

• Customer Service

• Brand Integrity

• P&L

• Payroll

• Food Cost Reduction

• Training Manuals

• Cost Containment

• Team Building

• Time Management

• Productivity Growth

• Client Relations

• Turnover Reduction

• 250 Covers Daily

• 300 Pre-Theater

• Purchasing

• POS Systems

• Recruitment & Selection

• Operations Management

• Policy & Procedures

• Accounting/POS Support

• Inventory Control

• Problem Solving

• Liquor Inventory

• Cash Reconciliation

• Administration

• Marketing/Advertising

If you work in technology, or you have developed an extensive slate of technology competencies, you might choose to add a Technology Competencies section. It breaks up the page and it is easier to absorb when they are separated.

Here’s an example of a separate Technology Competencies section:

Technology Competencies



	Operating Systems:
	Unix, Windows, (2000, XP), DOS



	Languages:
	C, C++, Java, Pascal, Assembly Languages (Z8000, 808x, DSP)


	Methodologies:
	TL9000, Digital Six Sigma


	Software:
	MS Office, Adobe Framemaker, Matlab


	RDBMS:
	DOORS, Oracle 7.x


	Protocols:
	TCP/IP, SS7ISUP, A1, ANSI, TL1, SNMP


	Tools:
	Teamplay, Clearcase, clearquest, M-Gatekeeper, Exceed, Visio, DocExpress, Compass


	Other:
	CDMA Telecom Standards – 3GPP2 (Including TIA/EIA-2001, TIA-EIA-41, TIA/EIA-664), ITU-T, AMPS




Adding to Professional Competencies

Your resume is a living document, and its content may well change as your job search—and professional development projects—progresses. Whenever you come across keywords in job postings that reflect your capabilities, but which are not in your resume, it is time to add them. If nowhere else, at least put them in the Professional Competencies section.

Use Keywords Often

1. Give the most important of your professional competencies first in the performance profile/performance summary section of your resume.

2. Include a complete list of your skills in the Professional Competencies section. It is the perfect spot to list the technical acronyms and professional jargon that speak to the range of your professional skills, especially if they won’t fit into the Professional Experience section of your resume.

3. A Professional Competencies section should remind you to use as many of the keywords as you can in the Professional Experience part of your resume, where usage will show the context in which those skills were developed and applied.

This strategy will make your resume data dense for improved database performance, while also demonstrating that you have the relevant skills and putting them in context for the recruiter in a visually accessible manner. Yes, it will make your resume longer (we’ll discuss this issue shortly); just know it has a much better chance of being pulled from the resume databases, and because its content is completely relevant to the needs of the job and readily accessible to the recruiter, you will get an improved response rate.

Make Room for Supporting Skills on Your Resume

If you want your resume pulled from the databases and read with serious attention, you know it needs to focus on the skills you bring to a single target job. However, employers still want to know about your supporting skills.

For example, a colleague and hiring manager in the IT world says, “I don’t just want to see evidence that someone is a hotshot in, say, the .NET Framework; I also want to see that they can get around with other languages, so that I know (a) that they understand programming as distinct from just .NET, and (b) that if my company introduces a new programming language/development environment in the future, I have someone who will be able to handle that.”

You can still get this important information about supporting skills into your resume, without taking up too much room, by adding them to your Professional Competencies section.

You’ll start the section with those skills most important to your Target Job, but you can then add all those skills that support your all-around professionalism.

The appearance of these supporting skills in the Professional Competencies section can help your resume’s performance in database searches, and it helps put your primary skills in the larger context of your complete professional abilities. And because they are supporting skills, it doesn’t matter that you don’t include them in the context of the jobs you’ve held.

Performance/Career Highlights

In completing the resume questionnaire, you gathered evidence of achievements and contributions in your work and quantified them whenever you could. Now is the chance to choose 2–4 of these (depending on the depth of your experience) as standout contributions. Capture them in confident statements:


Performance Highlights

35% increase in on-time delivery + 20% reduction in client complaints

Effective Operations Management demands understanding every department’s unique problems and timelines. Building these considerations into daily activities helped:

 

• Finance & Supply Chain, saved $55,000 in last three quarters

• Increased productivity, with a 35% increase in on-time delivery

 

These on-time delivery increases were achieved with improved communications, connecting Purchasing, Supply Chain, Customers, and Customer Service:

 

• Delivered 20% reduction in client complaints



Professional Experience

Company Names

Each job needs to be identified with an employer. There is no need to include specific contact information, although it can be useful to include the city and state. When working for a multidivision corporation, you may want to list the divisional employer.

Employment Dates

A resume without employment dates considerably underperforms a resume that has dates, and those dates need to be accurate because they can be checked. With a steady work history and no employment gaps, you can be very specific:

January 2007–September 2011

If you had an employment gap of six months in, say, 2008, you can disguise this:

MBO Inc.   2006–2008

XYZ Inc.   2008–present

I am not suggesting that you should lie about your work history, and you must be prepared to answer honestly and without hesitation if you are asked.

If you abbreviate employment dates, be sure to do so consistently. It is quite acceptable to list annual dates, rather than month and year. Remember, when references get checked, the first things verified are dates of employment and leaving salary; untruths in either of these areas are grounds for dismissal with cause, and that can dog your footsteps into the future.

Individual Jobs

Each section of the resume represents another opportunity to communicate your unique achievements and contributions. Replace time-worn descriptions in the Professional Experience section . . . :

 

• Before: Responsible for identifying and developing new accounts.

. . . with strong action statements:

• After: Drove advances in market share and revitalized stalled business by persistently networking and pursuing forgotten market pockets—lost sales, smaller, untapped businesses/prospects overlooked by competition.

 

The area where you address your responsibilities and achievements in each job, as they relate to the customer’s needs you identified during TJD, is the meat of your resume. When working on this part of your resume, constantly refer to your TJD to remind yourself of the details target employers are most likely to want to read about and the keywords and phrases that will help your resume perform in recruiters’ database searches.

The responsibilities and contributions you identify here are those functions that best relate to the needs of the target job. They do not necessarily correspond with how you spent the majority of your working day, nor are they related to how you might prefer to spend your working day. This can perhaps best be illustrated by showing you part of a resume that came to my desk recently. It is the work of a professional who listed her title and duties for one job like this:

“Motivated a sales staff of six, recruited, trained, managed. Hired to improve sales. Sales Manager increased sales.”

The writer mistakenly listed everything in the reverse order of importance. She’s not focused on the items’ relative importance to a future employer, who, above all, will want to hire someone who can increase sales. She also wasted space stating the obvious about the reason she was hired as a sales manager: to improve sales. Let’s look at what subsequent restructuring achieved:

Sales Manager: Hired to turn around stagnant sales force. Successfully recruited, trained, managed, and motivated sales staff of six. Result: 22 percent sales gain over first year. Notice how this is clearly focused on the essentials of any sales manager’s job: to increase income for the company.

“Hired to turn around stagnant sales force.”: Demonstrates her skills and responsibilities.

“Successfully recruited, trained, managed, and motivated a consulting staff of six. Result: 22 percent sales gain over first year.”: Shows what she subsequently did with the sales staff, and exactly how well she did it.

By making these changes, her responsibilities and achievements become more important in the light of the problems they solved. Be sure to match your narrative to employers’ needs and to the priorities of that target job. Avoid exaggeration of your accomplishments. It isn’t necessary.

Achievements

Business has very limited interests. In fact, those interests can be reduced to a single phrase: making a profit. This is done in just three ways:

1. By saving money for the company

2. By increasing productivity, which in turn saves money and provides the opportunity to make more money in the time saved

3. By simply earning money for the company

That does not mean that you should address only these points in your resume and ignore valuable contributions that cannot be quantified. But it does mean that you should try to quantify your achievements whenever you can.

Pick 2–4 accomplishments for each job title and edit them down to bite-size chunks that read like a telegram. Write as if you had to pay for each entry by the word—this approach can help you pack a lot of information into a short space. The resulting abbreviated style will help convey a sense of immediacy to the reader. I’ll use an example we can all relate to:

Responsible for new and used car sales. Earned “Salesman of the Year” awards, 2006 and 2007. Record holder: Most Cars Sold in One Year.

Here’s another example from a fundraiser’s resume:

 

• Created an annual giving program to raise operating funds. Raised $2,000,000.

• Targeted, cultivated, and solicited sources including individuals, corporations, foundations, and state and federal agencies. Raised $1,650,000.

• Raised funds for development of the Performing Arts School facility, capital expense, and music and dance programs. Raised $6,356,000.

Now, while you may tell the reader about these achievements, never explain how they were accomplished; the key phrase here is “specifically vague.” The intent of your resume is to pique interest and to raise as many questions as you answer. Questions mean interest, interest means talking to you, and getting conversations started is the primary goal of your resume!

Prioritize your accomplishments, and quantify them whenever possible and appropriate.

You can cite achievements as part of a sentence/paragraph or as bullets, for example:

Collections:

Developed excellent rapport with customers while significantly shortening payout terms. Turned impending loss into profit. Personally salvaged and increased sales with two multimillion-dollar accounts by providing remedial action for their sales/financial problems.

Collections:

Developed excellent rapport with customers while significantly shortening payout terms:

 

• Evaluated sales performance; offered suggestions for financing/merchandising, turned impending loss into profit.

• Salvaged two multimillion-dollar problem accounts by providing remedial action for their sales/financial problems. Subsequently increased sales.

Whenever you can, keep each paragraph to a maximum of four or five lines. This ensures that the finished product has plenty of white space so that it is easy on the reader’s eyes. If necessary, split one paragraph into two.

Endorsements and Excerpts from Performance Evaluations

You don’t see these on resumes very often, but they can make a powerful addition. They are most effective when supporting quantified achievements. These endorsements are not necessary, though, and while they can make a good addition to your resume, they shouldn’t be used to excess. One or two are adequate, although I have seen successful resumes where each job entry is finished with a complimentary endorsement.

Here are a couple of examples of how to do them well:

• Sales volume increased from $90 million to $175 million. Acknowledged as “the greatest single gain of the year.”

• Earnings increased from $9 million to $18 million. Review stated, “Always has a view for the company bottom line.”

Professional Performance
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Charts and Graphs

A picture is worth a thousand words, so if you can use a graphic to make a point, it opens up the page and is infrequent enough to get attention. Here is an example of a graphic insert that shows increasing sales achievements. Compare this statement of achievement . . . :

 


Revenue Growth—Maintained consistent, year-over-year increase through fluctuating economies



… with:

 


Revenue Growth—Maintained consistent, year-over-year pattern of increasing revenues through robust and downturn economies, from $50,000 to $1.2 million as illustrated below:



[image: ]

Avoid exaggerating your accomplishments. It isn’t necessary.

Education

Educational history is normally placed wherever it helps your case the most. The exact positioning will vary according to the length of your professional experience, and the importance of your academic achievements to the job and your profession.

If you are recently out of school with little practical experience, your educational credentials might constitute your primary asset and should appear near the beginning of the resume.

After two or three years in the professional world, your academic credentials become less important in most professions, and move to the end of your resume. The exceptions are in professions where academic qualifications dominate—medicine and law, for example. The highest level of academic attainment always comes first: a doctorate, then a master’s, followed by a bachelor’s degree. For degreed professionals, there is no need to go back further into educational history; it is optional to list prep schools.

It is normal to abbreviate degrees (PhD, MA, BA, BS, etc.). In instances where educational attainment is paramount, it is acceptable to put that degree after your name. Traditionally, this has been the privilege of doctors and lawyers, but there is absolutely no reason that your name shouldn’t be followed, for example, by MBA.

List scholarships and awards. More recent graduates will usually also list majors and minors (relevancy permitting—if it helps, use it; if it doesn’t, don’t). The case is a little more complicated for the seasoned professional. Many human resources people say it makes life easier for them if majors and minors are listed, so they can further sift and grade the applicants. That’s good for them, but it might not be good for you. The resume needs to get you in the door, not slam it in your face. So, as omitting majors will never stop you from getting an interview, I suggest you err on the side of caution. Leave them off unless they speak directly to the target job.

If you graduated from high school and attended college but didn’t graduate, you may be tempted to list your high school diploma first, followed by the name of the college you attended. That would give the wrong emphasis: it says you are a college dropout and identifies you as a high school graduate. In this instance, you would list your college and area of study, but omit any reference to graduation or earlier educational history. But again, be prepared to tell the truth when asked.

Employers really appreciate people who invest in their future and there’s proof from the U.S. Department of Education to back it up. Of high school graduates who enrolled in any associate’s degree program but didn’t graduate, 48 percent received better job responsibilities and 29 percent received raises! If they actually graduated, it gets even better: 71 percent gained improved job responsibilities and 63 percent got raises.

Clearly, being enrolled in ongoing education looks good on a resume; you have nothing to lose and everything to gain by committing to your career. Being enrolled in courses toward a degree needn’t be expensive, and all other things being equal when, say, a BS is required, “BS Accounting (Graduation anticipated Sept 2012)” can help you overcome an otherwise mandatory requirement.

Don’t puff up your educational qualifications. Research has proven that three out of every ten resumes inflate educational qualifications. Consequently, verification of educational claims is quite common. If, after you have been hired, your employer discovers that you exaggerated your educational accomplishments, it could cost you your job.

Ongoing Professional Education

Identify all relevant professional training courses and seminars you’ve attended. It speaks to professional competency and demonstrates your commitment to your profession. It also shows that an employer thought you worthy of the investment. Technology is rapidly changing the nature of all work, so if you aren’t learning new skills every year, you are being paid for an increasingly obsolescent skill set. Ongoing professional development is a smart career management strategy.

Accreditations, Professional Licenses, and Civil Service Grades

If licenses, accreditations, or civil service grades are mandatory requirements in your profession, you must feature them clearly. If you are close to gaining a particular accreditation or license you should identify it:

“Passed all parts of C.P.A. exam, September 2012 (expected certification March 2013).”

Civil service grades can be important if you are applying for jobs with government contractors, subcontractors, or any employers who do business with state or federal agencies.

Professional Associations

Membership in associations and societies related to your work demonstrates strong professional commitment, and offers great networking opportunities. See this year’s edition of Knock ’em Dead: The Ultimate Job Search Guide for strategy and tactics in using these associations to find job opportunities. If you are not currently a member of one of your industry’s professional associations, give serious consideration to joining.

Note the emphasis on “professional” in the heading. An employer is almost exclusively interested in your professional associations and societies. Omit references to any religious, political, or otherwise potentially controversial affiliations unless your certain knowledge of that company assures that such affiliations will be positively received.

An exception to this rule is found in those jobs where a wide circle of acquaintance is regarded as an asset. Some examples might include jobs in public relations, sales, marketing, real estate, and insurance. In these cases, include your membership/involvement with community/church organizations and the like, as your involvement demonstrates a professional who is also involved in the community and speaks to an outgoing personality with a wide circle of contacts.

By the same token, a seat on the town board, charitable cause involvement, or fundraising work are all activities that show a willingness to involve yourself and can demonstrate organizational abilities through titles held in those endeavors. Space permitting, these are all activities worthy of inclusion because they show you as a force for good in your community.

Companies that take their community responsibilities seriously often look for staff that feels and acts the same way. For instance, you could list yourself as:

American Heart Association: Area Fundraising Chair

If you are a recent entrant into the workplace, your meaningful extracurricular contributions are of even greater importance. List your position on the school newspaper or the student council, memberships in clubs, anything that demonstrates your potential as a productive employee. As your career progresses, however, prospective employers care less about your school life and more about your work life, so once you are two or three years into your career, the importance of these involvements should be replaced by similar activities in the adult world.

Publications, Patents, and Speaking

These three capabilities are rare and make powerful statements about creativity, organization, determination, and follow-through. They tell the reader that you invest considerable personal time and effort in your career and are therefore a cut above the competition.

Public speaking is respected in every profession because it is such a terrifying thing to do, and I say this as someone who has spoken all over the world for two decades! Publications are always respected but carry more weight in some professions (e.g., academia). You will notice in the resume examples in this book that the writers list dates and names of publications but do not often include copyright information or patent numbers, because it isn’t necessary information for a resume. Here’s an example of how to cite your publications:

“Radical Treatments for Chronic Pain.” 2002. Journal of American Medicine.

“Pain: Is It Imagined or Real?” 2000. Science & Health Magazine.

Patents take years to achieve and cost a fortune in the process (I know; I have two optical patents). They speak to vision, creativity, attention to detail, and considerable tenacity. They are a definite plus in the technology and manufacturing fields.

 


As you are piecing your resume together, it will almost certainly go beyond the one- and two-page mark. Do not worry about this. Traditional page count considerations are out of date, and besides, you haven’t gotten to the editing stage yet.



Languages

With the current state of communications technology, all companies can have an international presence. Consequently, you should always cite your cultural awareness and language abilities. If you speak a foreign language, say so:


Fluent in Spanish and French

Read German

Read and write Serbo-Croatian

Conversational Mandarin



If you are targeting companies that have an international presence, I suggest you cite your linguistic abilities in your performance profile/performance summary and perhaps again at the end of the resume.

Military

Always list your military experience. Military experience speaks, amongst other things, to your determination, teamwork, goal-orientedness, and your understanding of systems and procedures. There are a number of major international corporations in which the senior ranks are heavily tilted toward men and women with a military background. In fact, the best boss I ever had was Colonel Peter Erbe, an ex-Airborne guy and one-time head of officer training at West Point. Everyone respects the commitment and the skills you developed in the military, and this can be a big plus in your career.

Personal Flexibility, Relocation

If you are open to relocation for the right opportunity, make it clear. It will never, in and of itself, get you an interview, but it won’t hurt. Place this information within the first half page so that it is within scanning distance of your address.

Judgment Calls

Here are some areas that do not normally go into your resume, but might. Whether you include them or not will depend on your personal circumstances.

Summer and Part-Time Employment

This should only be included if you are just entering the work force or re-entering it after a substantial absence. The entry-level person can feel comfortable listing dates and places and times. The returnee should include the skills gained but minimize the part-time aspect of the experience.

Reason for Leaving

The topic is always covered during an interview, so why raise an issue that could have negative impact? You can usually use the space more productively, so your reason for leaving rarely belongs on a resume.

However, if you have frequently been caught in downsizings or mergers or recruited for more responsible positions, there can be a sound argument for listing these reasons to counteract the perception of your being a job hopper. You’ll see examples in the resume section.

References

Employers assume that your references are available, and if they aren’t available, boy, are you in trouble! However, there is a case for putting “References Available Upon Request” at the end of your resume. It may not be absolutely necessary to say that references are there for the asking, but those four extra words certainly don’t do any harm and may help you stand out from the crowd. Including the phrase sends a little message: “Hey, look, I have no skeletons in my closet.” But only if space allows—if you have to cut a line anywhere, this should be one of the first to go.

Never list the names of references on a resume: interviewers very rarely check them before meeting and developing a strong interest in you—it’s too time-consuming. Additionally, the law (1970 Fair Credit and Reporting Act) forbids employers to check references without your written consent, so they have to meet you first in order to obtain your written permission.

FYI, you grant this permission when you fill out an application form. In fact, it is usually the reason you are given an application form to complete when you already have a perfectly good resume. There, at the bottom, just above the space for your signature, is a block of impossibly small type. Your signature below it grants permission for reference and credit checks.

Name Changes and Your References

If you have ever worked under a different surname, you must take this fact into account when giving your references. A recently divorced woman I know wasted a strong interview performance because she was using her maiden name on her resume and at the interview. She forgot to tell the employer that her references would, of course, remember her by a different last name. The results of this oversight were catastrophic: Three prior employers denied ever having heard of anyone by that name.

Marital Status

Some resume authorities think your marital status is important on the basis that it speaks to stability. However, with 50 percent of marriages ending in divorce and the average length of a marriage under fifteen years, your marital status will rarely win or deny you an interview, and as reference to marital status is illegal (1964 Civil Rights Act), it is safe to omit. There are some areas where these issues are occasionally thought to be a valid criterion for consideration: outside sales, trucking, and some churches.

Written Testimonials

It is best not to attach written testimonials to your resume. Of course, that doesn’t mean that you shouldn’t solicit such references: you might consider using them as a basis for those third-party endorsements we talked about earlier; then, if asked at the interview, you can produce the written testimonials to support the claims made on your resume. This way, you get to use them twice to good effect. Testimonials can be helpful if you are just entering the work force or are re-entering after a long absence; you can use the content of the testimonials to beef up your resume and your interview.

Personal Interests

If space permits, always include personal interests that reflect well on you as a professional and as a human being. References to personal activities that speak to your ethics (you volunteer for Hospice, for example) or are tied to the job in some way are the most effective.

A Korn Ferry study once showed that executives with team sports on their resumes averaged $3,000 a year more than their more sedentary counterparts. Now, that makes giving a line to your personal interests worthwhile, if they fit into certain broad categories. If you participate in team sports, determination activities (running, climbing, bicycling), and “strategy activities” (bridge, chess, Dungeons & Dragons), consider including something about them. Yes, poker involves critical thinking skills, but it’s not worth the bad press your mention can get if the interviewer doesn’t understand that it is a game of skill. The rule of thumb, as always, is only to include activities that can, in some way, contribute to your chances of being hired.

Fraternities and Sororities

Changing times have altered thinking about listing fraternities and sororities on resumes. In general, I recommend leaving them off. Unless your resume is tailored to individuals or companies where membership in such organizations will result in a case of “deep calling to deep”: then, by all means, list it.

Closing Brand Statement

Using a closing brand statement provides a powerful reinforcement of the branding you have striven for throughout the document. A closing comment at the resume’s end acts both as an exclamation point and a matching “bookend” for the brand statement at the beginning.

Most resumes are written in the third person, allowing you to talk about yourself with the semblance of objectivity. It can be effective to switch to a first-person voice to make it conversational and differentiate it from the voice of the rest of your resume.

For example:

I see performance management as a critical tool to ensure maximum profitability within the sales department; my consistency has always led to motivated, high-performance sales teams.

Or:

I understand customer service to be the company’s face to the world, and I treat every customer interaction as critical to our success; leadership by example and conscientious performance management underlies my department’s consistent customer satisfaction ratings.

Many people confuse the need for professionalism with stiff-necked formality. You’ll find the most effective tone for a resume is one that mixes the formal with a little of the informal or conversational.

The effect of switching to a first-person voice at the end of the resume is that throughout the document a third party has been objectively discussing someone’s professional background, and the first person jumps out at the end with a statement that shows your ownership of this document.

Integrating brand statements is a new idea and something many resumes do not have. Do it well and you can really stand out. But don’t do it if you haven’t fully defined your brand, or realize you have work to do before you have something worth branding.

You can also close with a third-party endorsement:

“I’ve never worked with a more ethical and conscientious auditor.” —Petra Tompkins, Controller

Such an endorsement acts as a closing brand statement: a bold statement clarifying the value of the product (that’s you, the brand). It’s a great way to end a resume. If you have just the right kind of endorsement, this could be the perfect place to use it.

What Never Goes In

Some information just doesn’t belong in a resume. Make the mistake of including it and at best your resume loses a little power, while at worst you fail to land the interview.

Personal Flexibility and Relocation Issues

If you are open to relocation for the right opportunity, make it clear, but conversely, never state that you aren’t open to relocation. Let nothing stand in the way of generating job offers! You can always leverage a job offer you don’t want into an offer you do. (Check out how in this year’s edition of Knock ’em Dead: The Ultimate Job Search Guide.)

Titles Such As: Resume, CV, Curriculum Vitae, etc.

Their appearance on a properly structured resume is redundant. It makes clear that your resume needs more work. Such titles take up a whole line, one that could be used more productively. Use the space you save for information with greater impact, or buy yourself an extra line of white space to help your reader’s eyes.

Availability

All jobs exist because there are problems that need solutions. For that reason, interviewers rarely have time for candidates who aren’t readily available. If you are not ready to start work, then why are you wasting everyone’s time? As a rule of thumb, let the subject of availability come up at the face-to-face meeting. After meeting you, an employer is more likely to be prepared to wait until you are available, but will usually pass on an interview if you cannot start now or in the reasonably near future—say, two to three weeks.

The only justification for including this (and then only in your cover letter) is that you expect to be finishing a project and moving on at such-and-such a time, and not before.

Salary

Leave out all references to salary, past and present—it is far too risky. Too high or too low a salary can knock you out of the running even before you hear the starting gun. Even in responding to a job posting that specifically requests salary requirements, don’t give the information on your resume. A good resume will still get you the interview, and in the course of the discussions with the company, you’ll talk about salary anyway. If you are obliged to give salary requirements, address them in your cover letter—and give a range; you may want to read the section on salary negotiation in the latest edition of Knock ’em Dead: The Ultimate Job Search Guide.

If you are obliged to give salary requirements, address them in your cover letter or use a separate Salary History page; you’ll find an example in the samples chapter of this book, and you can find a template of this and more than 100 resume templates in the e-book Knock ’em Dead Resume Templates at www.knockemdead.com.

Age, Race, Religion, Sex, and National Origin

Government legislation was enacted in the 1960s and 1970s forbidding employment discrimination in these areas under most instances, so it is wisest to avoid reference to them unless they are deemed relevant to the job.

Photographs

In days of old, when men were bold and all our cars had fins, it was the thing to have a photograph in the top right-hand corner of the resume. Today, the fashion is against photographs. Obviously, careers in modeling, acting, and certain aspects of the media require headshots. In these professions, your appearance is an integral part of your product offering.

The place for your headshot is on your social networking profile on LinkedIn and other networking sites. We’ll discuss your social networking profile as another version of your resume shortly.

Health/Physical Description

You are trying to get a job, not a date. Unless your physical appearance (gym instructor, model, actor, media personality) is immediately relevant to the job, leave these issues out. If you need to demonstrate health, do it with your extracurricular interests.






CHAPTER 7

HOW TO GIVE YOUR RESUME PUNCH




FIRST IMPRESSIONS ARE important. Editing polishes your content and helps it deliver a greater punch.



The recruiters and hiring authorities who need to read and respond to your resume just hate the mind-numbing grind of it all. It’s an activity that makes the eyes tired and the mind wander, so your resume needs to be visually accessible, as we have already discussed. Next, you need to make sure the words you use make sense, read intelligently, and pack a punch by speaking directly to your customers’ needs.

You can assume that anyone who reads your resume has an open position to fill and is numb from reading resumes. Understanding exactly what this feels like will help you craft a finished resume that is most readily accessible to the tired eyes and distracted minds of recruiters and hiring authorities.

Imagine you are a recruiter for a moment. You read resumes for a good part of the day, every day. Today, you have just completed a resume database search and have twenty resumes to read. Now, if you didn’t do this when I suggested it earlier, go read six resumes from the sample section without a break. Really try to understand each one, but don’t spend more than sixty seconds on each.

Three things will happen in sequence: first a ringing in the ears, followed by fuzzy vision and an inability to concentrate. After about fifteen minutes at this, you’ll realize why your focus on relevant content, clear layout, and compelling language for your resume are critical for getting it read and understood … and why those headlines are so appreciated.

Customize the Templates You Choose

While Knock ’em Dead resume layouts and templates are based on common sense and market-response monitoring, you are still free to customize layout. As a rule of thumb, the information most relevant to your candidacy should always come first. For example, when you have no experience, your degree might be your strongest qualification, so put it front and center. As experience increases with the passage of time, in most professions your education can become less important. This is why you will usually see education at the end of a resume, unless the job or the profession’s particular demands require it up front. (There are some professions—medicine, education, and the law, for example—where essential academic and professional accreditations tend to be kept at the front of the resume. Bear this in mind if you work in one of these professions.)

However, the resume template you choose isn’t sacrosanct; you can customize the layout to suit your needs. For example, you might decide that moving languages, special training, or other information typically found at the end of the resume increases the strength of your argument when placed first. If that makes sense, go ahead and do it.

 Filling In the Template

Go through your chosen template and transfer the information you developed earlier, and almost immediately, you have a resume that begins to look like a finished product.

Tighten Up Sentences

Sentences gain power with action verbs. For example, a woman with ten years of law firm experience in a clerical position had written in her original resume:

I learned to use a new database.

After she thought about what was really involved, she gave this sentence more punch:

I analyzed and determined the need for a comprehensive upgrade of database, archival, and retrieval systems. I was responsible for selection and installation of “cloud-based” archival systems. Within one year, I had an integrated, company-wide archival system working.

Notice how verbs show that things happen when you are around the office; they bring action to a resume. Note that while they tell the reader what you did it and how you did it, they also support the branding statements that can open and close your resume.

Now look at the above example when we add a third party:

I analyzed and determined the need for a comprehensive upgrade of database, archival, and retrieval systems. I was responsible for selection and installation of “cloud-based” archival systems. Within one year, I had an integrated, company-wide archival system working. A partner stated, “You brought us out of the dark ages, and in the process neither you nor the firm missed a beat!”

Now, while the content is clearly more powerful, the sentences are clunky, too wordy, and need tightening.

Tight Sentences Have Bigger Impact

Space is at a premium, and reader impact is your goal, so keep your sentences under about twenty words. Always aim for simplicity and clarity:

• Shorten sentences by cutting unnecessary words.

• Make two short sentences out of one long one. At the same time, you don’t want the writing to sound choppy, so vary the length of sentences when you can.

You can also start with a short phrase and follow with a colon:

• Followed by bullets of information

• Each one supporting the original phrase

See how these techniques tighten the writing and enliven the reading process from our law firm example:

Analyzed and determined need for comprehensive upgrade of database, archival, and retrieval systems:

• Responsible for hardware and software selection.

• Responsible for selection and installation of “cloud-based” archival systems.

• Responsible for compatible hardware and software upgrades.

• Trained users from managing partner through administrators.

• Achieved full upgrade, integration, and compliance in six months.

• Partner stated, “You brought us out of the dark ages, and neither you nor the firm missed a beat!”

Notice in this example that by dropping personal pronouns and articles, the result is easier to read. It also speaks of a professional who knows the importance of getting to relevant information fast.

Big Words or Little Words?

Recruiters and hiring managers know every trick in the book; they’ve seen every eye-catching gimmick, and they’re not impressed. Two of the biggest mistakes amateur (and professional) resume writers make is using:

1. Big words; in an effort to sound professional you end up sounding pompous and impenetrable.

2. Adjectives; when you use adjectives to describe yourself (excellent, superior, etc.), the recruiter will often discount them, muttering, “I’ll be the judge of that.” You’ll see examples in the resume section, but notice that the use of superlatives is kept under control and backed up with hard facts.

The goal of your resume is to communicate quickly and efficiently, using short sentences and familiar words; they are easy to understand and communicate clearly and efficiently. Remember: Short words in short sentences in short paragraphs help tired eyes!

Voice and Tense

The voice you use in your resume depends on a few important factors: getting a lot said in a small space, being factual, and packaging yourself in the best way possible.

Sentences can be truncated (up to a point) by omitting pronouns—I, you, he, she, it, they—and articles—a or the. Dropping pronouns is a technique that saves space and allows you to brag about yourself without seeming boastful, because it gives the impression that another party is writing about you.

“I automated the office”—becomes, “Automated office.” At the same time, writing in the first person makes you sound, well, personable. Use whatever works best for you. If you use personal pronouns, don’t use them in every sentence—they get monotonous and take up valuable space on the page. Use a third-person voice throughout the resume, with a few final words in the first person as a closing brand statement at the end of the document to give an insight into your values. You saw an example of a functional resume with just such a personal tone that worked almost magically for its owner.

Using the third person and dropping pronouns and articles throughout the body of the resume saves space and gives you an authoritative tone.

Resume Length

The rule used to be one page for every ten years of experience, and never more than two pages. However, as jobs have gotten more complex, they require more explanation. The length of your resume is less important than its relevance to the target job. The first half to two-thirds of the first page of your resume should be tightly focused on a specific target job and include a Target Job Title, Performance Profile/Performance Summary, Professional Competencies, and perhaps Career Highlight sections. Do this and any reader can quickly see that you have the chops for the job.

If you are seen to be qualified, the reader will stay with you as you tell the story. Given the increasing complexity of jobs, the length and depth of your experience, and the need for data-dense resumes (which are overwhelmingly rewarded in database searches), it is idiotic to limit the length of your resume on the basis of outdated conventions from before the age of computers, let alone the Internet.

The worst—the most heinous crime of all—is to cram a seasoned professional’s work history into tiny font sizes to get it onto one or two pages. Why? Here’s a flash from reality: If you are a seasoned professional with a real track record requiring a complex skill-set and are climbing the ladder of success, it’s likely your readers are also successful, seasoned professionals. Use tiny fonts and you annoy everyone whose eyesight has been weakened by prolonged computer use, and that means everyone. Busy senior managers simply won’t read your resume because it speaks to poor judgment and communication skills, both of which are mandatory for seasoned professionals.

Let form follow function with your resume. If it takes three tightly edited pages to tell a properly focused story and make it readable, just do it.

What’s the alternative? Leaving stuff out means your resume is less likely to get pulled from resume databases or sell the recruiter on your skills when it does get read.

Assuming your first page clearly demonstrates a thorough grasp of the target job, you can feel comfortable taking that second and third page, if necessary, to tell a concise story. In the resume sample chapter, you’ll see examples of justifiably longer executive resumes, requiring greater length to convey a concise message of ability in a complex job.

Worrying too much about length considerations while you write is counterproductive. If the first page makes the right argument, the rest of your resume will be read with serious attention. A longer resume also means that much more space for selling your skills with relevant keywords and more opportunities to establish your brand. However, you should make every effort to maintain focus and an “if in doubt, leave it out” editing approach.

If you have more than twenty years under your belt, many older skills from the first part of your career are now irrelevant. On the whole, the rule of one page for every ten years is still a sensible guideline. The bottom line is that your resume can be as long as it needs to be to tell a concise and compelling story. I have never—ever—heard of a qualified candidate being rejected because her resume exceeded some arbitrary page count; it just doesn’t happen.

Does My Resume Tell the Right Story?

As you write, rewrite, edit, and polish your resume, concentrate on the story your resume needs to tell. You can keep this focus in mind by regularly referring to your TJD, and then layering fact and illustration until the story is told. When the story is complete, begin to polish by asking yourself the following questions:

• Are my statements relevant to the target job?

• Where have I repeated myself?

• Can I cut out any paragraphs?

• Can I cut out any sentences?

• Can I shorten two sentences into one? If not, perhaps I can break that one long sentence into two short ones?

• Can I cut out any words?

• Can I cut out any pronouns?

If in doubt, leave it out—leave nothing but the focused story and action words!

Resumes Evolve in Layers

Resumes are written in layers. They don’t spring fully formed in one draft from anyone’s keyboard. They are the result of numerous drafts, each of which inches the product forward. As I was writing this edition of Knock ’em Dead Resumes, we worked with a public relations professional on her new resume. She did a complete resume questionnaire and TJD, and an initial resume layout template. Before we were finished, we had completed eight different versions, each evolving until we had a great finished product. It took about two and a half weeks, but then generated eight interviews in a week, proof again that 50 percent of the success of any project is in the preparation. You can see three of the eight evolving versions of this resume at the end of Chapter 2.

Proofreading Your Final Draft

Check your resume against the following points:

Contact Information

• Are your name, address, phone numbers, and e-mail address correct?

• Is your contact information on every page?

• Is the e-mail address hyperlinked, so that a reader of your resume can read it on his computer and reach out to you instantly?

Target Job Title

• Do you have a target job title that echoes the words and intent of the job titles you collected when deconstructing the target job?

• Is this followed by a short, one-sentence branding statement that captures the essence of the professional you? Only make brand statements when you really have something to brand.

Performance Profile/Performance Summary

• Does it give a concise synopsis of the professional you as it relates to the target job?

• Does the language reflect that of typical job postings for this job?

• Is it prioritized in the same way employers are prioritizing their needs in this job?

• Is it no more than five lines long, so it can be read easily? If more, can you cut it into two paragraphs or use bullets?

• Does it include reference to the transferable skills and professional values that are critical to success? If they don’t fit here, make sure they are at least in the core competencies section.

Professional Competencies

• Is all spelling and capitalization correct?

• Are there any other keywords you should add?

• Do you have experience in each of the areas you’ve listed?

• Can you illustrate your experience in conversation?

Career Highlights

• If you included a Career/Performance Highlights section, do the entries support the central arguments of your resume?

Professional Experience

• Is your most relevant and qualifying work experience prioritized throughout the resume to correspond to the employers’ needs as they have prioritized them?

• Have you avoided wasting space with unnecessarily detailed employer names and addresses?

• If employed, have you been discreet with the name of your current employer?

• Have you omitted any reference to reasons for leaving a particular job?

• Have you removed all references to past, current, or desired salaries?

• Have you removed references to your date of availability?

Education

• Is education placed in the appropriate position?

• Is your highest educational attainment shown first?

• Have you included professional courses that support your candidacy?

Chronology

• Is your work history in chronological order, with the most recent employment coming first?

• With a chronological or combination resume, does each company history start with details of your most senior position?

• Does your resume emphasize relevant experience, contributions, and achievements?

• Have you used one or more third-party endorsements of your work if they are available and relevant?

• Can you come up with a strong personal branding statement to end the resume? One that supports the focus and story you have told? Perhaps read your resume and decide which combination of your transferable skills are most relevant, and come up with a statement of how this selection of transferable skills allows you to perform in the way you do.

• Have you kept punch and focus by eliminating extraneous information?

• Have you included any volunteer, community service, or extracurricular activities that can lend strength to your candidacy?

• Have you left out lists of references and only mentioned the availability of references if there is nothing more valuable to fill up the space?

• Have you avoided treating your reader like a fool by heading your resume, “RESUME”?

Writing Style

• Have you substituted short words for long words?

• Have you used one word where previously there were two?

• Is your average sentence no more than twenty words? Have you shortened any sentence of more than twenty-five words or broken it into two?

• Have you kept paragraphs under five lines?

• Do your sentences begin, wherever possible, with powerful action verbs and phrases?

• Have you omitted articles and personal pronouns?

Spelling and Grammar

Incorrect spelling and poor grammar are guaranteed to annoy resume readers, besides drawing attention to your poor written communication skills. This is not a good opening statement in any job search. Spell checkers are not infallible. Check the spelling and grammar and then send your resume to the most literate person you know for input on grammar and spelling.

At www.knockemdead.com, our resume service offers a grammar, syntax, and spellcheck by a professional editor who also understands resumes. We will vet your resume and return it to you in thirty-six hours with tracked changes and suggestions. You need some distance from your creative efforts to gain detachment and objectivity. There is no hard-and-fast rule about how long it takes to come up with the finished product. Nevertheless, if you think you have finished, leave it alone, at least overnight. The next day, read your TJD document before reading your resume: then you will be able to read it with the mindset of a recruiter and see the parts that need tweaking.






CHAPTER 8

RESUME CUSTOMIZATION, ALTERNATIVE RESUMES, AND FORMATS NEEDED FOR AN EFFECTIVE JOB SEARCH




WITH JOB SEARCHING the way it is today, you will almost certainly need more than one resume for your job search, and you may need to repackage your background into three of four different delivery vehicles.



You’ll probably need:

• Customized resumes for specific openings

• One or more resumes for other jobs you can do and want to pursue

• An ASCII resume

• A resume for your social networking site

And you might decide you need a business card resume and an HTML or web-based resume.

Customizing Your Resume for Specific Openings

Your resume is a living, breathing document, and the primary resume you so carefully developed is never really finished. It evolves throughout your job search as you learn more about the skills and experience your marketplace needs, and as you learn to express your possession of these skills and experiences in ways most accessible to your customer base.

Most important, it evolves every time you customize that resume in response to a particular job posting. Before sending your resume in response to any job opening, you should evaluate it against the job description, and tweak it so that it speaks clearly and powerfully to the stated needs of that job.

You will notice that the transferable skills we talk about throughout the Knock ’em Dead series (communication, critical thinking, multitasking, teamwork, etc.) crop up frequently in job postings:

“Work closely with” means you are a team player and work for the good of the team and the deliverables to which you are collectively committed.

“Communication skills” means you listen to understand and that you can take direction in all circumstances. It also refers to verbal and written skills, dress, body language, your social graces, and emotional maturity.

“Multitasking” does not mean you rush heedlessly from one emergency to the next; it means that you carefully order your activities based on sound time management and organizational skills.

“Problem-solving skills” means you think through the likely effects of your actions before taking them, and that you know your area of expertise well enough to identify, prevent, and solve the problems it generates on a daily basis.

Tweak Your Resume for Keyword Resonance

Match the job posting against your resume to see that the words you use to describe certain skills match the words the employer is using.

Then think through how the job posting requirement of, say, “work closely with others,” applies to each of the employer’s specific skill requirements that require you to interact with other people and other departments to get your work done. For example, an accountant working with accounts receivable might, on hearing “work closely with others,” think about problem accounts and working with sales and the nonpaying customer, as well as working laterally and upward within the accounting department.

When you think through your work experience and discover achievements that speak directly to the stated needs of an employer, you can draw attention to your close match in either your resume or a cover letter.

Keywords in a Cover Letter

In a cover letter, these might appear as the company statement in quotation marks followed by an achievement in that area:

“Analytical/Critical thinking/Problem-solving skills”

• Thorough knowledge of the issues that impact productivity in Operations have resulted in a 35% increase in on-time delivery.

“Work closely with” and “Communication skills”

• Improvements in on-time delivery also made possible by improved communications with stakeholders: Purchasing, Supply Chain, Customer, and Customer Service; which also delivered a 20% reduction in client complaints.

“Multitasking”

• Effective Operations Management demands understanding every department’s critical functions and timelines. Building these considerations into daily activities helped Finance & Supply Chain save $55,000 in last three quarters.

Keywords in a Resume

In a resume, you might decide to highlight such highly relevant achievements with a Performance Highlights or a Career Highlights section on your resume, coming right after the Professional Competencies section.

This section will comprise a short sequence of bulleted statements, each addressing one of the company’s stated requirements, and so emphasizing the fit between the employer’s needs and your capabilities. Use an example to illustrate if you can do so succinctly.

However, in your resume, space might be at more of a premium than in your cover letter, and so you would use the achievements without the quotes:


Performance Highlights

35% increase in on-time delivery + 20% reduction in client complaints

Effective Operations Management demands understanding every department’s unique problems and timelines. Building these considerations into daily activities helped:

• Finance & Supply Chain, saved $55,000 in last three quarters

• Increased productivity, with a 35% increase in on-time delivery

These on-time delivery increases were achieved with improved communications, connecting Purchasing, Supply Chain, Customers, and Customer Service:

• Delivered 20% reduction in client complaints



A Job-Targeted Resume for That Other Job

With just a few years’ experience in the professional world, most people reach a point where they have experience that qualifies them for more than one job. You built your primary resume around the job for which the odds are shortest. But that doesn’t mean there aren’t other jobs you can do and want to pursue.

After your primary resume is completed, it is fairly easy to create a resume for any additional job you want to pursue. Given your completed primary resume, you already have a template to start with; plus the dates, layout, chronology, contact information, and possibly the employers are all going to remain the same. There’s a methodology, as I’m about to show you, that quickly helps you refocus and edit your primary resume into a resume for that second or third target job.

1. Save a duplicate copy of your primary resume, and save it under the new target job title, because although the job is different, a great deal of the information and resume layout will remain the same.

2. Complete a TJD exercise on the next target job.

3. On the duplicate copy of your resume, saved under the name of the second target job, use the new TJD to edit out irrelevant details and replace them with the higher-impact information that is more relevant to the new target job.

4. Edit and polish, and you have a customized resume for that second or third target job.

Social Networking Site Resume/Profile

Social networking has rapidly become integrated into all business activities and into the social activities of half the world. If you belong to the half of the world that isn’t engaged with social media, a successful job search today demands that you’ll have to change your thinking. Later in this chapter, I’ll show you how to create a social networking resume/profile, and in the latest annual edition of Knock ’em Dead: The Ultimate Job Search Guide, I’ll show you how to network effectively online.

The ASCII Resume and Where It Fits In

All companies, except the smallest locally owned and focused service/retail operations, use online recruitment as their primary staffing strategy. This means a predominantly online job search for most professionals.

An online job search means that your resume will probably have to exist in different formats for different situations, to give you the greatest visibility in your target markets. You will need to use different formats to achieve this.

ASCII, MSWord, PDF, and HTML Resumes

1. Microsoft Word or PDF files are referred to as formatted

2. ASCII is either plain text or with line breaks

3. Web-based/HTML

The above gobbledygook of techno-speak will all be made plain in the coming pages.

Formatted Resume

A formatted resume is your resume as created in a word-processing document, most often the ubiquitous Microsoft Word. When you attach your resume to an e-mail or print it out for distribution by traditional mail or to take to interviews, you can do it in either Microsoft Word or PDF format.

With PDF, the layout is fixed and will appear exactly as you send it, which can’t always be said of Microsoft Word documents. Both ways are acceptable, and there are even people who attach their resume in both formats to give the reader a choice. I lean toward using PDF because the layout will never change no matter what. When sending an attached resume in Word or PDF by e-mail, you will mention the attachment in the body of your e-mail: “My resume is attached in a PDF document.”

Plain Text or ASCII (American Standard Code for Information Interchange)

An ASCII resume looks like the average e-mail message you receive. You will see how to create two separate versions of an ASCII resume: one best suited for pasting into the body of an e-mail message after your signature, the other for cutting and pasting into resume-bank resume templates. You will likely need both.

The ASCII version of your resume is the simplest and least visually attractive; it is just the unadorned basics: letters, numbers, and a few symbols. ASCII resumes are important because this is the only format that any and every computer can read. The reader will not need a word-processing program such as Microsoft Word or WordPerfect, and software or printer compatibility isn’t a consideration.

Web-Based or HTML Resume

A web-based/HTML resume is a “nice to have,” not a “must have.” Don’t even think about it until you have a properly constructed and branded resume that portrays you exactly as you wish to be seen. An HTML, web-based, or e-portfolio resume is one that can have additional features such as video and sound and can be uploaded in certain instances to resume banks and social networking sites, or even housed on the Internet at its own URL. There are some advantages to this. For example, if you work in arts, education, certain areas of communications, or technology, the ability to include audio and video clips, music, and pictures can be a plus. Likewise, if you are a web-page design professional or HTML guru, then by all means use the Internet to show your creative and technological abilities. If you are in a creative profession and would typically have a portfolio, a web resume can provide access to your work samples.

How to Convert Your Formatted Resume to ASCII

You start this simple process by opening the Microsoft Word–formatted version of your resume.

PATRICIA JOHNSON

1234 Murietta Ave. • Palmdale, CA 93550

Residence(661)555-1234 • Mobile (661) 555-9876 • PatJohnson@email.com


FINANCE/ACCOUNTING PROFESSIONAL

Internal Auditor/Financial Analyst/Staff Accountant


Detail-oriented, problem solver with excellent analytical strengths and a track record of optimizing productivity, reducing costs, and increasing profit contributions. Well-developed team-building and leadership strengths with experience in training and coaching coworkers. Works well with public, clients, vendors, and coworkers at all levels. Highly motivated and goal orientated as demonstrated by completing studies toward BS in Finance, graduating with honors concurrent with full-time, progressive business experience.

—Core Competencies—

Research & Analysis/Accounts Receivable/Accounts Payable/Journal Entries/Bank Reconciliations

Payroll/Financial Statements/Auditing/General Ledger/Artist Contracts/Royalties/Escalation Clauses



PROFESSIONAL EXPERIENCE

MAJOR HOLLYWOOD STUDIO, Hollywood, CA • 2000 to Present

Achieved fast-track promotion to positions of increasing challenge and responsibility

Royalty Analyst—Music Group, Los Angeles, CA (2005–Present)

Process average of $8–9 million in payments monthly. Review artist contracts, licenses, and rate sheets to determine royalties due to producers and songwriters for leading record label. Ensure accuracy of statements sent to publishers in terms of units sold and rates applied. Research, resolve, and respond to all inquiries.

• Resolved longstanding problems substantially reducing publisher inquiries and complaints.

• Promoted to “Level 1” analyst within only one year and ahead of two staff members with longer tenure.

• Provided superior training to temporary employee that resulted in her being hired for permanent, Level 1 position after only three months.

Accounts Payable Analyst—Music & Video Distribution (2002–2005)

Processed high volume of utility bills, office equipment leases, shipping invoices, and office supplies for 12 regional branches. Assisted branches with proper invoice coding and resolving payment disputes with vendors.

• • Identified longstanding duplicate payment that resulted in vendor refund of $12,000.

• • Created contract-employment expenses spreadsheet; identified and resolved $24,000 in duplicate payments.

• • Gained reputation for thoroughness and promptness in meeting all payment deadlines.

• • Set up macro in accounts payable system that streamlined invoice payments.

• • Consolidated vendor accounts, increasing productivity and reducing number of checks processed.

Accounts Receivable Analyst—Music & Video Distribution (2000–2002)

Processed incoming payments, received and posted daily check deposits, reviewed applications for vendor accounts, distributed accounting reports, and ordered office supplies. Handled rebillings of international accounts for shipments by various labels.

• Hired as permanent employee from temporary position after only three months.

Additional Experience: Billing Clerk/Accounting Clerk/Bookkeeper (details available upon request)

EDUCATION

BS in Finance; Graduated with Honors • CALIFORNIA STATE UNIVERSITY, Northridge, CA; 2005

Completed Studies Concurrent with Full-Time Employment

Computer Skills: Windows, Microsoft Office (Word, Excel, PowerPoint), Peachtree, J.D. Edwards, Tracs

Step One

Step one will convert the Word resume to an ASCII (or text) format. It will remove all graphic elements, standardize the font, and remove bolding, italics, and underlining. The purpose of this step is to produce a document that can be read by all operating systems (Mac, PC, Linux, etc.), ISPs (Internet service providers), and resume-tracking software systems. You will use it for uploading and insertion into career and company websites. Here’s how you do it:

1. Save resume using the “File/Save As” command.

2. In the “Save As” window, use an identifiable name such as (your name), E-Resume.

3. In “File Type” or “Format,” scroll down and select “Plain Text” or “Text Only.”

4. Make sure that “Insert Line Breaks” is not checked.

5. Make sure that “Allow Character Substitution” is checked.

6. Save and close.

Step Two

The purpose of step two is to make sure that the ASCII document is “clean” and that all information is left-justified to optimize readability by resume-tracking systems.

When you open the “E-Resume” file, all information will be in simple text and characters will show keyboard characters. Your resume will now look like this:

PATRICIA JOHNSON

1234 MURIETTA AVE. * PALMDALE, CA 93550

RESIDENCE(661) 555-1234 * MOBILE(661) 555-9876 * PATJOHNSON@EMAIL.COM

FINANCE/ACCOUNTING PROFESSIONAL

INTERNAL AUDITOR/FINANCIAL ANALYST/STAFF ACCOUNTANT

DETAIL-ORIENTED, PROBLEM SOLVER WITH EXCELLENT ANALYTICAL STRENGTHS AND A TRACK RECORD OF OPTIMIZING PRODUCTIVITY, REDUCING COSTS, AND INCREASING PROFIT CONTRIBUTIONS. WELL-DEVELOPED TEAM-BUILDING AND LEADERSHIP STRENGTHS WITH EXPERIENCE IN TRAINING AND COACHING COWORKERS. WORKS WELL WITH PUBLIC, CLIENTS, VENDORS, AND COWORKERS AT ALL LEVELS. HIGHLY MOTIVATED AND GOAL ORIENTATED AS DEMONSTRATED BY COMPLETING STUDIES TOWARD BS IN FINANCE, GRADUATING WITH HONORS CONCURRENT WITH FULL-TIME, PROGRESSIVE BUSINESS EXPERIENCE

-CORE COMPETENCIES-

RESEARCH & ANALYSIS/ACCOUNTS RECEIVABLE/ACCOUNTS PAYABLE/JOURNAL ENTRIES/BANK RECONCILIATIONS

PAYROLL/FINANCIAL STATEMENTS/AUDITING/GENERAL LEDGER/ARTIST CONTRACTS/ROYALTIES/ESCALATION CLAUSES

PROFESSIONAL EXPERIENCE

MAJOR HOLLYWOOD STUDIO, HOLLYWOOD, CA * 2000 TO PRESENT

ACHIEVED FAST-TRACK PROMOTION TO POSITIONS OF INCREASING CHALLENGE AND RESPONSIBILITY

ROYALTY ANALYST-MUSIC GROUP, LOS ANGELES, CA (2005-PRESENT)

PROCESS AVERAGE OF $8–9 MILLION IN PAYMENTS MONTHLY. REVIEW ARTIST CONTRACTS, LICENSES, AND RATE SHEETS TO DETERMINE ROYALTIES DUE TO PRODUCERS AND SONGWRITERS FOR LEADING RECORD LABEL. ENSURE ACCURACY OF STATEMENTS SENT TO PUBLISHERS IN TERMS OF UNITS SOLD AND RATES APPLIED. RESEARCH, RESOLVE, AND RESPOND TO ALL INQUIRIES.

* RESOLVED LONGSTANDING PROBLEMS SUBSTANTIALLY REDUCING PUBLISHER INQUIRIES AND COMPLAINTS.

* PROMOTED TO “LEVEL 1” ANALYST WITHIN ONLY ONE YEAR AND AHEAD OF TWO STAFF MEMBERS WITH LONGER TENURE.

* PROVIDED SUPERIOR TRAINING TO TEMPORARY EMPLOYEE THAT RESULTED IN HER BEING HIRED FOR PERMANENT, LEVEL 1 POSITION AFTER ONLY THREE MONTHS.

ACCOUNTS PAYABLE ANALYST-MUSIC & VIDEO DISTRIBUTION(2002-2005)

PROCESSED HIGH VOLUME OF UTILITY BILLS, OFFICE EQUIPMENT LEASES, SHIPPING INVOICES, AND OFFICE SUPPLIES FOR 12 REGIONAL BRANCHES. ASSISTED BRANCHES WITH PROPER INVOICE CODING AND RESOLVING PAYMENT DISPUTES WITH VENDORS.

* IDENTIFIED LONGSTANDING DUPLICATE PAYMENT THAT RESULTED IN VENDOR REFUND OF $12,000.

* CREATED CONTRACT-EMPLOYMENT EXPENSES SPREADSHEET; IDENTIFIED AND RESOLVED $24,000 IN DUPLICATE PAYMENTS.

* GAINED REPUTATION FOR THOROUGHNESS AND PROMPTNESS IN MEETING ALL PAYMENT DEADLINES.

* SET UP MACRO IN ACCOUNTS PAYABLE SYSTEM THAT STREAMLINED INVOICE PAYMENTS.

* CONSOLIDATED VENDOR ACCOUNTS, INCREASING PRODUCTIVITY AND REDUCING NUMBER OF CHECKS PROCESSED.

ACCOUNTS RECEIVABLE ANALYST-MUSIC & VIDEO DISTRIBUTION (2000-2002)

PROCESSED INCOMING PAYMENTS; RECEIVED AND POSTED DAILY CHECK DEPOSITS, REVIEWED APPLICATIONS FOR VENDOR ACCOUNTS; DISTRIBUTED ACCOUNTING REPORTS, AND ORDERED OFFICE SUPPLIES. HANDLED REBILLINGS OF INTERNATIONAL ACCOUNTS FOR SHIPMENTS BY VARIOUS LABELS.

* HIRED AS PERMANENT EMPLOYEE FROM TEMPORARY POSITION AFTER ONLY THREE MONTHS.

ADDITIONAL EXPERIENCE: BILLING CLERK/ACCOUNTING CLERK/BOOKKEEPER (DETAILS AVAILABLE UPON REQUEST)

EDUCATION

BS IN FINANCE; GRADUATED wITH HONORS * CALIFORNIA STATE UNIVERSITY, NORTHRIDGE, CA; 2005

COMPLETED STUDIES CONCURRENT WITH FULL-TIME EMPLOYMENT

COMPUTER SKILLS: WINDOWS, MICROSOFT OFFICE (WORD, EXCEL, POWERPOINT), PEACHTREE, J.D. EDWARDS, TRACS

Now:

1. Set margins to 1 left, 2 right, 1 top and bottom.

2. Align all information to the left.

3. Check for unusual keyboard-character substitutions such as dollar signs. Usually the substitution will automatically default to asterisks, which is fine. Make changes as appropriate.

4. Correct any strange line breaks.

5. Separate sections using all caps for headings and lines composed of keyboard characters such as hyphens, equal signs, asterisks, tildes, etc.

6. Save, but don’t close. Again, make sure that “Insert Line Breaks” is not checked and that “Allow Character Substitution” is checked.

Your e-resume will now look like this:


PATRICIA JOHNSON

1234 MURIETTA AVE.

PALMDALE, CA 93550

RESIDENCE (661) 555-1234

MOBILE (661) 555-9876

PATJOHNSON@EMAIL.COM

===================================

===================================

FINANCE/ACCOUNTING PROFESSIONAL

INTERNAL AUDITOR/FINANCIAL ANALYST/STAFF ACCOUNTANT

DETAIL-ORIENTED, PROBLEM SOLVER WITH EXCELLENT ANALYTICAL STRENGTHS AND A TRACK RECORD OF OPTIMIZING PRODUCTIVITY, REDUCING COSTS, AND INCREASING PROFIT CONTRIBUTIONS. WELL-DEVELOPED TEAM-BUILDING AND LEADERSHIP STRENGTHS WITH EXPERIENCE IN TRAINING AND COACHING COWORKERS. WORKS WELL WITH PUBLIC, CLIENTS, VENDORS, AND COWORKERS AT ALL LEVELS. HIGHLY MOTIVATED AND GOAL ORIENTATED AS DEMONSTRATED BY COMPLETING STUDIES TOWARD BS IN FINANCE, GRADUATING WITH HONORS CONCURRENT WITH FULL-TIME, PROGRESSIVE BUSINESS EXPERIENCE.

===================================

-CORE COMPETENCIES-

RESEARCH & ANALYSIS/ACCOUNTS RECEIVABLE/ACCOUNTS PAYABLE/JOURNAL ENTRIES/BANK RECONCILIATIONS/PAYROLL/FINANCIAL STATEMENTS/AUDITING/GENERAL LEDGER/ARTIST CONTRACTS/ROYALTIES/ESCALATION CLAUSES

===================================

===================================

PROFESSIONAL EXPERIENCE



MAJOR HOLLYWOOD STUDIO

HOLLYWOOD, CA

2000 TO PRESENT

ACHIEVED FAST-TRACK PROMOTION TO POSITIONS OF INCREASING CHALLENGE AND RESPONSIBILITY

~~ROYALTY ANALYST-MUSIC GROUP, LOS ANGELES, CA

~~(2005-PRESENT)

PROCESS AVERAGE OF $8-9 MILLION IN PAYMENTS MONTHLY. REVIEW ARTIST CONTRACTS, LICENSES, AND RATE SHEETS TO DETERMINE ROYALTIES DUE TO PRODUCERS AND SONGWRITERS FOR LEADING RECORD LABEL. ENSURE ACCURACY OF STATEMENTS SENT TO PUBLISHERS IN TERMS OF UNITS SOLD AND RATES APPLIED. RESEARCH, RESOLVE, AND RESPOND TO ALL INQUIRIES.

* RESOLVED LONGSTANDING PROBLEMS SUBSTANTIALLY REDUCING PUBLISHER INQUIRIES AND COMPLAINTS.

* PROMOTED TO “LEVEL 1” ANALYST WITHIN ONLY ONE YEAR AND AHEAD OF TWO STAFF MEMBERS WITH LONGER TENURE.

* PROVIDED SUPERIOR TRAINING TO TEMPORARY EMPLOYEE THAT RESULTED IN HER BEING HIRED FOR PERMANENT, LEVEL 1 POSITION AFTER ONLY THREE MONTHS.

~~ACCOUNTS PAYABLE ANALYST-MUSIC & VIDEO DISTRIBUTION

~~(2002-2005)

PROCESSED HIGH VOLUME OF UTILITY BILLS, OFFICE EQUIPMENT LEASES, SHIPPING INVOICES, AND OFFICE SUPPLIES FOR 12 REGIONAL BRANCHES. ASSISTED BRANCHES WITH PROPER INVOICE CODING AND RESOLVING PAYMENT DISPUTES WITH VENDORS.

* IDENTIFIED LONGSTANDING DUPLICATE PAYMENT THAT RESULTED IN VENDOR REFUND OF $12,000.

* CREATED CONTRACT-EMPLOYMENT EXPENSES SPREADSHEET; IDENTIFIED AND RESOLVED $24,000 IN DUPLICATE PAYMENTS.

* GAINED REPUTATION FOR THOROUGHNESS AND PROMPTNESS IN MEETING ALL PAYMENT DEADLINES.

* SET UP MACRO IN ACCOUNTS PAYABLE SYSTEM THAT STREAMLINED INVOICE PAYMENTS.

* CONSOLIDATED VENDOR ACCOUNTS, INCREASING PRODUCTIVITY AND REDUCING NUMBER OF CHECKS PROCESSED.

~~ACCOUNTS RECEIVABLE ANALYST-MUSIC & VIDEO DISTRIBUTION

~~(2000-2002)

PROCESSED INCOMING PAYMENTS; RECEIVED AND POSTED DAILY CHECK DEPOSITS, REVIEWED APPLICATIONS FOR VENDOR ACCOUNTS; DISTRIBUTED ACCOUNTING REPORTS AND ORDERED OFFICE SUPPLIES. HANDLED REBILLINGS OF INTERNATIONAL ACCOUNTS FOR SHIPMENTS BY VARIOUS LABELS.

* HIRED AS PERMANENT EMPLOYEE FROM TEMPORARY POSITION AFTER ONLY THREE MONTHS.


ADDITIONAL EXPERIENCE: BILLING CLERK/ACCOUNTING CLERK/BOOKKEEPER (DETAILS AVAILABLE UPON REQUEST)

===================================

===================================

EDUCATION



BS IN FINANCE; GRADUATED WITH HONORS

CALIFORNIA STATE UNIVERSITY

NORTHRIDGE, CA

2005

COMPLETED STUDIES CONCURRENT WITH FULL-TIME EMPLOYMENT

COMPUTER SKILLS: WINDOWS, MICROSOFT OFFICE (WORD, EXCEL, POWERPOINT), PEACHTREE, J.D. EDWARDS, TRACS

Step Three

Step three will create a resume that you can cut and paste directly into e-mails. While it appears to be the same as the previous version, in this step you will have line breaks at the end of each line. Since the margins have already been set at 1 left and 2 right, the new file with line breaks will contain lines having no more than 65 characters. This is the standard width of e-mail windows, and will fit into a standard screenshot. If you had cut and pasted the original e-resume into an e-mail without this step, the lines would have scrolled off the page and been hard to read.

1. Save again, using the “Save As” command, this time making sure that “Insert Line Breaks” is checked, as well as allowing character substitution. Use a save name such as (your name), e-mailResume.

2. This version will have line breaks and will fit a standard screenshot. Remember, this is the version to cut and paste directly into e-mail.

The resume will look like this:

PATRICIA JOHNSON

1234 Murietta Ave.

Palmdale, CA 93550

Residence (661) 555-1234

Mobile (661) 555-9876

PatJohnson@email.com

===================================

===================================

FINANCE/ACCOUNTING PROFESSIONAL

Internal Auditor/Financial Analyst/Staff Accountant

Detail-oriented, problem solver with excellent analytical strengths and a track record of optimizing productivity, reducing costs, and increasing profit contributions. Well-developed team-building and leadership strengths with experience in training and coaching coworkers. Works well with public, clients, vendors, and coworkers at all levels. Highly motivated and goal orientated as demonstrated by completing studies toward BS in Finance, graduating with honors concurrent with full-time, progressive business experience.

===================================

-Core Competencies-

Research & Analysis/Accounts Receivable/Accounts Payable/Journal Entries/Bank Reconciliations Payroll/Financial Statements/Auditing/General Ledger/Artist Contracts/Royalties/Escalation Clauses

===================================

===================================

PROFESSIONAL EXPERIENCE

MAJOR HOLLYWOOD STUDIO

Hollywood, CA

2000 to Present

Achieved fast-track promotion to positions of increasing challenge and responsibility

~~Royalty Analyst-Music Group, Los Angeles, CA

~~(2005-Present)

Process average of $8-9 million in payments monthly. Review artist contracts, licenses, and rate sheets to determine royalties due to producers and songwriters for leading record label. Ensure accuracy of statements sent to publishers in terms of units sold and rates applied. Research, resolve, and respond to all inquiries.

* Resolved longstanding problems substantially reducing publisher inquiries and complaints.

* Promoted to “Level 1” analyst within only one year and ahead of two staff members with longer tenure.

* Provided superior training to temporary employee that resulted in her being hired for permanent, Level 1 position after only three months.

~~Accounts Payable Analyst-Music & Video Distribution

~~(2002-2005)

Processed high volume of utility bills, office equipment leases, shipping invoices, and office supplies for 12 regional branches. Assisted branches with proper invoice coding and resolving payment disputes with vendors.

* Identified longstanding duplicate payment that resulted in vendor refund of $12,000.

* Created contract-employment expenses spreadsheet; identified and resolved $24,000 in duplicate payments.

* Gained reputation for thoroughness and promptness in meeting all payment deadlines.

* Set up macro in accounts payable system that streamlined invoice payments.

* Consolidated vendor accounts, increasing productivity and reducing number of checks processed.

~~Accounts Receivable Analyst-Music & Video Distribution

~~(2000-2002)

Processed incoming payments; received and posted daily check

deposits, reviewed applications for vendor accounts; distributed accounting reports, and ordered office supplies. Handled re-billings of international accounts for shipments by various labels.

* Hired as permanent employee from temporary position after only three months.

Additional Experience: Billing Clerk/Accounting Clerk/Bookkeeper (details available upon request)

===================================

===================================

EDUCATION

BS in Finance; Graduated With Honors

CALIFORNIA STATE UNIVERSITY

Northridge, CA

2005

Completed Studies Concurrent with Full-Time Employment

Computer Skills: Windows, Microsoft Office (Word, Excel, PowerPoint), Peachtree, J.D. Edwards, Tracs

You now have your very own ASCII resume for the resume databases. But remember that, since your resume is constantly evolving, you will have to repeat this conversion process regularly.

Social Networking Profile/Resume

Social networking has exploded on the Internet over the last few years, and using this approach in a job search has proved wildly successful for many people. Its impact has been further increased because recruiters see professional networking sites like LinkedIn as the perfect venue to find candidates: a long-time friend and recruiter of CFOs compared using LinkedIn for recruiting to “shooting fish in a barrel.”

With well over 100 million professionals using LinkedIn for networking, you would be crazy to ignore it. There are two reasons for a social networking site: to find people and to be found.

In both instances, you will need to create a profile of who you are. When you reach out to potential networking contacts, they are likely to check out your profile before responding. When recruiters and others are in turn looking for someone like you, the quality of that profile determines:

• Whether you will be found amongst that 100 million–plus users

• Whether the recruiter follows through with a contact

First Things First

But first things first: upload your primary resume. This won’t become your profile, but having it available gives you some visibility immediately. Use the application box.net to upload it: it works far better than the LinkedIn tool, which can create formatting problems. It is then available to a recruiter to download, print out, or forward. As a privacy issue, you may wish to remove your street address and just use the city of your residence as the geographical identifier.

How to Create a Killer LinkedIn Profile

The profile you create will give you visibility with search engines and enable others to find you: remember that there could well be 150 million LinkedIn users by the time you read this! Also, recruiters and hiring managers who have already seen your resume increasingly like to check out your social profile(s) to find out more about you. This is why—once you are satisfied with your profile and not before—I suggested adding hyperlinks at the end of your resume.

Your LinkedIn profile, and any other social networking profiles you subsequently develop, are your public face and your most important passive marketing tool, so it deserves careful thought and effort. And with so many other profiles out there, you need to make sure yours is easily found and accessible.

Headline

The first thing anyone sees about you is your name and a brief headline. You can start with the Target Job Title from your primary resume, and then you have about ten words with which to describe who you are professionally. For maximum impact, check your TJD for the highest frequency keywords used to describe your job and use those, because they are the words most likely to be used by recruiters searching for someone like you.

Summary

You have a huge amount of space here and, consequently, your summary will probably grow over time as you develop the rest of your profile. The nature of a social networking site is social, so everything you write should be in the first person.

You need to give recruiters the right information to find you, but the nature of these sites is such that you can give more information and expand on the tight focus you use in a job-targeted resume. Start by adding those five or so lines from your primary resume’s performance profile/performance summary. Add to it with any additional information from the performance profiles/performance summaries of additional resumes, including anything that might be relevant from your old general resume.

Some people writing on this topic suggest writing about your interests here. I strongly disagree. This information is irrelevant to all but the most interested parties and giving it to them upfront is likely to cost you readers. LinkedIn has provided a space for this in your profile, and those personal interests should appear in the proper place: at the end of your profile.

Work Experience

Like a traditional chronological resume, the experience section of your profile begins with your current job and work. Again, you can cut-and-paste the entry from your primary resume first, then add to this with additional information from subsequent resumes.

While the rule of thumb for social networking is a first-person voice, you might want to stick with the attenuated third-person voice you used in your resume; it is more immediate and allows you to speak for yourself without seeming self-congratulatory.

When everything is pasted in, review the entry and see if there is additional experience you would like to add. There is plenty of space here, so as long as your entries for each job start with the most important information from your primary resume, you can add additional supporting information at the end of each entry.

Whatever you do, don’t cheap out and just list your current job: it can give the appearance that this is all the experience you have. LinkedIn tells us that you are twelve times more likely to be found by recruiters when you have more than one job listed, perhaps because those other jobs allow you to weight your profile with enough relevant keywords to be found in recruiters’ database searches.

Professional and Technology Competencies

Adding a Professional Competencies and/or Technology Competencies section to your LinkedIn profile has the same benefits as adding it to your resume: it makes your profile more visible in database searches and your skills more readily accessible to readers.

Click on Edit Profile, then look for the Add Skills link. You can paste up to fifty skills in the dialog box.

Education

Cut-and-paste the information from your resume. However, unlike your resume, you might want to consider listing high school as well: LinkedIn says that this increases your networking opportunities, and it makes sense in this context.

Certifications

Add all your professional certifications, and because this is a networking site, you can add certifications related to activities outside of your professional life, such as your scuba diving or ballroom dancing certifications.

Interests

Finally, the place where it is appropriate to add something about your outside interests! If someone has read this far, learning that I enjoy history, historical fiction, kayaking, ballroom dancing, am an obsessed collector of phonographs, prohibition-era cocktail shakers, art-deco chrome, and am the world’s worst bass player might be of interest, because it gives me an additional dimension; but coming earlier in my profile it would only be a distraction.

Associations and Awards

Include membership in any associations or societies. List profession-related organizations and professional awards first, then follow with groups and awards related to your personal interests.

Reading List

If you list anything here, I would be sure to include at least 50 percent profession-oriented materials.

Headshot

While a headshot on a resume is inappropriate, it is pretty much expected with a social networking profile. Springing for a professional headshot is the best option, but if this isn’t possible, you can probably do a passable job with the help of a friend.

Review professional-looking headshots on LinkedIn, because you’ll be looking at the size yours will be, and you can evaluate what works and what doesn’t. You’ll notice the distance they seem to be taken from and the plain, light-colored backgrounds that seem most popular. You’ll notice that almost everyone is looking directly into the camera and is smiling to some degree.

Spelling, Punctuation, and Grammar

The same considerations you applied to spelling, punctuation, and grammar in your resume also apply here. If you have problems creating your profile or editing it, at www.knockemdead.com, we create LinkedIn profiles for our resume clients and also offer a separate social networking profile editing service, similar to the one we offer for resumes.

Save Your Work

As with all things computer-related, if you don’t back up your work, somewhere along the line you are going to lose it. My recommendation is to save everything in a Microsoft Word document, and to back up that document.

LinkedIn Networking Tactics

You can learn much more about networking and how to leverage your social networking presence in the latest annual edition of Knock ’em Dead: The Ultimate Job Search Guide.

HTML/Multimedia Resume Considerations

An HTML or multimedia resume can be a sensible option if you work in a field where visuals and sound and/or graphics represent critical skills. About 50 percent of resume banks and social networking sites accept HTML resumes; plus a simple HTML resume can be created by using the “Save as HTML” command, which you can access in Microsoft Word when you save and name your documents.

If you want to create a small website, you can create a much richer experience for the viewer, adding audio and video and other bells and whistles if they will help. You can add a hyperlink in your standard resume, or in your cover letter/e-mail, that takes the reader to your web-hosted resume. This has the advantage of allowing the viewer to see your background positioned exactly as you wish it to be, with the enrichment of additional media.

HTML and Multimedia Design Considerations

• Don’t be seduced by design capabilities for the sake of their flashiness; remember the needs of your customer and your communication goals. Use technology to make life easier for the visitor. For example, your e-mail address can be a hyperlink, so that clicking on it immediately launches the user’s e-mail to contact you.

• If the HTML resume ends up being a complex document with graphics, sound, and video, layout is going to be a major consideration. You don’t want the mission-critical topics—performance profile/performance summary, core and technical competencies, education, work samples, etc.—to get lost in the glitz. It is all too easy to get caught up in the aforementioned glitz of building a website, because it’s just a convenient and fun way to put off the real grunt work of building your resume.

• Provide a hyperlink that allows the user to print out that beautifully formatted PDF version of your resume.

• Don’t start from ground zero; find an example you like and copy it.

Is an Interactive Portfolio/Web-Based Resume a Waste of Time?

Much depends on your situation and what you are trying to sell and to whom. It’s a nice thing for anyone to have, but not mandatory unless:

• Your profession is web-based

• Your work involves visual and auditory components

• Your work is technology-based with a communications component

•Demonstrating technological savvy is a plus for your branding

Since an online portfolio is the most complex resume document you can create, you want the core content of the site to be finished before you start creating this version with all its bells and whistles. The most practical approach is to get your Microsoft Word resume completed, along with the necessary ASCII text versions. Once you’ve done your due diligence as you develop the other versions, and have your job search up to speed, you can decide if you need to develop this third variation.

Some disadvantages include:

• Adding the graphics and visuals and video and audio is a time-consuming process, and can be expensive if you hire someone to do it for you; most professionals don’t need to present themselves in this way.

• If you want an HTML or web-based resume, you’ll need to build a website or have one built. This website will then have to be hosted somewhere and you’ll have registration fees and hosting fees and announcement fees (elementary optimization); if this is a foreign language to you, as a website owner you’ll have to learn it, because all these things cost money. Apart from paying to have such a site built, these costs are usually small, but they are ongoing and add up over time.

• If you want to build it yourself without any experience, there is a learning curve involved.

• Because the content is more complex, these documents take longer to open and work through, so the content needs to be compelling if you are going to hold anyone’s attention.

•You will build a web-based resume because you hope to send people to see it. You can’t expect recruiters to flock to it, since there is fierce competition to achieve a reasonable search ranking in the world of resumes. So unless you spend a small fortune on optimization, you can’t realistically expect much traffic; it is more a place to which you send recruiters.

For most people, having a LinkedIn Profile will be quite adequate.

The Business Card Resume

The first time you hear about a business card resume, it can sound like a gimmick, and you should know better than to waste valuable job search time pursuing gimmicks. That said, business cards are an accepted sales tool the world over, and for a job hunter they’re so much less intrusive than carrying around a wad of resumes under your arm.

If you want to try a business card resume, you must consider the severely limited space available to you and use that space wisely:

Front of the Card

• List critical information: Your name, Target Job Title, telephone number, and e-mail address.

• Use legible, business-like (Times Roman, Arial) fonts.

• Make it readable. Limit the word count so that you can maximize font size to increase readability; better to have one legible e-mail address than add a social network address and have them both be illegible.

• No one in a position to hire you can read an 8-point font, and reminding someone that they are old and have failing eyesight … not a good sales pitch.

Back of the Card

Space is minimal, so less is more and readability is everything; the words you choose must communicate both your understanding of the job and your ability to deliver when you are doing that job.

1. Repeat your Target Job Title.

2. This is followed by a two-word headline on the next line: Performance Profile/Performance Summary.

3. Follow this with a single short sentence that addresses the #1 deliverable of your target job. The #1 deliverable in your job (and all jobs) is—say it with me now—the identification, prevention, and solution of problems within a specific area of professional expertise. It is ultimately what we all get hired to do.

4. Finish with a social network address that delivers a comprehensive professional profile to any interested reader, such as your LinkedIn profile, your web-based resume, or any other URL that delivers the full story on your professional capabilities.

As an example we can all relate to, an accounting professional who worked in accounts receivable might have the rear side of a business card resume that looks something like this:



	Martin Yate
	516.555.5555



Accounts Receivable

Performance Profile/Performance Summary

Focused on the ID, prevention, and solution of all

recurrent A/R problems.

 

http://www.linkedin.com/martiny



Notice that by starting this mini-resume with a verb, you not only show understanding of what is at the heart of this job, you also deliver a powerful personal brand statement by telling the reader what to expect.

Resume for Promotions

We tend to think of our resume as a tool to get a new job at another company, and forget that we can use it to get a promotion where we already are.

You need a job-targeted resume for pursuing internal promotions because:

• No one is paying as much attention to you as you would like.

• It shows an employer you are serious about growth.

• It’s a powerful way to get yourself viewed in a different light.

• It puts you on a par with external candidates who will have job-targeted resumes.

• It puts you ahead of these candidates, because you are a known quantity.

•When you have the required skills, it’s much easier to get promoted from within.

Promotions come to those who earn them, not as a reward for watching the clock for three years. Thinking through what’s really needed for your next step up the ladder, building the skills to earn that promotion, and then creating a resume that positions you for the job, is smart strategic thinking.

Your promotion campaign starts with determining a specific target job for the next logical step up the ladder, and then understanding the requirements for someone holding that job title.

Collect job postings for that next step and deconstruct the target job’s specific deliverables.

Once you have a crystal-clear idea of what is needed to succeed in the target job:

• Identify areas for skill development.

• Determine how you will develop these skills.

•Volunteer for assignments that build these skills and give you practical experience that can become part of your resume.

Once your skills have reached 70 percent of those required for the new job, you can start building a resume targeted to that promotion.

Proofread and Test-E-mail All Versions of Your Resume

Before you send any version of your resume, proofread it carefully. Send your electronic cover letters and resume attachments to yourself and to a friend or family member. Ask them for printouts of your practice e-mail messages and resumes to ensure that what you intended to send is actually what was received, and can be printed out. Often, this exercise will help you find mistakes, bloopers, or larger problems incurred during the conversion process. If you find typos at this late stage, reward yourself with a smack upside the head for being sloppy. The most common and annoying problem is that the contact information you carefully put at the top of the second page now appears halfway down it; these are the important mistakes you can easily catch with this exercise.






CHAPTER 9

READY TO LAUNCH




WHY EVERYONE HATES reading resumes and what you can do about it.
 Here are some powerful construction strategies to make your resume simultaneously information-dense and visually accessible to tired, distracted recruiters and hiring managers.



You are in the home stretch, giving your resume the final polish before releasing it to a very discriminating public. It has to be:

• Job-focused and data-dense to beat out the competition in the resume database wars.

• Typographically clean, and visually accessible to accommodate the recruiters’

initial scan.

• Headline-rich and textually concise to deliver a compelling message.

Make this happen and your resume will get pulled for review from the resume databases. It will then get serious attention from recruiters and hiring managers.

The Importance of Immediate Impact

Your resume will get between five and forty seconds of initial attention, and the more accessible it is to the tired and distracted eyes of recruiters and hiring managers, the closer the attention it will receive. You’ll improve the chances that your resume will receive attention if you:

1. Make it readable. Stop worrying about page count. In resumes, as in everything, form follows function; use the space you need to tell the story you need to tell. Use 11- and 12-point fonts that are easier on adult eyes. You do not have to use 9- and 10-point fonts only a twenty-year-old can read in order to cram everything on one or two pages. (Tip: Twenty-year-olds are almost never in a position to hire you.)

2. Check your headlines. They help a reader achieve and maintain focus. The first page of your resume always needs to start off strong, and there is no better way of doing this than with headlines that help accessibility and comprehension.

Target Job Title

(What the resume is about)

Performance Profile/Performance Summary

(A snapshot of what I can do)

Professional Competencies

(The key professional skills that help me do my job well)

Technology Competencies

(Optional: the technical skills that help me do my job well)

Performance Highlights

(Optional: my outstanding achievements as they relate to the job)

Professional Experience

(Where and when everything happened)

3. Check Professional Competencies and Technology Competencies. These are the hard skills that enable you to do what you do. Each word or phrase should act as a headline of capability and topic for discussion.

4. Performance/Career Highlights. This is an optional section, provided that your experience has the achievements to support it.

A first page with these headlines and job-focused content in readable fonts will draw in the reader.

Fonts and Font Sizes

You can use one font throughout your resume, but never use more than two fonts in your resume: one for headlines and the other for the body copy. The most popular fonts for business communication are Arial and Times or Times New Roman. They probably look boring because you are so used to seeing them, but you see them so much because they are clear and very readable. Bottom line: They work. The biggest criticism of these fonts is their lack of flair and design value. Below are some other fonts that are good for headlines and body copy, since they are readable and almost universally recognized by printers (obviously a plus if you plan on having someone actually read your resume). I mentioned some acceptable fonts earlier. The nature of each font is unique and the actual size of each is going to vary. Don’t be a slave to 12-point: sometimes 11-point might work with a particular font. Just don’t use a smaller font size to keep your resume to one or two pages. Your resume must be easily readable by those tired and distracted eyes.

Avoid or minimize capitalized text, as it’s tough on the eyes. Many people think it makes a powerful statement when used in headlines, but all it does is cause eyestrain and give the reader the impression that you are shouting.

Good for headlines:

Arial

Times/Times New Roman

Century Gothic

Verdana

Gill Sans

Lucida Sans

Good for body copy:

Arial

Times/Times New Roman

Garamond

Georgia

Goudy Old Style

Each of the above is in 12-point font, but you can see that the nature of each font is unique and the actual size of each is going to vary.

Avoid “script” fonts that look similar to handwriting. While they look attractive to the occasional reader, they are harder on the eyes of people who read any amount of business correspondence. That said, in the resumes later in this book you will see examples of just this sort of font. For example, the arts, education, and (sometimes) health care are areas where the warmer and more personal look of a script font can work and still present a professional-looking resume. Use with discretion.

Avoid Typos Like the Plague!

Resumes that are riddled with misspeltings get siht-canned fast. How annoying is that last sentence? You have a spellchecker; use it.

A couple of years back, I counseled an executive vice president in the $400k-per-year range. He was having problems getting in front of the right people. The first paragraph of his resume stated that he was an executive with “superior communication skills.” Unfortunately, the other twelve words of the sentence contained a spelling error! Fortunately, we caught it. In an age of spellcheckers, this sloppiness isn’t acceptable at any level.

A word of caution: The spellchecker can’t catch everything, so you’ll have to do some editing work yourself. For example, spellcheck won’t catch the common mistyping of “form” for “from” because “form” is a word. Similarly, your spellchecker can’t help you, but educated people will immediately recognize a cretin who doesn’t know too from to and two, your from you’re, or it’s from its.

Once you decide on font(s), stick with them. More than two fonts will be vaguely disquieting to the reader. You can do plenty to liven up the visual impact of the page and create emphasis with bold, italic, bold italic, underlining, sizing of words, and highlighting, used judiciously.

Remember that spellcheckers aren’t infallible either and will confuse words and their appropriate usage, so get someone you trust to check it over as well. You can also use our Knock ’em Dead editor for a typographical and grammar check; just come to the resume services page at the website.

Proofing the Print Resume

Even in the age of e-mail and databases, you will need print versions of your resume. For example, you should always take printed copies to your interviews: this guarantees each interviewer will have your background laid out in the way you want it. Print it out now to ensure that the onscreen layout matches that of the printed document. Make sure the pagination of the printed copy works the way you intend. Double check the printed copy for:

• Layout and balance

• Typos and grammatical errors

• Punctuation and capitalization

• Page alignment errors

• That everything has been underlined, capitalized, bolded, italicized, and indented exactly as you intended

Print it out on as many different printers as you reasonably can. Why? Depending on the printer, you can find fonts performing differently; that’s one of the reasons for using Times and Arial: they print without problems on every printer.

Appearance Checklist

Let the resume rest overnight or longer, then pick it up and review it with fresh eyes, immediately after you have reread your TJD.

• What’s your immediate reaction to it? Is it clear who and what this document is about? Does it clearly address the needs of your TJD? Are the lines clean?

• Does the copy under each of your headlines tell a convincing story?

• Does the first page of the resume identify you as someone clearly capable of delivering on the job’s requirements?

• Have you used only one side of the page?

• Are your fonts readable, in the 11- to 12-point range?

• Does the layout accommodate the reader’s needs, rather than outmoded concerns on resume length?

• Are your paragraphs no more than five lines long? Are your sentences fewer than twenty words long?

• Are your sentences short on personal pronouns and long on action verbs?

• Is there plenty of white space around important areas, such as Target Job Title and your Opening and Closing Brand Statements? Recruiters and managers may be reviewing resumes on handheld devices, and plenty of space helps readability.

The Final Product

The paper version of your resume should be printed on standard 8½ x 11 (letter-size) paper. Paper comes in different weights and textures; good resume-quality paper has a weight designation of between 20 and 25 pounds. Lighter paper feels flimsy and curls; heavier paper is unwieldy. Most office supply stores carry paper and envelopes packaged as kits for resumes and cover letters.

As for paper color, white, pale gray, and cream are the prime choices. They are straightforward, no-nonsense colors that speak directly to your professionalism, assuming you want to be perceived as straightforward and no-nonsense. I’m assured that some of the pale pastel shades can be both attractive and effective. Personally, I think that on a first meeting, most professionals don’t come off as strongly as they might when dressed in pink.

Cover letter stationery should have the same contact information as your resume and should always match the color and weight of the paper used. Again, it’s part of the professional branding issue that underlies all the little things you pay attention to in a job search.

Set up letterhead for your cover letter stationery, using the same fonts you used on the resume. The coordinated paper size, color, weight, and fonts will give you a cohesive look.






CHAPTER 10

THE RESUMES




I HAVE INCLUDED resumes from a wide range of jobs so that you will be able to find a resume telling a story similar to yours. However, resume layouts are tailored not to the job but to the person and their story. So when you see a resume layout that works for you, use it: Don’t be restrained because the example is of someone in another profession.
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Asistant Operations Manager

Promored frm osiion s couter elpGelvry 1 overseeaperions of 4 e, Supervisedrughly
70, incloing so mapages. counes bel.coos, eiverypesomnlcairs,and diwabers.
Eared e cealiness, prodct availaity and timlydeivery, and cusiomerstsfacton.

Computer SkliForeign Languages
It (Netsape Navigaio, Itenet Exploer)
EMail Oulok, Ouock Express)

S Wor, Exce

Converatons French
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Food Server
Professional Profile

Energtc and focused Food Serser with 16 years” exputienc in food service
industy, incluing extemive cuperience in fin dining. Delivers top qulity
v, with  professions demeanor. Exeelent communicaton SKs; nown ¢
corng and i, with 0 uphea and posiine e

Fleibe, honest, and punctal, with the abiity 10 stay calm . focused i
sl stutions. Sl Knowledge of the restauran bsiness with strenglhs in
excellent customer sevic, o ad wine recommendton. Team player wih
Sood istning skl Consummate mlaske,

‘Achicvements & Recommendations

» Scaved ntabl VIP clintcleinludin s asociaied with Murdock Chasitable Trst.
~ Hiiory ofrepea nd new cusiomrs eguesing my sevic s thir wires.
« Known o cresing sn amosphere ofenjoyment e pleasre o he cusiomer

Valerie was warm, riendl,kind,and veryeffien.
We 't feel rushet.

“Valere handledou requets and
we appreciaied her gemane ‘may | lease ou'aninade.

Professional Experience

‘Waitress - Bangquets b L » Vancouse, Washington » 2007-present
Northvest scasonalcusn.
Banquets + Dulce Skamania Lo  Sevenson, Washingion  2005-2007
Casalfne diing resaran.
‘Waltress » iden House + Vancomer, Wishingion + 1999- 2005
Eclusive fine dining resturans,

Waltress + \fltpomah Fll Lo Restarant + Coebett, Oregon + 19951999
Historc Colunbia Gorse Fals esasrant serving athentc Nortvestern cuisine.
‘Waltess  The Abwanc o Y oscmit NotonslPark « Clfoni + 1994
Workd enowned. avard winin fine dining restauran  sisir lodge o Tomberine Lodge.
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‘Human Resource Management - Food Industry
OperaionsLsbor RelatonsSalt Development

Performance Profile/Performance Summary
Dedicaed HR manage expercnced n st oo srvice (vordexpostion fod service:
managemen,restsurots, and aeing. Proveesdership skl sbi o recrt, e, develop snd
motate cmployees o e lvels of produciviy. Communicnes sccesflly nd productivel 0 any
e o people. Excellnt problem sover,stron feam oo, accomplihed pblc spesker.

Scparaions VerdorSupplie Relaions  PromecionalPrograms.
Training & Devclopment  Payrll s Intemaionl Laor Lawe

Labor olcy Audits Program Development  Pliies & Pocedures

Vendor Conacs Work Polcy Mamuals  Coniract Ngodations

Labor Relaions On Clock Prodoctivity  Disbused Management

Facles Maiteaace  Enployment Conrcts Government Relatons.

Employee Mals CusomerService Systems  Ovesea Location Recriment

Professional Experience
Workd Kxpusiton Services—Costa Mesa, CA 2003 present

Food sevcelogisics and esaurataperationsfor world s and expsiions.
Dircctor of Prsonnel, Labor, nd Huran Resources General Operations

> 2008 Cunnian Naonl P Expoiion > 199 Wod Exposiion s, o
51986 Word Expnio— Lo, Pogal 5 2002 French Nebon P Expsition-Pas
5 1998 Word P Expiion il Swiedtnd

Direcid civies o all manaers and asssan managers i sperision of malil ocations (3 i
Frace, 10 in Switzrand)ad up 1280 food sevice and s maiennce persomel, s cne
beverage director o ensre fll stocking and suceessflopering o al estauras, s, s food
concesions.Repored diely 10 CEO.

Accounabe for sl phases o ersonnel managemcn —hiig. saff deveopmen, cvlusion,

promorion.and separtons. Creted genrs rploye cotracts and work iy manaal.

Contlld Isor cots b imiing salfin requiements scording 10 cutome vitatons 1nd by

monitring bek s, chckinout acuracy, and onthe.<ock productiviy. Creaed working

elionthips with overmens offcals i Eurpean Union

Selected Contrbotions

 ntated ullsale ecutmentof bost.counry b scho . Secured masivaed gocral
employees 20% below bdset.

Culabor costs rom 27% 0 0%, sigificanly nceasing et profi o fvesons 0 gross of 85

milon in 6 monhsof cvet opestion.
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Senior Customer Sevice Representative, Trsiner & Team Leader
Prinebuck order eportsom a ekl basi

Worevithpotal ew et nd he eesenates regading it work.

Responsibl o the e ofl etrn oriation s nd UPS el 3.

Reseuch credis and igu 10 ysemn.

RollIndustie, Cranbury, NJ 1993- 2003
Shipping/Receiving Coordinator/Customer Service Representtive

Responsible e a wid rane ofsipping/sceiving and cunomes srvic icions o this Fostune 500
cepet manafctre. Huled an carenely Ngh call volame, Proceed ordes snsvered cutomer
ncires, tcking nbounutbound. bigments, cxpedicd i and e o dlvery <hedls
Prspared UPS ipment ad paricipated iy couning and quarcly nvenioric,

= Atcnded tade shve d cxpedited syl atepion onders,

+ Coondinaicd with and suppotcd aes repessntatives i the i, Prformod cah it

conclaons s rsshdcutomce compint,dispute, o dcepancic,
+ Receivod Employe of the Monh Awd ot of 00 eople.

Continental Life Insurance, Pl
Customer Service Representtive

Responsible for prcing/quoing cstomers, anacring phone inqiics, rossingorders, nd xpecd
delveis slong with oubleshaoting accouns

feld, ] 19861993

Childera, Planfild, NJ 1995 198
‘Customer Sevice Representative

Responsitle o prcing/quoting customers, anring pone e, proesing onders, nd expediing
Ot s i bbbt o Pk rqeied s bk 18 ih e/t
paced cnronmen.

- LETTERS OF RECOMMENDATION AND REFERENCES UPON REQUEST -
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o Resemres Generslt/ccoumts Payable Specallst.
" Manasd g o e e acing e sad s
i et o ssprcce s maicaanc of ot brsgh cgtions.
b S piemessios o e st PO
Gy ok cmpevation, b contcto 8 eyl g snd complance
+ Prceed il o medim i compy
= Respomubc o ll couts eyl ko, sl vty 1 ey corcots.

[ ———
Manasd ey s ot prcesed sk depess, e Badidcpease kg s

Relied xpeiche: admintnie suppr scotts eeabletuckup,poensbiding
imeanc ik a5 o, RS, RO g Pt i

Oustading Accomplmens
"+ Reduced coponte by, workrs compensaton i ot by one it st by
e T
- el i it o o o e o o cone 10 s
+ Rt oo compay s, by crsing oy s nd s
+ Employe of e e somtio 199304 200

MeDuancl Dogas Corprto, LongTsch, o )
e S ey ame S e tactr he B Compony srgired Mk Do Dvples
Corporsion s 17

e —

" Coineddaly gty oo effons twcen the il paaing datmens s
ey

+ Collibaed and ooerted. o e e o e ~Qualiy Sppon Teum g i the
o s e b ot 1 ¢ s i Gl

= Prtormed iy ol dts s

g o, dt procesin. s sad sswring poncs.

Feloson, CA. Contiied Eicaton, 12000
= Long esch ity ol Long sch, . Conined Ection, unic 97, 1972000
& Long Beach ity Cll g Lo Bach. CA_Asocae's Degee GenerlBusies grdoid 985

Personat
"SI Cancer Cene, Fullion,CA. il e sappor ronp ot
& SnailsPce,Foumain Vlly,CA:couchan i egoing s e
£ Elve competine mertbon, e bl b, 0400 S comptin o

e e e e
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CUSTOMER SERVICE
SENIOR CUSTOMER SPECIALIST + BILLING + CREDIT
SHIPPING & DISPATCH - INVENTORY CONTROL.

Performance Profile/Performance Summary
20! yen”ctomer snvie cxpericce with igh il solane and i fiies Oustnding
putaion o ltaiog o senic: sandels, et st edbuck Kaown 0 40 the
i i for catorners e colcguen. A dedined, i, gl 1 delne-crcned e
ode Poscmig, Conding/Bilbag e Diveilid Acomnts sprie. K1edpar wih the ity
o sy et s 2ndshins Someine, T enddevip torner s sl

Customer Service Competencics

s A S O oy 08 SR8 Dl Accmt

° Craibillng : pinReceivg + Tabloiving Acouts

7 Chb Rosonctition || 3" Enpedtig D)+ Masafictuiog o

© LoobpSwevion +  lmaoyCoatd |+ Specel Ainion Onder Ent

¢ SkeoceSipor o Toding + Cuome S Oberions

S e poeaia s O mi  Toiniog & Deelapment
HiVolume Wiiten Reports Chen Admin Orientaion

Tads Shows ©  EpoqCubms - BukOnterRepom

o omec: ¢ ReumAubotain + URSClTupr

Software Competencics

s o ¢ NebioaPeadl ¢ TofagPun

v ek v v Wondlad
Professonal Expericnce.

Edwand St I, Cranbary, NJ 2003 - Pt

Fincat supples mamfctuer
Senior Customer Service Representaive, Tvner & Team Lender

Team leadr, responsiblefor tining and motvation of . Lead customer servic mestings
e e oo g, S o nor s i,
Discount s ot contl
Onie prcenin 1nd oo eerscion it s e
P all odes s Wil Aot ot o cotorner, hroagh EDl s
A s b Specl o, Expat e
Handi cotore reqies s rdes, v Tt phose, s o, ot o s et
orir nd il e, Monitor hroagh prchasn, wir o
Ol onler procning pems: O, Nohion P Progam, Trdiog Parnes,
RetilLink, Wor, and Bl
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Veronica Kent

P

55500

Human Resources Generalisy Accounts Payable/Administrative Support
[ ey o el g

Performance Profie/Performance Summary
Top-peroming man esures ad cconss poyable osios] i onr 1Sy’ st sppot
Sepocoe Stiid Al gt of o o eares:pyvol, sy i, cvoous
o, ol e e, parbae s
St e 1 et dparncol nd compaey Sl Th ot person fo g oramasioml alh£es

Core Competncies
< Remes e— « M Soppn
* Payol rceming o laros Diwmpaces . Cullecion
* Denis dmisinnion + o Prccmng + sk Depoit
« Ok Section 125+ PO P -
+ CusomrSeie + Expene Tockig - PopenyLewes
i — « Jovmi s P

Rekions © Aviing & Complince + MowVearnd 1097
* omAEOCpm L SadbccsRepons o EnctPasing
Technology Competencies
« Widows « ComlDrGpbcs o ADP Byl T s
RNV - Digol Pt G- Aodice
- omaok * cutmoons ™ L nret Revanh
Profesions Experience

ks e e e il i s o b st and
JriT——
" Seves s upprt o Tndepemnt Sl Comtcor,ling Afni rodecs o dsibtrs
oty
 Reltd exprieces: amisisivesipon. cosomer i comacts ndpopusls e
PRy cevabe, xpene cng. ak conciaion s depose, el and et escach

Standard T Netwrks Humingon Besch CA. wa sasdadl com 19912006
Oneofh g pendnt Basincss commicaions providers e Unied St withoer 5000
xtones, owderd T2 Rt g e o vaboul vid and i comamoabions greiont
Compats b i previr f I oy sl
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Customer Service
Performance Profile/Performance Summary

Orgarized, goal riented, adept mulitasker. Sharp awareness of omissions and
inaccuracies, and prompt wih coretive acion. Slfsarier, i atucy, e ieam plyer
Professional phone manner, data entry and word procesaing, compositon of foutine
correspondence. Knovledgeable in Property, Casualty, Insurance Law, and Health
Insurenee

Professional Experience

Liberty Insurance Corporation, Chasleston, SC. 19992004
Custontn SeRvice REFRESENTATIE

Hired as data entry operator and advanced 1o customer service poston inless than &
year, Took over problem desk, which had boen nadequately handied by 2 previous
‘employees. Worked closely with underuriters, answering chent inguiries by phore or
cmail. Analyzed comples situations affecting insurance coverage. Recognized
opportunities to increase sales and advised chents when coverage was Incking in speciic
policy areas.

Key Accomplishments

During major restructuring of company resulting in 70% staff reduction, assumed more.
than tripl the normal account responsibilty, fom 450 toover 1500, while still in
rining, Simuliancously studied for insurane Lcensing course; passed exam on frst
. with score of 5.

Liberty Insurance Corporation, Charleston, SC 1997-199
Applctions procesing ot o Mutual Sty Corporation
Mbicarions Scasnen

Screened homeowrers new lines of business applicatons, verifying coverage againat
individual sato regulatons. Filled n whenever nooded for witchboard, yping. and
clerical assignments

19881990

Started as receptonist and promted shordly thereafer o handie various clerical
‘assignments in Subrogation Department. Prepared paperwork fr le with arbitration
board. Kep ubrogation ldgers up t date for auditors review:

Education
Carolina Sate Univrsity — 65 croditsin Business Administraon  1986-1988
‘American Insursnes Academy. 2000

12 weck course in Property and Casualy, Insurance Law, and Health
Insurence
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‘Senior Transportation Analyst contiued
" Sl 5% on reght paymens 57 mion) trough fotsin ubtng ansporatoniccounts

payable
- Plyed kg oeinleveraging lobal Uansperiation.customs brokerag, and eigh fovarding
ABC MANUFACTURING COMPANY, South Ridge, I 199010 1505

Corporate Transportation Manager

FullPAL scooutabity o recving,rw sl imdory. andshigping deprimerts Manoged,
propard.and sbrtied spphcaton 10U S Covarment sgencies o appeevel f mport an st
Eoiraes Heaa. wraned. 370 uparvisd st of 22 r malral ertoy. ecei. dspog, mportns,
poring, reuitary comnc, o RGN piyment Negelaed o anoged coiocs o domesic
ermatons fansparton, usoms bokes, G fowardes, andcier g sevees.

Key Achvemarts
v S500/000inimmedt e an reucc 1 e duin by more than $2 i vy
Pough it recassicaton of cormpany's imporied producs wih Unied Sates Cusioms Offce

- Insumorta i sraminin cperations. cptmarg transpetatn and toratenal acties 003
W mlemertelogl mobe o oty wih Unted Stes o ond xpor reitons.

+ Successtly cassfed products accordng o harmorized tarf schadde numbers assg0ed Exp0.
o Cassicaion Numbers. o ssured complance 0 coury o079 kg reqremarts,
NAFTA epuations, o oloaton Rdes for rmpeidan exponed mercrondse.

EDucATION

Mastor of Business Administration—Uriversty o Southern Florida (37 GPA)
Bachelor of Sciance, Finance.-The Penneyivaria State Unversty

CERTIFICATIONS

Cerifid i s Expor Complsnce e (CUSECO) erionl I Exor lasttc
e b S ot ks gt ofHomeied Secusy oo & B Pt

PROFESSIONAL AFFILIATIONS

Chaiperson Amercan Socty o Tansportion & Logtes (ASTL)
ormbar. nskeof tomal At (1)
Mamba, namasonal Compance rofssiondls Assocaion (CPA)
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Assistant Buyer

Merchandise oying Coordination
~Comsmer-comeied profioriened

Performance Profile/Performance Summary

Whelcsle Rt Bning  Infomtion Systems rouc Disibtion and Trcking
Produc Nierchanding . Vendor R Sies Ayt & Reperting
avemiony Rtemshment Ordr Abmagement Resons Markeing Campigns
emodtics Bying PromodonlCalendas Pt Launches
Enploye incenie et Mrchaniise Buying  Vender i Real Communications
Ditnbotn Sl Anayss Actouning Discrepncic
Ny Promotions St B iy

Professional Experience
London Amcrican Commodiies, Valley Stcam, New Yok 72007 resnt

A BagerSoles Anaist
et il toLombon Amerca's Do of Sale. providins sppn s of commottsbingand
e handiia e ach e s of 3 il o e e

+ Colabont it e beyes 1o fcite the ki i o e prdocts, snd dencopment of
o e, e S et e P

Msimain opcn e of commuicaton btnecn st s cam vesdrs, 104 worhosing
ot ke e o SArben 5 ol s

el el o Sxo D o Sy T n e oy el mechntis being
Sty i 450 Sinusycoploees o comple LAN dtsae mana e s,
Sols Trcking, Amalyss & Reportng.

SVBI000 fom 19781y 001 remliog o eakiicston s eioionof scouning dceponcien.
Develop e ook el prodact s by oo, dicomtimd e o forms. 354
ey e b e b 4nd Pl MosEhow 30 et
Fomubte g b 1 ek s el o e pdt vl st ks
o i 3 demosed ooy . e eI S
R oot o Sy e 1 dvchy v s s g

STEINWAY BEDDING, Woodburs, Sew Sork waom- 72007
A eyerNerdianive Cordinsor

Education
R s —) 1

SRR NN ERSITY o/ NEW S ORE e COBLESKILL

“Dedicated and conscientious.”
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INTERNATIONAL TRADE COMPLIANCE
TACTICAL MANUFACTURING OPERATIONS - NTERNATIONAL LOGISTCS - AUCATNG - GLOBAL
TRADE - TRANSSORTATION MANAGENENT

Performance Summary.

Oorted maragemes andaderp o g sgncan okl ade complance
ecomplanmars Tuer b snOYERG biain e AT obpaEtSs s mpros spertonsl
s and s expanecswikn damesc and rnasonTREALES

Ry g and amvercovs Ao gt feus compies et s s ans
Secomstin aasbros Craie PR St W Gl ok 37 TANSES P W SRR
e desred e ook 0 oty

Core Competencies.
+Sttegc Busness Paning  + Rulto,Complance & A+ Tansporaion 8 Logiice
o Negoatons st o0k Oparsions - e ragomart
“udnes Reangiasing < Recoson 803 O ianagement - Repain & Admataton

PROFESSIONAL EXPERIENCE.
INTERNATIONAL TRAE G, Satrre, MO 200010 Presen

Senior Consultant, Policy & Complianco.
Foca ot eada and savsor o Trade Complance rogram acros 120 courres. Mariain v
et et e s, ket o Doy T3S, 31 ks S st 1
e gt Crat rarial useine, SRS Spro s, e ol
proarams,and oiver 00 nded o Db cOTlnce Devlop 45 condet bt
e b amlyeen cotors. 58 e o s oo
7 acovres o o and other scant camplanc oo g tamtons
oy
+ Recopizesa ot e expert for deelopment of eros s applcasons. Aomted
S Sheaminad apraians Y etk 50 whis senomy ress ) JEue st QU
Comptance
- Canceved,dovelped.and nglamared counec oas o cressing Gioal Tace Complarce
Song aros usiess Ut 1o o wor. cuin ireda g and 1 resourco
T o sty and s o b gonc o ey eeerns

AMERICAN FREIGHT CORPORATION, Larcastar PA 1995102000
Senior Transportation Analyst

Produced Resuest for Qusators o omesc 3 fratonat resporaton, kgt fovarsers, a1

et e, ATazed b packages and aicoaed I nogolatons wh Cariersand gl

Caria Sonract Hertfascoraciv scbon it domst 1 el hgmar Supenises ans

g s saf mambers n gt compianc. pockagn oA 43 carms.and g pamert

Y ot oSl of ovr 4 e

Yoy Aemeramons:

e s st iematonlvarsrsin and gt processs rocodrcs

eaing et s of 5.3 on D et wih aruporaon o oo s
Seeesaments, impor oty i, a0 5o o eor PP
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Techneal Cotebations
ool compuy's cmpuetson b g o o e slion e e of .41
TRy s e i 0 o o o LANS s LA g

s
- B o b e iy i
- it i on f e o s e sl v,
ot e oo b e compion
Ry e i e o e s i 4 o o s ey o roegh
i i e iy o

Busines Contribations
ot o e i st oo 1 bt o st
A A AR S ——————
- Rt 1 e gy el o s s e s ol i .

1986-1988
1984-198
1o78-1983

s ol s i it i st g v s
e eion, oo o, e vl e s ol o O e nepid
T A A
AckesermentHighights
Dot . gt bl o ot oty sl 1 o
i, Deg s o Sy ey e e e s et el
P o A ————
e g, 5 e e A T A ek i
ey
EDUCATION & TRAINING.
S, e Podcton, R el B, M, 974
Contang icuon i R B rsion, 1954 - 99
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MULTIMEDIA MANAGEENT

Mulimedia Communications & Producton ¢ MIS Mangement
“Arare combiation of echoloey manasementand creave mlinedi 5™

Performance Review

oty et et s . e oo i i v o s
e e g st et oo O o o s s S
e et i ot

e e s i b eyt R e e e <
T e et e 3 P 4 e oo+ b

MIS Capabiles

) B et - oot Ana + Srmege Paming

b et e © Sy Vs

i PR I Dy * Tocomlurnin

O Mk L Ve Sty © Nortow Ao

D Tebngdomion Syl © Tyl

L Py © i i * o s
Maltimedi Management Capabiies:

P © o e .

eyt & Gt D © Moot i

© Cop Commieni § oo Tom s Maimeis o

+ g + Ve o o,

o St R =4

PROFESSIONAL EXPERIENCE.

LaRoch Ivestments, In. Los Aneles,CA 1989 - preset
VICE PRESIDENT OF MIS. 2000 Preenc
ASSISTANT VICE PRESIDENT OF IT/CORPORATE COMMUNICATIONS 1995 2000
CORPORATE COMMUNICATIONS OFFICER 1991 1998
ASOCIATE 1989 1991

bty g s o s e s S US s o e s il
e e e o, i i o e Tt R 8 7.
s i it o e i e g
e o o s e g mpenca, b sen ot
= e el ey A el oy 2
ey ey

e T e e b e, et e e
e iy i ety
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e inence Ben Solee. 55 Chemic Enginering
Morgan, CA 95037 (408)555:3219  streamine@amertech com

Operations Management
Information Technology - Process Improvement - Financial Services
From et theChiets il Technlogy Todoy
“TIe company Presden wantd o el Someons who undrsood ot ony computers ut
55 bsiness anteopks - 8 mansgement ve sader who cod i e changes [0 ho 1.
o cssi coneatats sk sur e corpanys hocs poskoned 0 oD
They Hrea Bon
Portormance ProfiPertormance Summary.

Opratons MarsgumntExecutveuah s ackrous n peaiors, b dvement
oo ety Sal A o depmo caras rutsgeTA: Srome Tansse e 308
irarund shotors i 3 378 oo tons e e, Aes s e

e Boropmint Tuwrounts

iy Siatogic Mances

“Smepe Funang o ot
e iy s ey

Professional Experience

AT 47— Furt, CANavosh s T - organ, CA 156810 Prosa
Pt MammtPrsess rpropeed B
At Conutans, o - tan A 1508101998
ioNhe Presidentof Gprains & Technology
Rosoute aragamartGrop, o~ Tarin A 1005101008
e resdam e Admasrsiv Semices
Nortwastan s - o, A 1503101398
Blsiners Wansgegen
Aope Computehatng & SoicesOvion - Long B, OA 102101990
Proct MansgerSysiems Endines

Education & Training

kst of St Cafori - Los e, CA
B i Finane & Mackeing + B echarica Enginering

Prfesions Cantesuns: Amrcan Socyof Parsion Acsrs ERISACansutrg
s (Compiad o e, ok paion 1 cmpany ey o o on 5 3)
e Ropsarat,Saies § £ 65 L & Doy Leorst
o ol Papoes Cosaes, UCLA (G o cuvss)

Communty Leasersip
A e, Unvorsy o Sdoar Caor - Lot Angoie, CA (19851 Prosar)
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Marketing and Events Planner contned

+ For Morcy Haath, Ined up stmulaing chidren's snertainment musicians and arsans,
ood and healthsczeening vendors anc launched rect ml campoign o e Mery Hoath
Plan members, resuting i an impressive GO0 person mout Located reatve feam o
design mascat Parcy’s haracte costume.

+ Organized snd aunched a gely uccossiu Whte Glove Car Wosh chary grand
apering oven,and donatod  porion of e proceeds o the Mok 8 Wieh Foundatn.

Mult Modia Marketing Srategist
'+ Crestod o Magistar pubiccorprate sty including e markeing anguage on e
corporate websie, rade show parbcipaton sategy, and pulc relatons presenaions
& Estabished song raoportwith THC Labs edor who agreed o conductan extensive
productevalaton and tesig, esuSng i arave procuc eviw for Mogistar 1 ho
Ttomet Tioghony.

Gied Leader
Developed  tumkey fundaisingproram forimmediae oine lent use complete with &
fundcasing mico-ste, ndrasing sajes and pricng procedure, and tanng andsaes support
motarial Such s crps and FAGS

mproved e voure and cuaity of affc 1 Acteaca chent web st rom search ngines
Vi natural®seach esuls, 51 he esuling orin rank, and mproving hl chck Tough
nombers

Professional Experience

THE RIVER BANK GROUP - Reston VA 2001 - Present
Marketing Consultant

MAGSTAR  Reston VA 19992001
Director, Brand Marketing

NATIONS BANKIBARNETT BANK, ING - Jacksonvie FL 1997 - 1988

Advertsing Projct Hanager
URBAN DESIGN, INC - Prdade PA 1994 1995
Director of Marketing

Education
MBA Marketng Communications 200

Phosnix

Onin Faculy st UNIVERSITY OF PHOENIX 2002 prosent

Deveiop and devr onine undergrsduate courses in Marketng Integrated Marketng
Commnicatns, Managament and Organizatonal Behavicr.

Excollont professional reevences avalable.
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Certifications and Professional Development
Court of Master Sommelers, Nopo, CA
Maser Sommelicr, 2006

Interational Sommelier Guild, Grand biond, NY.
“Somynlicr Diploma Program. 1996
“Wine Fdmensels Crifcat, Level I, 1996
“Wine Fudmentas Crifcat, Lewel . 1995

SommelierSocey of America, New York, NY
Vil Cour:

“Caberns Sauvignon, 2009
“Souvinen Blan, 2008
“Chardonniy, 2007
“Merr, 2006
“Sangiove, 2005
“Srah 2004
“Pinat Noi 2003
Rieding, 1999

Professional Members
Asaciation de I Sommellere Inernasionale (AS1)
e, 1998 Prckns

The Sommlier Socity o America
e, 1996- Prat

“Ldliver a gy s, dee lenoedg, dedication, and diplomac.”

Page2
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W 103 St 1435 Waingon, SF 4155552323 winctgclasdbencom

Master Sommelier
Tt love i heping men and womeof diinceion rste memaric
1o camy with them hrough he s

Professional Experise

> Exprte in all aspects o wine, including egionsof e world nd thei prodcts, rape
varesls,frifcd s, methods of dillion, inernations wine Lo, cgo prodiction,
stonse and handing

> Manage wine inseiory avesgingovr 12,000 bosls, woth 35,500,000,

> Supervise and pronally i seffof 25 sommelcrs and wine sewrds i pirin wines
with cuiine, proentition of wine, bandic iguears, and cigas, andselction,
preparasion, and placement of sseare

> Coondinte wine ating cvnts and wirical s

> Supervisc and i wine tewards i el aspes of wine prectaton, paring with cusine,
ond lasaare elecrion and plcemens

- Auist et nselcion of wics, bavdic, ligsesrs, and g, property preset and
dcans wines, and el and place temwre.

Sommelier Extraordinaire
' Wine Reions  Grape Variesls ¢ Forefed Wines
 Diilion Method: ¥ Wine Law  Storge & Handing
 Win Pairing  Wine  Wine Tasing Events
 Superiseand Trsin ¥ Sekes &Place ¥ Wi imventory $5.5 millon
 Proent & Decant Variul Sominars ¥ Brandie
< Liguews  Wine Sclection ¢ Cigar Sionage & Handiing

Professional Expericnce

Pledmonrs by e Bay, Som Francisc, CA Sipe 2006 - Procns.
Mastr Sommelcr

Bordeus Stk Hows, New York NY. Dec 1994 - 51 1999

Sommelicr May 1996 Jun 1999

Lead Wine Steward Dec 1994~ May 1996
Education

Columbia Universiy, New York, N May 1994

BA. Food Hitory

r——
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Performance Profile/Performance Summary
20+ year track recond driving revenue growth and market share. °C” leve relatonship
bulder. Delfverssrong and sustainable revenue gans. Increass business unit performanece,
‘and egotiate the deal that guarante sucss.

Contracts with

> Xerox » DS > via > Bankof America
% Microsot > onde > Nortel > Lockhood Martn
> Bocing > Nowdstom > Py > Morgan Stankey
> TheGap > sun > A > Apple

Core Competencie
¢ SwvgcPlming ¢ ProdoctMansgement . MarketProductSrteies
7 Gl Practics 7 ConractNegoistons ¢ Global Accot Managerent
7 G 7 SeesManagumet 7 Procss Re<nginerng
7 RelecChanncs ¥ Pricing ool 7 Gla AccountDevlopment
7 il Repowibly ¥ Pacaging 7 Product Resngicering.
7 Budges 7 Mk Sy 7 Acqiton anagemest
7 Nutomidccouns ¥ HandsonSuie 7 Bosinss Uit Re-cninscig
7 NREBaa Dbt 7 Bosines Doeoprmcnt © Lint Account Recovery
7 Gonracs 7 Program Deveopment# nteaaionl Makens

7 Recrutment & Sclction

Accomplishments

- Conceived and cooninate e ol accout management process g market har rom 7% 10
100% ad revene o $230,000 0 6 per oath, Fit e paid errtions conract,showed
Company 1o et o tcmation) ket schicing 81+ o n revenues

- Businss it tamaround, sucestlly recvering 0% of st ccounts phus e busiess 0
{ncrese revenc by . millon intho st 12 months

. Revitalzd dyin prodoct with ntrnationsl Reslr Channe, xtended prcdct e by 2 yers.

+ Designd and implermentd Naional Accouts Program. Incresed evene from 123110 $27M per
month,

+ Lod th company's e echiologes marketdevelopment VPN, Web Hostin)scaring slsn
excssof 16 wihin 6 months.

Professional Experience
‘Softare Company. . Phiadelpin PA° 2006 - Present
Vice Fresident, Business Developraent and Aliances
+ Recruited o drive heprodct development process and expand marke reach through the.
mplrscotstion of a mertons sl chanoc and et b llances.
+ Negtnted conrats with Pl Xero,ero,Accature, od LocKbed Marti captri $10M i
ot v,
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Directorof Homan Resourees coninacd
R e ——
+ Avsomed esposibiyfo all ccouning activies, scloding AR AP, G and PR
prcedars
+ Anslyzod o o for o mgement v
Prodctia Vot Fund Servces, ison, NI 1911995
Leader/Adjustment Anaiyst

Merslynch AssetVamagemen Plinshoro, NJ 1861991
Adjusment Ansst

Education and Training

155 Human Resourees Marsgemnt Anicipstd gradstion 201
Rider Unmery o ey

Rider Univenit, Liwtnceville N3 s in fosnce andcommere 105
Corprte seninrs i fangementand man Resourees cncompasing g ssus, e,
Compeniaion, 3 beein admiiion

Member, SHRM ~ ) Chaptr
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Benefits Administration
+ Communicat withll emploees Fecping them informed f th fll Amcrcan List Covnsel
i, Exete roduction of annel Emloyes Bt Ssement.
- Dusign et andimplement sl v beneits admnisiruion rograms. Laprinced i et-up
and maitcnance of 01 hans. Kol o ecarching and decsions rgarding s
Nt pockages.
+ Pt cost s ging s kg and it p prcists bl o
+ Crste and provids cmployees wit sl etrs ad e sty paperwork. Sevs o8
om0 b poviers
raining and Development
Work wilhcachdeprtent n devcoping sl aiing programs reuied fo cach postion.
Avist i prepring siing el 0 soport departentl s
= Duxelopand implement aining progrs o encrl bsiness functons ncding bsic:
Witing s ot b elion.

- Prpare amslWdgetin nfoemsion egadin sining progams ad prsent policy
ecommendations e Direter

MARKET RESEARCH CORPORATION, Cranbury, \J 202200

Administrative Dinctor/Offce Manager
Responsilis ncludd peparation o dpormetal bt and iin and aiingof 10+ emploes.
Purformed compli offic, prchasing for e facly
- iplemnted a cutomired computer deshus hat osiord sl expesss o s
epmsentives nd esecutive. The syl sk petinct sccoun ot nd B s
informatio. Prored o, nefaced Wi management egading suggestions o budgeted
veeus sl exposes.
- ottt ne picis and procodore o e h i sl focergaling porchasing and
imimrsive osedes.
+ Cooimtod s deprimenal move 1 argr il workedcosely with neriorspc
Panecrs nd desigaers.

HLTech Soins ., Cranbary, NJ 19952001
Director o Human Resourees
ety o s eing e i i s,
Penbi, mtance, (AIng. persome labons o etng.und

- ncsigatd nd noited el nsurane and b beneis cocrage:

- Al and procuredsppropeis

- it profssons bsiness sticesandmansgement o organize l apects o ffice:
operaon.

- Rescachod and ecommended urchase of computcrs and spropriste sfte 0t il
i el o

moranceconeagefor all v of ity
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Human Resources Management

Performance Profile/Performance Summary

Decicted sesult-iotod manag with th bl bt appeeta il e, Succseol ek eced
of modvaing cmplosee t achene mamu perfomanc nd incrsse bt ine ot el
\rming prograns el o crcaed produciviy and alce omovation. Expencnced upervior and
mliakr who cnjos working i st paced chalcging e ronment

Professional Skills

Recrutment Recitment Advertsing. Counsling Couching
Adminisstion Fployee Reltions Compenstion
Conerge Departmental Budges Sociel Networking.

Traning & Devclopment  Ofice Relocuion Recrutr Reltons

Mulipl Loctions Tring Progeams Corporate Socil Exens

ARARGLEPR Mol Tasking Dutatue Adminisiation

Sysems Computrizion  Disiplinary Acions el & Welare

oSt ae Toerviews Polices & Procedures

Salry Review Administation Hasdware & Software Slction  Office Adniistraton

Professional Experience

AMERICAN LIST SERVICE, Picelon, NJ Headuarers B e

Director Human Resources

Responsitle for l ecnitmen, g, and tenfits adiistrion aspecs of human resoures o
ol conporaton Tl et o st o oerstion and e s Rscncen foctions
o includ responsiltes i hre other sl ocatons: New Hampaie, New Vork and Cafomi

- Diectall eciting operatons; et b desiptonsand nimal jb postings. It o
ffers. Mot con of vl vertin s coploymen 3gency wage

- Cret,implement, andeforc thepoliies nd procedres o forrs dicplinry acions and
it

+ B exitinerviows d it Nring mansges ithhenan fesoure uncion i e
respecive dparments

- Compuerized aman rsouts of s systms o cahancs productivity and ol datahse
admmiion

- Diect mploye relations. eslth,and welfre programs. Counsel sl from exccutie esls 1
crry.level sl Travlt el oo 1 et uman esouree foctons.

Contioued





OEBPS/images/275-1.jpg
Relrnces st n st





OEBPS/images/274-1.jpg
WARD BUKOWSKI.
Home 769557 Col 195549 - ooamartsGcment e

Core Compatencies
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Mastor Planning Supervisor 19962001

Estabisned uies procedures, tools, and et move plant fom protatype o volume
produchon: Managed master scheding o e programs aswellas work collmaeral
Managemant and metics. Key achons 4nd sccompiamns ncsted e folownd
- Achived smooth ranser o $30% milion rogram another facily Brough detaied
matoral raraacsons and panning.
- Roduced oxcoss imentory by $400.000 and ncreased inveniry s 20%.
- Orgnaly armed pomaten o Waser Planner posson witin oss han a year.

Previous positions: Maste Planner Accountg Nansger

Peterson Laminate Systems, Phoenix, AZ 1957-1008
Production/Scheduling/inventory Manager

Served 35 a mombor of Plant Leadersip Team an s High Porformance Work Team coach fr
Shiping Goparmant Addona acions and aczamplhmerss nciuded o Glowing
B arcpsod n Kaizon ventnat pomoted conios mprovemant and oemnaten of
Wasto by niting changes atncuded oducng roduct vl fom 5000 02,000 et
+ Contibuted o $500 00D eniry reducton and S6% on-Sma shpping record

EDUCATION, AFFILIATIONS & CERTIFICATIONS.

Master of Business Administation-Finance & General Management:
Boston Uniersty, Boson. WA

Bachelor of Science-Accounting

Norheasto Unersdy, Bosion MA

Professional Afflations
Momber, American Producton & Inverory Contol Sociey

Cortifcations.

‘ertfed in Production & Inventory Management (CPIM): caed iness than e year
‘Cerifed Supply Chain Professional (CSCP: eamed i loss nan & morehs

Application Compotencies.
‘Rccess Vis, SAP, ERP Word, Excl (nluding pvot abls and macros), PowerPaint o

Exemplaryprfessionsland prsonal efrencos avalabe o request
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Online and Brand Marketing Communications

Performance Summary
20+ yoars expaionce n brand marketng ntomatonal corporat,and eopeanaurialctres
Pracical promansanig $le, 3nd & oo el of xpennce 1 heet o chatinges of i st
paced furcton
Promettaning ard managormantexperianc in g st scararios whar fakure s notan
pon and o wromd docaion o davr subsantal centoss.
4 Consulatue approach to assesschont paods and provide ke soutons and
programs tnt meetsvateg ges.
+ Sratage businesssanse,an uncompromising workathc, and  buming dese o rete
consistonty successtl ket olsions.
+ Loyl suppor fom clen'.parners, managers, and busness owners.
+ Doop exporisn i branding, managemant and posioning productnes.
4 Warketng messages at dre revenue and bing unus proces sones” o e
communty
o WEA- Narkstg

Core Skills
4 Branding  Nosds Assesamont ¢ Product Posiionng
7 Prodot s 7 Sestego Rotous | Erand Davelopmant
7 Brand Creatin  Projectpanning ¥ Veda Rolatons
7 Brand Eombiahmert  / Soes & Pring ¥ Invesior Sourong.
 Triing Natarias 7 Saietatrale 7 sio
7 Evont Parning 7 EvenPromotion ¥ Charty Fundrasars
7 Socal Nowarkng 7 Dsarceloamng Marcomm

Performance Highlights
Communications

4" Buita packaged employes commaricaton sategicolut pan o Morigomery Gonera
Hogpal prinred o soior iomai R eadarsand drocad unch Uoar o new
plapes subscrpionbanel (PepPods,anarin emerGency reparedness
Dersonai horma record sysem)

+ Sourcod andsacurea  $1 mion ivesborfor Zigzag et Marketed o learming
managerment system t ity an aw arfrcament rfessonai.

o For Naons Bank, developed an msrscve Kok concspt o banking clens 0 rscsive
st procuctan serve nformation dug peak porads. Praised by cusomers
Patormice durng oot

Marketing and Events Planner

'+ Crostad and launcha o AT o Mors Excuses” msimacia cal shone campaign. o

most successil January campaignin company hiry 2
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BSKS Headquarters, New York, NY 1983 - 1986
National Account Management

Negoiated and implemente th agest state gvernment equipmentcontract, vlued at 201,
- Named to Management Development Program (op 2% ofll management personnc),
recogaind fo sperior execativeand eadrshp ptetial
Education
Bachelor of Arts, New York Universy.

Career Development: Intensive 18-week BSSS account managerment an procdc raiiog semiar

“Lknow business,  kaow peopl,and beleve I' etting the han of sules too.”
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~ Mamaged e recgointonof tw xs g iancs that il the company et $21 over
e

 Eitablhed s new echnsogy eationdip it Open Tex,extendin he company'sresch nhe
e Seienes marke.

InerstonlTeocom, In. Nashile TV
Regional Vice President Nations Accounts

[ —
i o oo

Promoed o managethe Wester US s of 199 ses and support saff (5 dict eerts) nd
nese 3 ol o
" amaged and negtaed $750M i contacs,inclcing Bo, Ve, Micrsot, The G, Sen,
Apie Orace AID,and Nordstrom. Grew ke sare fom s than 1% 10 45% 1 5

+ Reragd 122 of reven gt cach yer
ABCTelecom, Inc. Los Atos CA 1992 - 1995
Branch Mansger

Recried 0 groe ad mange the Bk of Arerisacva, sl ading  tcam o 39 cos-
Honcions s
e annu e d e fom 83,63 0§80 within (v years atani 100N market
- Sheded et e s s AR ity it $ 400, sl oo,

e enie Bark o Armrc network 0 ABC et 6 i whl i 100%
o o

BSSS,San Francisc, CA- 1986 - 1992
Field Distret Manager
Consistently exconded qusa,aeragin 12, mde President's I eveyyear while sl ls
gement posns.

A sl membes o the Prsient f BSAS InformtonSystems, s responsble o revene

‘s ol tioal et wet f e s, 477 200 secoun,
Shicing 1% of e rvense
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PUBLICATIONS —continued

' Samuel Harengton, Roter W Laing s Das L. Cosper DNA Figyrpeining of e
BactorilLsein g Degemeric RAPD Prices (D RAPD. PCR Methos o Apicaton. 425
2180005,

> Semuel Hareington, Carl A Sanscr, Devid W. Kopp, David . Coopr and Joo A B &
o it et for Gauche Disceae sl for e i PCR Methods ad Applctons,
1015 1000,

> DivL Conper, SammuelHarimgton. Ml Dingis: e and sy pplcation
Guachcr e, GaacherClicl Perpectives 1 9151009,

PRESENTATIONS—a portiol it
' Samuel Harrington and Kt Marschoe. A e, two o st o Dot petusis g the
‘SuariCycler 07 Goers Mecting o the Amercan Society o Micobilagy (AN, Washington,

D, My 205

> Semuel Harrington. cnions of DA Pyt Techngcs” Five 1 sior 2
‘wecklong workabops presced st the Uiy of o i, 1657 heorgh 206

> Semuel Harrngton and Denise Bolon. “Deelopment of  dpls et RTFCR (st or
‘Suredlane o West i and Exser i Enceplals vinwes i te SuariCycle 1020
Generl Mt ofthe Aerian Socityfor crobsclogy (ASM), Sl Lake iy U, iy 212

5 DK Vooshin, AN, Pasculle, S Keystofin, S, Harrington s .. Wi, “Nowocmsl
Lestonmin's e exploso oubreak flloing ntrration of by lorion”
Inerscence Confrenceon Antmicrobil Agents and Chemotheraps, Sn Francisco,CA, Octoler
I

5. Harsngton. Genetc Menticaon echnoogis: PO and DNA fngerprining” Second UN.
Spormored Conferenc o the Prspecivesof Boechnology i Arb Countrien, Ao, orb,
Varch 010

 Bal, . Harrington, . Youot, A Jara, L, Hots, 1. Majeed,H.ad Beibhar, K. “epressed
phoprolyphcrtiv responecs i i o difre rplococeal ephopea i pakots ih chronc
hcumatid et disease” Confernce o nfctious Disases n Deseloping Countrc, Kt O,

PROFESSIONAL AFFILIATIONS
Meier, Amoctinforokecube Py P
Merber American Societyfor Mictobaos

Meier Counloflakbcare Abors Geson Lk Groa
Conmatant, INTOTA Corporaton
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Rescarch Projects & Key Accomplishments
it s he oy ol g K, e ey s s g isson
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T

Universityof Vigiia, Hampton, VA prr—
Depevimentof Micrbiohs

ADJUNCT ASSOCIATE PROFESSOR

Serv i comslling ol s ot bt e xper. Led presiations o focoly sl
koMot o e 1 ol g, pt: bl ot b e Pl
o o e s Tt 0 RO ROFTRAI

Florida State Usiversiy, Talahasse, L. st
RESEARCH ASSOCIATE.

Superisd e skt o egh rgrlisi coursowork ety Worked it e
sty onproes.

Kawait Univrsty Facaty of Modicne, Jabrys, Kuwatt

wEcTuRER
P chesen e nestory it i i o ekl s
st et i it e wilh o o et e

EDUCATION
D Medie lochemitey, West i Ut Norutore, WY, 1653
SIS Blochemistr, D Uy, Pisbrgh, P, 1970
.5 Blochemistey, Kt Unersty, Ky, K, 1977

" Samuc Harrington. MokcinsDisgroticnof o D Sne o e Tkl
Dltechiogy An

> Sumue Hareington, bert Lnning, Dav Cooper ephd detction o el C s i s
e b b capllany lectophoret. Nl A Hectephorets Springer b Mo,
Dictma Tt (), Sprnger Vo, Heblelert (1965)

» Sumue Harrington, Willam Prcol, Roert L, Dy McDevit, D Cooper. Typing of
e —————ri
P, 4041 (1985

> John . Borraer, i i, Samuel Hareagton, Caro Soir, Teodore i, Dkt
Cooper Eymatic and Molocolar Diagnosts of G D i Laborstcn Modkcne, 15
h sors o,
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Professional References

LendSiwae Arcites 2008 w Premt.
NOBILE APPLICATIONS, SALT LAKE CITY, UT

Designed and developed iPhone applicaion, LogMies, for commercil ransporacon
industy

Refercnce: James Trautman, VP

Profesionsl Relonship—lmmediate supervsor

VP Infomaion Techology
SALT LAKE FEDERAL SAVINGS BANK, SALT LAKE CITY, UT 2003 0 2008

Led technology department and crested tec srtegy for bank. Technology infrasrucure,
including migration stregics for sccounting and losn orginaion sysecs.

Reference: Rence Monigne, Presdent

Profesionsl Relionship—lmmedintc supervisor

Softwars Deeoper
NORTGAGE PORTFOLIO SERVICES DALLAS, X 1999102008
Designed, developed, 0d deployed mortgage lock placorm using CGl and Cos.
Reference: Cory Flinuof, Prosident
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‘Aesthetician

PERFORMANCE PROFILEPERFORMANCE SUMMARY.
Anexpeienced, sae-censed profesionl, experinced i service-diven, ea-ceered spa
exvionments.Consstenly exceeds client expectaions eogaized o g, sooding tooch 1nd

a plasant s,
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EpUCATION
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Acsthetican
NITA FOSHEE, Costa Mess, CA 2001200
Acsthetican

PROFESSIONAL TRAINING
& ViaminThenpy % Wellcss Therspies . Evropea Skin Care Techiques

< Hesth % Arensierapy & Prescapive Resilng.
< Body Theapy
PROFESSIONAL EXPERIENCE

HUDSON WILLIAMS DAY SPA. Pam Speings, CA| 20032009
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Material Handler

Professional Profile
20 years of experience handing materls: purchasing, inventory _contd,and.
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Reorganzed and set p effciet stock room.
Professional Experience

Columbi Sportswear  Partand, Oregon 15982000

Inbound Auditor/Quality Control

O Martis Al + Pordand, regon 19961998

Warshouse Tech; Quality Control

Markiir Bres, In. « Anchoage, Aska 19931995

Purchasing Agent

Aaska Aiines « nchorage, Alska 15911993

Liaison for Tnventory Management by Alaska Aines

Amerca WestArines » Phoens, Anone 1995

Records Clerk

Stateswest Arines ~ USAIR Bxpress « hoeni, Arzons 15801551

Purchasing Manager/ Warranty Administrator/Inventory Control
Education and Trainining
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Ames Deparcment Stores, Boston, MA| 19942002

Manager (Stock and Display)
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‘o Incrsed prfi thugh efctive duplays and merchandiing.

o Improved operaions thiough vl spervin dly sl asigoncc.

Beantown Gift, Boston, MA 19911994

Stock/Inventory Manager
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Professional Performance Commentaries
on
Liane McDonald
215.555.1237 » coolband@sheglohsl.com

From last four years of annual performance appraisal reviews

“Liane siands out in her ariention 10 the muances of a complex operational
infrastructure. Strong communication skills, tuned analyiical mind. and a
team player.

“She proaciively seeks out seminars and webinars hat keep her professional
awareness on the culting edge.”

“Uf there’s a problem, Liane is always the first 10 siep up.”

‘A by-the-book 1ype of employee, professional in her dealings with vendors
and employees.”

“Ademonsirated abiliry 10 mulitask and manage her time effectively based
on departmental priorities. Unusual abiliy 1o make informed decisions on
the details based on the imperatives of the big picture.

~ Elizabeth Myerson, VP Operations and immediate supervisor
From annual performance appraisal reviews at prior employer
Liane has proven herself adept ai accomplishing tasks with individuals

throughout the company. She iakes care 10 clarifyissues and expeciations
Jor delegated tasks.”

“Always ready 10 accep responsibiliry.”
“Willing 10 work on projects that may o lie directly i her job.
responsibilities, but which impact the overall productivity of the
department.”

Hardvwork

etlical, and even-tempered.”

~ Scott Driscoll, Dircctor Operations and immediate supervisor





OEBPS/images/p40-03.jpg





OEBPS/images/p40-02.jpg





OEBPS/images/p39-03.jpg





OEBPS/images/p39-02.jpg





OEBPS/images/p39-01.jpg
Name of Organization (include city/state or chapter):.

Leadership Roles Held:

Name of Organization (include city/state or chapter):

Leadership Roles Held:

Name of Organization (include city/state or chapter):

Leadership Roles Held:

Name of Organization (include citylstate o chapter):

Leadership Roles Held:






OEBPS/images/p38-05.jpg
Name of Organization (include city/state or chapter):.

Leadership Roles Held:

Name of Organization (include citylsate or chapter):

Leadership Roles Held:






OEBPS/images/p38-04.jpg





OEBPS/images/p38-03.jpg





OEBPS/images/p38-02.jpg





OEBPS/images/p38-01.jpg
Course Name:

Completion Date: Duration:
Certification Obrained: Location of Training:
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Extracurricular Activities (include leadership, sports, study abroad, etc.):

Name of College/Univ:

City/State:
Degree Obtained (i, BS, BA, MBA, AA): — Year Completed:
Major:. Minor:

Overall GPA: GPA in Major:

Honors (include scholarships):

lar Activities (include leadership, sports, study abroad, etc):
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Name (exactly as wanted on resume):

Address:

: State: Zip:
Home Phone: Mobile:

E-mail:

Are you willing to relocate? Yes ()No ()

Are you willing to travel? Yes( )No( )
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Year | Projection Sales Percentage
2011 | $240,000 $425,000 177%
2010 |$90,000 $106,200 128%
2009 | $102,000 $114,000 121%
2008 | $114,000 $123,120 7%
2007__| $185,000 192,816 109%
2006 | $120,000 $121,000 102%
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Chantile Fausett
5001 Vil » Brentwood, New York 11717 (531) 555.2233 « ERNuncétmod st
CLINICAL NURSE ASSISTANT
ER...Shock/Trauma...Immediate Care... Trage

Performance Profile/Performance Summary

v years experience a  Clnical Nore Assstant i ER, Shock/Traums, Inmediste Cre,and

= Mainnin sirongobsevation,asesmen,and iercnon skills ssntil 0 proiding comptent
ten o

 Advocse fo i/l ghtss ey commicae  paientsnecds and concs o
e s

« Hardworking and cnrseic:adspt casl 0 chang, sl cnvioments, and flexble work
hedhir

Education
Westen Communiy Collge, Brentwond, NY 2007-Prsen
Libera Ar Pogran with s oncentain n Norsing

Courevonk: Ansomy i Posiloy. Chemir.Foycholoy, Sociology. S

NorthBreatwond Schol of Nusing, Brctwaod, NY 2006
Climeat Awstam Sy Uperde Progrim.

Licenses & Certifications
New York Sse e Cical Nuse Awistant 202
Bk EXG and Picotomy

Professional Experience

Norh Brentwood Hotpia, Brentwood, New York SO1-Prsent

Clinieal Nurse Assistant

= Workwilh e f ares an physicon hroughon Emerency Roos, ShockTrae,
It Care,and Trage departmnts forBrentwod Hospione o he oly Lol |
Tauma hospialsonLong san.

= Carefo up 0 200 ot o it wthina 29-bd Emergency Room Unit and fo paicats
in’bd Trauma Unt: st il ntubing of paiat, e support sy s, and gnera
post ot pocedure,

 Provde it pticn car n area f vt signs, plebsomy. EKGs, retment of sl
ounds, gypeedogicalcxuminations, AciviesofDuly Livin, ad paint tansporton
within e hosp.

= Prearepucns for rasfer ol e e i, denonstrin gk inking skl and
ity o molitsk whie remsining focusedand i derpresore.

= Underth dirction o the aff e, perfor il assessmcats ofptents pon adision
o'Triage i, st  Plaof Cae for s,
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CitylStats —_ Dates of cmployments
Your acual job i
Your functional/working job title if different from actual ticle:
Titl of person you report to:
Number of people you supervise:
Their titles or functions:

Bricfly describe the sz of the organization (volume produced: revenues: number of employees
local, national, or international, ecc):

What do they do, make, or sell?

Where do they rank in their industry in terms of their competicors?
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Paulina Rodriquez
‘COA,EFOA, PR corfiod
Wit Rock, AR 72201 501.565.2384 ootaiy@solcom
DenTaL AssisTANT
Onat SuncErY« PEROBONTES - EXGORONTIES » ORTHGDONTCS
“Profesionl poised,calm and competent”

Performance Summary
Siiled. energotc, and flexble, wih experience in 4-handed dentsiry. radoogy.
strizaton, aboratory. and clfce dutes. Adept al_earmig patnts’ (st and
Confidence Demonsirated i and commimont, and a proven asset 10 Growig
practce.

Core Danta Skils

' +tandd Dty » ecton ol » ProwrsiraCon
» ot Supaacion > Coelnpreiors > Emorgncy T
» RootCons - Dspescxms . Vnmon Sckzaion
> [ > Rogoeny

> - spies [ —

Chairside Experience

Proparo patonts fo pocodures — onsurs comfor and dovelop st caim disrossad

patlnt: nskruc patents n postopersive and genera oral s cae: take and racord

modcalsnd Gontal hstores.

‘Oversce ceaniness of cperatoris and nsruments: ensure saelsantary condiions

using atocive,ultasound,and ry ot nsrumen serzaton

+ Propare tay sotups for dentl procadures. Obtain dental ecords pro o
apponiment.

+ Rssit dontist it extactons,Allngs, and seaants. Take asts and impressions fr
prosthtcs/restorations.

Laboratory Exporionco.

= Propare mateils for mprossions and estoatons.
© Pour models and mak casts.
* Expose radiographs and process Xray fn.
Offico Experionce.
‘Grea ptients; arrange and conirm appainiments; keep vrestmant ecorss.

© Ordor donal supples and maieria: maitan tock i accordance wih bucgets
+ Develop and document olies and procedures. Shre best prctices it taf.

Professional History

. George Rose, Lite Rock Sanuary 2002 - Present
Chairside Assistant
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Chantile Fausew 6315552233 ERNurse@medner  Page 2

Cliical Nurse Assistant continued

+ Asistonopedicphysicians ith slning. casin, postning, and st upof tractions.

+ Closely monior and eport chnges i paticats”condiions and malfunctionin of medics guipment.

¢ Prcep e CNAS xerising song lesdeship skl bty o prioize snd delegae signens,

+ Prpur and maiainsoiary condidons of patins’ ooms i fll omplince with egultory
et

+ Workedsongsde pharmacists a Brentwood Hospitaland One Way Pharmocy, overecing he
countin,veriicaton nd Iggin ofphamscect fothe e of 200-35 daly presptios.

+ Provided costomersrvice,procesed payments, nd coondintedpckups, drop-afs, 4

Prior Posilons at Bentwood

Hospital Attendant; Pharmacist Assistant_Evesig Nigh s
Proidedexcelene incstomerservice. rcesed pyments. and corasted pickups,
oot and e,

One Way Phamnacy. West i, MY o100
Pharmacist Asiiant
Safeway Transpoation. . NY P

Customer Service Representative
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Jennifer Black
(212) s55-3253

s Baresscon
T2k e S

VEDTCAL ASSTSTANT

Trage nsctors [—
Madkal Termackay Prassomy  Cran Uposing

Paser TS 1o CFT Goary
Dosage Cacions ToconContol  Ionoance Gars
Sarltan pocedyes Urnayes i —
Bora Sraar s bona Toss Hamsioart. oo

L e Cperston e ety

PatontCare
MG e ptonswi compie. syt sses o e s

T Bt oot ducaion o) conrin St ssessan nd rancy eciases

e el i b -]

s e iy

o —
o co o b recoveng ottt ccats  xces f 100000

Inieseadacricy o pvan o v 4 oo e bant o sht
Ereeties S et s e s eponsn wih e S 08 manageant el

e emporees

Computr it
i ———
© Conon s
© e R g Ml Manoger a0t GretPlans

EsvcaTion
Collegeof ModialCarours, San i, CA 207
Vit Stk oo Vacharan
High Senos, Atentoun, A o
Do - Scance Enpross

g Sl Bokheupar. Modal Assta1arous —danaandSamesa PA) 16992007
Vil Rssstas (e et O Sa1 g o
Lo mmincde G ot (s amiped - Aionn,PA) ey

RR——
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O Goorge Rose, Litte Rock Jan 2002 - Prosont
Chalrside Assistant

. Victora Mercer, Litt Rock Sopt 2001 - Doc 2001
Student IntomiChar-side Assistant

. John Man, Lt Rock Octaber 2001

‘Student IntomiNirous OxidolOxygen Administration

Education
B.8.A Unvorsty o Tacoma, Tacoma, WA May 1990
Professional Development
American Red Cross 20022004
> GPR Certfcation - Adut, Ifant, and Chid
ADA Continving Education Recognition Program 2003
 Tooth Bleaching, Home Study Educalors
Litie Rock Community College. 2002
» Certied Dental Asistant
University of Arkansas School o Dentistry 2002
> Expanded Functon Dental Assistant (EFDA)
> Schustor Contor for Professional Dovalopment 20012004
» Colorado Radilogy Crtiication 2001
> Nirous OxidelOxygen Adminitration Certfcaton 2001
> Photocopier Tachrician Certicaton 1093
ADA Midwinter Dental Conventions. 2000-2003

Excolet references avallablo on request.
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Trenton, NJ 08601

Gayle Ramirez-Chung
509.555.2094 opthainiciech@sbeglobalnet

OPHTHALMIC TECHNICIAN/DOCTOR ASSISTANT

Buidin osanizatona vl by st with dagotic and caimentoictedprocedires

Technical it

Somegery

Procedures & Treamens:

Rty of sy
S
s

Blrmaranty

Equipment:

asen
ety
Ay

Performance Summary

Persorable and cpabl profsonslsxpeienced i condecting
ol e et and o S0t i 3¢ mosc
tons sering. removing, i arin for conaet It and aplying
€9 desing. Competently it pyicians duing sugery. mamain
el and el nrument, ahd e % mecaons.
ERiCnNe knouledse 1t opalne mediions dein . scons.
s sy, sk 3 whde v of et agresss

Professional Experience

AUGUSTA EYE ASSOCIATES, Decatr, Georgia — since 2006
Hired s Techniclan/Awistant o  ore secils ke
ophhalmic pradie, Prfomad s, ioh IO, P cxas.
SR e e refmctons. Awted wih o Vanety O B
procedres Guicly b st d rapprt 4 s ed proceses 0
o hysician siceney

JINO FAMILY EYE CENTER, Atnt, Gorgi — 2002102006
Taugh cutaner i tchmiges d pomoted e witi o
morih o3 Ophisalmic Docior At for 3 pedstic peuogy
CpMaImelogi peromming b, Xng e, peparin paets
o cxamination, i educating it o esment procedures

'DAVEL COMMUNICATIONS. Aant, Georgi — 1999 102002
Recruted o Regonal Account Manager and promated wiin
month of i o Ntional Account Manage. M ined s 100
e cotomer etenion .

CHILI'S BAR & GRILL Decstr. Georgia 1994101998
it s Hostss ey promoted 0 Server.

Education

Bachelor ofSceace, Organizatons! Conmunicaton — 1998
Uriverty of Georis A, Georgia

Gortiication
Crifed Opnisinic Asisan (COA) — expected Jy 2003
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1000 O i, Tamp L3912 e scanbink .

NURSEURSE CONSULTANT
Lt e Comsns - Regoerd Nose

T e P e o

Aot e Nuniag (RN 2000
SR Commnty Caleg P, Forida

i S S Mt 201
Conpeensaud ovidgeblc mdical S PORmbeE €ty Cotege . Pecars, Pl
im0
credings el cpercne, et
ATt S v . CERTIFICATIONS  TRAINING.

frpersonsl K gvances Cain it Suppon (ACLS)
B e,

Exekrse
PROFESSIONAL EXPERIENCE

Lol N Comts: gt o, By Rones, Rkl Sl
MEASE HOSPTAL, Clarmur Farid 7
. Dlcnel et scsmens ey Gt i s wiin i e st

QUALIFICATIONS SUMMARY

SRR
AT e Direcid feld mesical patent caeand saperision.

ol Corpanan, 204 s et Marine Force
D SRR AL RS i, s
Proviad ks ot s v s oot iy,

« Revew segeon ad ser wimes
e

Emergenes Mt Srvs L Spersior
B ROUGITCOMMUNTY COLLEGE, Tampa, o
Norsiag Experiss 193101506
Monirod snd s sdnk proges
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RICHARD ISAACS, RN, BSN

Spinguster,New Yok 14560 ssssssoim -

RSN

DISASTER RESPONSE + ACUTE & CRITICAL PATIENT CARE « MEDICALSURGICAL CARE
e Geraric st Sorgeat Naciar & ilogel arards

Performance Profile/Performance Summary

10 car memiv exerent in 13 poced ity Rspal v, including superv
choniiesforsapor Sl s vrcly o M Sines. rove syt o clesively in
s ton, s paarl a1 e 0 ot o ivrs CFSl Back TS and 456
oo

St response ining for s casuay: s ad kol expsare,and nfections disases
S5 o et Tuerevlo.ALDS: 4 othr otagions.

Core Competencies
RN Bsx Mt Suryicl v
Cupsiont  Tomiosl  Onmowy  Acwe Infecious Diense:
Teemery B o BLSACLS N Canaly
Tt Tiberuloss  Menngis Pl ol Sipvoud Hopial
Albs” PAST N Pedrics et
& Repmee " Reemey e Repnse

Primary Clinical Experience
LIEUTENANT. UNITED STATES NAVY. 2000 - presen
S Nava Hospital: Toky, Jopan My 3005 e

Ifonhrough erirc. ot onse o infeciosdisasesand physical s
Sttt NorciCuar N Aduh & P Care
rovide i care 0 paints e medicatons nd plemnt phy i s
£ Conferwith phyician and e care s mermbers o i et i
£ Adie the ndsof piens i o with Typhoi, Mesingi and otnr scoagions
o
= T provide caderip fosaffof seven RN nd LPN n Charge urs ol
DAl n e e 0 i s o combat ey i Spporof
Niindunts
Key Accomplshment
ReSmesued medcal suppes imcstoryat ot nw Stadrd Operatin Procecdaes (SOPs) 0
inproe dpasmenal ficinces

St Nars it Ot - Post Ansthesi Care Ui May 200 - My 2005
Servd ncedsof pos operin e, adesin el concerms of ps e
e,

+ Oberwisesupporcd sugcl tcam e s with  brod g of el
S,
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Cheryl Bloom, RN.
Nerovir 95777 15 s nscraseotint el

Regiuered Nume

Performance Profle/Peformance Summry

> Stongy motvoted radkote i expaence I ol 15 0t an fha oot e
P
lamanoii 10 ool potant el and amorind e

> K ermte 10t ey oo oechvay win ryckrs,cee o cier hooth
v penionsi.Conicaniov team atated, o 5000 1 e

Educsion, Licensure 1nd Cordcion

¥ oning £
Chamawom Cotoge, Covon. 1
o Aetaar. o Yok s At Regsty 08

B i Sopprt win it S Barohart Amarcon oot Asocoion
itonat e an Scancos o,y Commuriy Cotaga, Monrov, N1

Core Sl
Phicas sasmonts Diparung Madicatons. naenca hacpy
115 Soruiooa Gucore Documanioion Caa oor

et aon Norsgnarenges & OrsSoetorng
ingertcks

Fotart & FomyEaucoton

Clinsl Tsning
Acaured ondson cnca expelence and nowiedge n ruring roceduns whle comerg v

o 1 ko 0k Expetanc wih baren’s onn vom BodE 1o ioHE.
Mediorsugiea " Rocipan Garers 1ot

Griom e

Goomioogy  Earvoon oo Core ont e Ky ol Meadinorock
Profesiona Esperience

Pationt Car Technician - Jackson Memorist Hospital Croton, NY 2003Presnt

Pride poitopwaive cor o potnts o on 80-bec Medicor Syl Un. Ohese responibites
e monong o st o0 Ducers, an oe kel o, COMEINg o acment
i ey 3one 00 e S e e Aol st st o e
o on Soears oo S eces S, ESseels 63 o o) e n e

Curren Profesions Relrences Availble
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Rihardloases  SSSSSSOIM ahsifgicnailcon Puse

US Navl Hospital: Aapelis, MD. 1995 Apeit 2001
Poten b s il dipéndensand eirecs, as wel s acive ilr prsonnl and 1P
P
Sl Narse - Medical Teemetey Acue Care Uit
" Ndiresed ke edsof medical s, inclding onelogy andnfcios disase
s
+ Care for it i i wards it tberulosis, AIDS, i ctercontiou e,
£ Nomtored caias actiiyof i o K- of e ety gy
Key Accomplisment
Sttt e prtof Hsmaitaion el Repowse Team,

Additonal Clinical Experience
LONG ISLAND GENERAL HOSPITAL Rivcrhead NY 1994 1098
Cibam il (et Lon [l 1Y) il g of e s
Sl Narse Charge Nore - edicalSurgea Vs

+" Provided et ptent cre ncloing ety monirig

S e of e s i concion it Sl Couny (V) S

EXPOSERVE MEDICAL SERVICES: Antapolis, D 1998 2001
Per Dicn Regiterd Norse - Maryiand Chidren's Center
el e s o e b skl apaen sting.

HEARTLAND NURSING SERVICES: Rivehead, New York
Fer Die Reitered Narse 1094 108
" Cared o bt cain e, post sugia s, ICU ptents, o he
ey

Education

MICHIGAN STATE UNIVERSITY: Ext Lansin. Michigan
Nater of Sekence, Communi Service Aicipued Moy 2011

STATE UNIVERSITY OF NEW YORK AT ALBANY: Altany, New York
chelor of Seicne, ot May 1994
Sl Tt Tok HonoraGol Key AwardiSiver Key Award

JOUNSON & WALES UNIVERSITY: Proidence, Rhode snd

Adociat of Secac, Hote & Kestaurant Managercat Jone 1957
Certifcations and Specialized Training
Regisered Nure

Adkanced Condi i Suppor (ACLS: s LieSupport (BLS)
P Advanced Lt Soppot AL 1)

e ComeousSadiion (VCS)

Nocier & BioogeatHrard el Trining

i sy Taing: ik Hosp Tng: Shipbord il Triing
Sutuing;Ches Tube Iseion

Refernces Prorided.
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Pat Richardson

Tulp House 225.555.12%4
Baton Rouge, LA 70801 raua_nurseGancast et

‘TRAUMA COORDINATOR
Bilngual Regisered StaffNurse

Porformance ProfilaiPerformance Summary
13+ years'experence with princes, methods, and procedures of ER and rauma care.
Cusrenty i charge of 40 nsses in 43-bed emergency room. Nurse talf Counsel for
Emergency Department. Dediated,resourcfu, background n Training, Mentoring,
and Support. Experience in coordinating and executing ulreach programs. At
Spanih,

Core Competencies
* Exreme Trauma e * Training & Development

+ Scheduing  Communiy Outreach * Traua Procediue Standarcs
a0 * Data Anaysss: = Emergency Medal Processes
* Program Development * Confict Resoution * Locl State/Fed Regulation

* Qualty Assrance | * Puble speaking * Systoms & Procedures
Education & Credentials

Bachelor of Science in Nursing Anticipated Feb 2011
Baton Rouge Christon Universty, LA

Associates Degree in Science 199

Easter New Mexico Universty, Roswel, N

Certfications
ACLS, BLS, PALS, TNCC, ENPC
Member, Emergency Nurse Association

PROFESSIONAL EXPERIENCE

(COVENANT MEDICAL CENTER - Lubock, T 2001 - Present

Staff Registered Nurse.
33-bed Emergency Room (ove 40 nurses at any given tie), peform Relef Charge
Nurse dutes atlast once per k. Match patients with urses at various levels and
Girect ambulances to diferent staions.

> Serior nurse withi unk, serve 2 offical mentar or oganization

> Traier for new graduates

> Rescluton spedalst to address conficts between stff members

> Nurse Stalf Counsel for the Emergency Department ovr th past 2 years

Continied
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Mickey Dolenz, RN
San Francisco, CA 94117 4755551230" _ chargenune@juno com

Registered Nurse

o i car g g e, s RN rdue. Comprebsive aowldg o
g e o ot e QY A - S g e
e ek . P, S e
et h\s_‘;‘msw A Nuning. S Fracisc, CA-
Vil G S (X

i Pl e, ol

G, The American Heart Avocation, 1994

rotssona Exparince

Charge Nurse. 5 2

i o . el i St e

i e It sty S e

o P o L ke e Drhed ek aed

s

ot e
RN po e,

P S

S e e T

ELCAMINO HEALTHCARE - st View. A 1901998
o

it o s e i s g s, D, N, e e T
VALLENGIA VILLA-Sa e A 19016
Charge Norse (1994-1996) Cetified Norses A& (1990-1999)

Supried o YA, s R A, v i s ot 0o, 35

B e b s vt v a0 e, e s, e,
R nmtnton, Ot A poen gt o Pk e
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Shannon J. Kramer
Stementany Schot Tescen

Excerpts from
Letters of
Recommendation

et
ikt fr e,
e Lo itte
priay
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R
by,
Lol

F—r

Career Summary

T T s
B S e T
frzs

Education

QUOUNTRSITY, s O e

Certification

e O e i i 4 mith .12 R e

Related Teaching Experience

ot e Mt Techer
SRR EEEENTARY SCHo0L G i ot

E
mﬂ.‘::.‘m;,.,-‘i;mmm‘.h; .,J;.m}ﬁ:: ,“ﬂm;m.»

Loag Torm Sabstte i Grade Claseven.
B0 s Ao, b,
e

+ Dot it ey kscn s i s o
R it o TS e s s e,
SR 1 et et ) ek e
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PatRichardson  225.555.1234  trauma_nurse@eomcastiet  Poge2

Contributions & Achievements
Implementing straegie for uphoiding igh levelof morale within under stafed,
Stressfl Stuatons Wil maintaing cpAal emergancy and trauma care.

> Assisted unt n ensuring fulfimentof standards for JCAHO, 2 well as mproving
Qualty Assurance and Saety objectives.

 Coordinated succesful, welreceived Inury Preventon Outreach Program.
Heakh Fais and work with ocal fre deportments (spaning from Rarsom
Canyon to Levellnd) to disseminate nformation regarding freworks afety

3 Served as key member of Student Advocacy Subcommitee, ensring proer
trainingfor high school, nursing, and EMT student. Took on educator e with
Students crculatng through ER, contributing to mproved capablte.

> Esmed"Excellnt” ratings on performance evaluaions and received
acknowedgement fom mukiple patens or ighlevel of care and personal
atention. Leveraged biingual bockground to serve Spanihspeaking popuation.

Easter New Moo Medical Center, Roswel, N 1997-2001
Staff Registered Nurse

Performed various nursing dutes inchding those revog around Emergency Room.
Particated in exreme trauma case.

Affiations
Member, Emergency Nurse Association
» Curmentyserve s Inury Prevention Charpersan fo localand state chapters
> Attended Natonal ENA Convertion for the ast 3 years
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Onethia Stevens
Indianapolis, IN 46201 3175552057 problemsolver@gmail.com

Entry-Level Computer Technician/Software Customer Service
Lifetime compote ner, dedicated online gamer with | year of inense
formal raining. offers ral skills, ethusiasm, and ddication. Self-
sarer with proven coaching chops and these formal skl

EDUCATION  The Computer Learning entr Siman, 102008 - 2009
Computer Coursamerk complated .
" awrkig Coaras T Baginning Windows X
7 A Conanon 7 Baninstaing Windows N1
B G Rovanced 2009 Unndows TS Cor Tesogies
1S Ofn o 3005 7 Windows N Suppor by Enrprise
7 Beging eckas 2009 Buiness o e peemer
T e 7 Besionng Famsege 2009
General first-year courses In Bachelor's Degree proaram
et

EMPLOYMENT A Cut Above, Montciar ) 2008 - 2009

Receptonst/Cosniar
Worked ul ime to fund computer educstan & care for sbing
2 mslynana o S 1 et o e e o
sy sl il o Createdand e ey Sreom o
ELRimer, conndmsin ppnmens #n Rareessr oloOLR.

1, g copert, e s vrkin s wh s
- Wanaged customer prblems and complats with act and atterton o

- Galned experience i opening onddosing rocedres, cas regster
T, o s, o DA, S8 ohore obon o,

Tainericosen "
o et o romer o 3scosns. Worked Wi i, 35 el o1
e o o e K 30 ek o parSTanG,

AcTTiEs sy woves Socer Semiro Team. 2004 - 2007
v Crosing High Scool Socer Team 1998 2000

7 Recsgized o o0 o th ot - Tdrs i th e 1998
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Shannon J. Kramer

Page 2
Slementy Sekoot Tescher

Excerpts from
Letters of
Recommendation
(cont'd)

A

o
i chien
e
were endnt houeh e

Related Teaching Experience (cont'd)
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Technology Skills
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Bernard Rice s mosomuesrion __pisez

RS cantued
- Propared ncome ta et for owncome famies and studris provided ste-by 100
Instucton o guide axpayersnfing out ke etums.

ZEMAN & YOUNG, CP A, Los Angees CA et 200410 4an 2006
I Rccountant (Concurontwih Stshos)
Prepares rvidaland comorate ncometx ets; ausiod company recor o ently s
Invesigated, compied. and summaized data o support rcords or RS audt

« Maintained clent books trough nancial stsement proparaton.

« Prepared vestment roposa for saup company.

Addiiona Relovan Exporionco
Camp Counsaor ‘Summers 2001 10 2003

Foroign Languages
Preicent i ora and weten Spansh.Incuding business tamingiogy

Communiy Actwtes
Lt Loaguo Coach, B Brohers

Computer skis
Nicroso Word,Excel, PowesPoint. Access, Oulok,Peachiee, QuckBooks, Tubo Tax

Proossinal oeronces
rom bothpusic and prate sectrs
‘valatloupon request
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Bernard Rice
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FINANCIAL SALESIPORTFOLIO ANAGEMENT
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Managng & Organzing
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Proreswom ExERECE
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= Consistenty mat impossible”deadines 1 attan company goss:
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PrRoresSoNAL EXPERENGE CONTHUED.

PruERCA Fisic SeRVEs, Coumbus, OH + 19901 1696
Financial Soice Advisor
Bultand managed busines seing nsurance and ivestment procucts o ndviduals and
busnessos
Setectod Accomplatments
+ Acquired NASD Seres 6 and 3 icenses
+ Marketed company products rectted and vained new agets
+ Educatod prospects and clns on product, nd importance of lanning or the uure
and making sound ancial decsions
+ Organzed and o meatings, taugh bucgetng and importance of planing.
recommendod ptons.

EEreerer

Univers v o Grcrau, Cincinat, Oio
Bachalor of Science n Criminal Justico
Associate of Applied Science In Law Enforcement Technology

ProressoL DevELomEnT
" Preparaton for Seris § & 63 Lcensing Examinaton Pimerica Fnancil Servces
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+ Clyof Coumbus, Depariment of Human Resources—Gywde Traning & Development
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+ Heath, L & AcsidentIneurance Liense

GO e AETHTES

" Youts Outreach Worker—Central Communty House/Youth Oureach Prject,
Columbus, OH
+ Group Worker—SL. Stephen's Commundy House, Columus, OH
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Gallery Director/Curator
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O TokcsContee Trsinin & Tochain Awtancs Frjct

O iekh & Hurman Serios Degariment Advimisration n Chilire, Yo, and Pl
i andDra Adminetin

O Conter o Desne Control ad PrevinNatiolCenes o Hesdh
0 Natiaon Libeny of M

0 Howiag & Crban Dl

PROFESSIONAL EXPERIENCE,

——

Senior Conference Specialist

jon Manager
Senior Conflrence Coordinator
‘Assistant Coordinator of Education Programs
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Assistant Dircetor, Fundraising

EDUCATION, CERTIFICATION & AFFILIATIONS

BS. Excreise Physiology, Minor Prychology 1095
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Cortfed Meoting Profssinal (CMP) 2007
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Meeting Planner
Conferences + Eventa + Fundraising * Golf Tournaments

“Successful eventslook ffrtless. I ahe care of business with quiet ffcincy.
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CDevcloped. promoted.and mplomented CST« Ntional Certifcation Program,
Mlamaged logiticsfor Regional Pocfic Traning in Goam.

Fundraising
Connlinated PAC fundraising ovents. Suparvise igh-donor clb folflment benefits. Team
player in the declopment and nplasentation of memberdhp and rdention programs o
BULDPAC

Coondinated 2 PAC g tourmaments

pouse progroms
Paries

Continued
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Fastiickprogresion hroh the fllowing ey ineratioal marktin manscncnt osions

Ltin Amerian Marketing Manager, TAPP LATI: ANGICA - Newon Square, NY

Dirct i manage 160.deree company mrkeing proras througoa Argetinn Holvi, .
(e, Colowbia. e, Parager, P, P i, Venesla, Uy and she Corbban s
Ovrse all spects of Lt America resional maneins operatons wih rosd responsbily for

g lavnig and he ndee ieriio of &l of ot arkeie man 513 and vriowsprier
Pisihrising agencie

i, denlop, 1 et e e 0 genre sddioa s recases collorsc it s
s 1o o over leds 400 CSabieh hey Tiombipe Accompih makcog s by
{ainching comprebead markeing. sderin. md bamdie plass. Mamie PR markcting foctions
e el Cve eECUINE eI, s confrees. prfconl stworkn. nd by
cdecuionl o 0 allow et compas expore e op vl codomes ocion
il wih s o e i SdmAAE 30 A € COODRE S35
Devcloped and manage 3 $ million markctin budst cacompasin S fnduscssch s basks
10 plc sctor nd sy compain 5 v ctomer esionshy
marigement. cvepse resane pasnng upp b ol e b
Desgn and implemen rgions adncrisng aading e and 4mue POIES: Wroogh band
kg e 14 ompeuive o Foncr 100 g ey TGP Witk hgh profle dsty
Sy . Itrc wih 3 0wt Hobl dvcrisng gene 1o STcivey eerae cmatanaly
Syndcaed eboaship markcin cmpigs. S a5 3 compusy repRsct . apon. 4ad ccinl
it ofcostact for roidiag il formticn, i ke e 3 rein s 14l

K Accomplstnet:

+ Sperbcaded 1nd manage  ihy efcive ccuoec quancy el shing
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COMPUTER MASTER, New York, NY 2002102005
Account Exceutive

Gained valuable sales and client-relations experience with $5 million computer
sales company

« Serviced existing accounts and developed new business,including several
major corporations.

o Increased territory gross sales by 20%

Epucation

BS. in Communications 2001
NEW YORK UNIVERSITY, New York, NY.

Professional Development
Sales Training (company sponsored) 2002
Team Train the Trainer (company sponsored) 2007

Computer Skills
Windows, Microsoft Word, PowerPoint

“Excellent references from emplovers, my clients, and peers.
are available at your request.”
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MEDICAL EQUIPMENT SALES

#2 i nation forsales, #1 in disiict o consecuive ears, nominaied for
Representative ofthe Year, anchors and iains e hires

Performance Profile/Performance Summary
Top-producing salesprofessions with v yean” progresiv expeience, including thce years
in plamaceutical e Suong closr o consLcnly xceeds HAESs i consuaive s
Nl commnicoto withespertis n forging soid woking relationshipswith pofcsionals at
all el Proven aily o identfy and capue cliens Technical and miational taiing
il nd publc.speking kil

Core Competencies
4 Sols&Makeing ¥ Acoum Devclopment ¥ Account Retenion
v ClemRdaion ¢ v Comultaive Sales
v Tom Buiding. v ' Toaning & Cducaing
v Prosectng v v Negottions
v ComensusBuilding ¢ isking 7 Provlm Salving

v Precnmions

PROFESSIONAL EXPERIENCE.

LEADING PHARMACEUTICAL 0O, New York, NV 2005 o Present
‘Sales Representative

Consultaive sals of select medications to MD's, Pharmacists, Pharmacy

‘Technicians and Pharmacy Managers throughout Metro New York area. Call on

250 accounts monthly. consisently exceed compan targels.

o ncteased (product marker share from 25%-46%.
o 35% market share within three months of product aunch.

« Selected by District Manager, 0 anchor and train new hires.

« Placed #2 in nation for saes of main product out of 2500 reps.

o Achieved #1 i disrict o consecutive years, 2008, 2009,

= Nominated for Representative of the Year award, 2009.

= Nominated for company’s most prestigious award, 2007,






OEBPS/images/222-1.jpg
Bilingual Sarah woa
Bernhardt
Perryte VA 2253 o sss 264 motmesasaestns com

ONLINE MULTIMEDIA SALES
Advertising, Communications, and Media

Performance Profic/Performance Summary
lgh-perermin s eofeins ih 203 ik i of s v g ol clss o ot s
s Consndy e e ata. Do i s et e i G
g s e, o e e

Sales Skl
- S « Tenukeig P —
© RenimendSdee o+ Tanap&Dechpect + EnphyeeReenin
© Pt pgpinke + St * Bainem Devlogment
© Ormmgtion ¢ CoumctNepiaion = st Dot
e * CotComnment PR —
P i — * St Al o Divnity Stoegir
* Collg Reions © By Conmunictios + Sl M

s i i mesrin s oo hecomption Wi f e o oo .
P Sl oot e, s ey P o g o

Protessional Experience
POWER BUSINESS DEVELOPMENT - s, VA 98- 32007
e Maraer 3o <200
Nt Ad Ay et s e 22,
Nt Kecrtmrot S Rpeesiae - 3205

)
ot senis s e s A Syt Lockbeed S, 1,k I Pkopd s s
i e ek o e

Key Accomplishments
> Ml i Comaign Deschopment.Ofr g gty b5 et pont

i o g d e e st AT W64 bt P
o e, Pckagd 2ol s el A et s )

» ProdackDeeapmen, s o desgsiog sy e cxcciono s st g s com
et by Leynord s red e e s ] e e
eerin e s S92 el v e

e Aderier Reve. Tivoh s oo o c-o-ce it 115 oot ks, e
ol o kg o, ol kg o, it JOBS AeTARE
Uy 10 il e o 5%, preening v i f s .

> St Pefrmsce.Comenty e 12 et gy o o s e 5, 10 1315

previin

> A & Reconton,Rcintof Pt b Yo nd Avard o deostruing  cmiment o
e el s e W e s e s et s
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Core Competencies

MedkalSplis Capol Bqipaeat Intvacaton

Loy SpiDels  Lurgs CopaiPurhuss  Propocing
Commituie Sl New Bsecs Devclopmert Ao Reteion
S Procvutons oduangiDeng PhyiaNune e
Noch At ST PiPistons
Profisional Experince

Expetens indude the ks of mofil gyl and il cqipmen. As 3 Sesor Mowiong
Conslat, wored it s prcsees houghon the WestersUS s 1 e prseton 124
o g et e
Nilipc ol for pent mooring e i s of$1 il sy,
© Excellnt product e ot g v,
© Eelnt CRM vecnd b smg epet b

Carer Progrssion
WechAly Mg - Beeron, Oregon 200 Pt
S Reprocaaine e Traer oo ey
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Bill Root
Coll: 9135559532 financequru@earthinknet

SENIOR FINANCE MANAGEMENT EXECUTIVE

Performance ProfilePerformance Summary
174 yaars eogressive experence, CFO o Giobw Ovision of WoLMat MEA in Finance: Gradate
of Waraf Financial Management Program: Green Saf Corfed. Execuie Bowd Hembar fo
Seversi Asan Financal Servaes Comparies.

Seriovl france execSIEO wih ack record of decing and re-angnearing large.scsle

Corporte eancs tions. Sratege ansy, recass

ard planer wih prove fiok assassment

redertai. Constonty efeciv  opemien RO protecins $1s0ts, 4nd amuing sons bt
lne parormance. Goalrven lader

Core skils
Coprata Frane aragumars  Acaustons 5 Dvestires FrancaFotscasin & Nodong
s Reapnzaion Tors  Fiancl s A Repaing  faatanal Faonc ATars
ol Racucon s v Rk At Managarant  Shmkg  ase Raiarahs
o Crscs Combonion  TeamBadgd Lasserng | Wabiomten Cyeors sty
Repuay Comphanca 5% Py & Procadts Bl Panrng & Admreion

e
FRoFEssIONAL waLuarr 1909 present
et etes Ppessedprouan prsss oy s sostarsandcasensng
s v 17y prod simoncrsing ok s genrs
e e o mthra 78 ratore e
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Pt
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o st mansgeman 3 Goad o oo st o 3¢
‘Selected Contributions & Accomplishments
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PROJECT MANAGER 20012002
Selocted 10 support several undarpaioming business reas. Managed key sogmentsofdtic
busines ntiatves and complance measures or 1,000 rop-of ocatons. St of 16, egotated
Vondr and 0ass sgrsemonts.

Accomplinmens

‘oled out and managed on-going Hazmat complance program for ol lcatons.

7 Ganarta S5 i sios g ccas oncionl e roram an e
paripain rom 20% to 100%

» Altained Urion workorc sponsorship of suppor rowth rogram trough caret
ogotatons and persuasion

SENIOR ACCOUNT MANAGER 1990-2001

S28Mn growth on 1. 1M plan

'ACCOUNT MANAGER 1997-1998

$1.3M sals on $500K pan

SERVICE PROVIDER. 1994-1996

378 hoursundor lan st yoa it 20 0ccidots or s

'SUPERVISOR OF PACKAGE OPERATIONS 1094

Managed 65 fulime savice providers. Perormed posouine anayss
opersing saiogy evelopment complance,payol. seic ko recovry.

and nowtochnoiogy implmontatn. Mot 100% DOT and Hazmal

complance. Reduced pos devery iafing e by 50% and mssed pickups

by6sw,

'SUPERVISOR OF HUB OPERATIONS 1988-1994
100 uion omployeos and staff processing 75k pios pa dayinvohig 40°

oulbound bays. esigned new management 8p0tg fomal, reducig admi

im0 by 20% and improving 1029 Qualty by 0%

‘OPERATIONS DOCK WORKER AND TRAINING LEAD 1986-1087
Education

e

NatonalLous Universty, Wheaio, I 40 GPA

BA, Business, Supply Chaln Management
Emburst Cologe, Evmhurs L. 364 GPA, Mogna cum laude

Addtiona Speciaized Course
‘Supply Chain Mapping 20 Hours
Financal Logisics Anayis (FLOGAT). 10 Hours
Hazardous Hterais 20 Hours

Labor Roletons, 3 Hours

Managers Loadarship Scho, 100 Hours
‘Suporiors Loadorsip Schod, 100 Hours
Managig rom the Hear, 30 Hours

1 know supply chain from the ground up. Let's tak.”
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GIRECTORIAREA NANAGER - SUPPLY CHAIN SALES conimued

Dicts dovelopment of nfegrated suply ha managementsokuons across al modes o
ransportaion,cosely muTong cotbuskosspans. Mariors ear n Damand Rusponsive Model,
2 roven mathodcogy 1o uickly algn nomal and xiomal oscurces W changing markat
Gamands,skuatonai fequiement, and msion rical condtons. Manages $100M PEL.

Accomplishments
" implements aver 100 mull-milln doar supply chan leratons per ysar wih14% annual
rowi 00 8% lan
' Dovelops furs organaationeaders: fourstaf members promoted trough affectve

> Choreographd a sbplychan movemontrom o Pacic Rim o @ Gl fast ood chain

Accomplishments
> Drove $500M» i ocal marktsales. Grew 200472008 rvenues 12% and 7% rspoctively.
~RETAIL CHANNELIOPERATIONS MANAGER 20022004

‘Chargod wih undorperfoming business un tumaround. Managed developmentand
mplomenationofnow fta Saiegyacross nothenllinos. R branded UPS Customer Centrs
‘ad The UPS Stores.Perormed vendr negolations and colaborated wif i regions 1 80ppor
‘dtona implementatios.

Accomplishments
Ky rovanue-gonorating Inatves across mulipl channols: 65% growth ndscotonary
sals. Sovora toiegies adopled acros the naona organzatn.
 Roronginored ivenor o ovr 1000 ocatons. foduced oass xponses by 45%:
nventorylovels by 40% by SKU developmn, rder process aulomaton, and consodation.
implomariad now rota saes associla siuctur 1,100 ocatons;scord ighest naonal
sorvic leves by mystery shoppers
> Seecied a5 Carporats tam mamber on Mol Baxos Ec.acquison ilograton.

Contoued
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PHARMACEUTICAL SALES

Performance Prfile/Performance Summary
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MBA
icago, I 60185 50551657 supplychain golo@amerech et
Supply Chain/Logistics Management

“21 yoars with work eader,from he loading dock [0 the negotiatngtable”

Performance ProfilelPerformance Summary
MBA with 20+ yoors of pogressive growth wih UPS in Supply ChainLogisics Management,
sieamining cperations acoss 8 wide range of indusiies. Proven record of dovering
‘ynchvonzed supply chan o cptinize ROI and manage risk. Excelent nogotaton and
rlasonsip managomen it wih abity (0 nspo toams o cuperiorm axpectatons.

Coro Skills
Suppy ChanMapping  Cost8 Process Focity Ro-desin
ConlingencyPlamning  Competive Anayss Fiok Mansgamont
Distrbuive Conpuing  Budget Managomant Labor Rolatons.
Recnuimnt TrainngDevelopment Orgonzatonal Change
Proec Managomant Hoz Mt Complanco. O Conaobdaton,

O Procest Automation  Demand Resgons bodel  VendorClent Negotatns.
Supply Chan Process  FinancilLogatcs Anaiss  Inventory Planing, Convol &
Costng Dision

‘Suppiy Chain Strategy: 500+ suppy chain intathes, negatatng sroements fom SSK 1o
270 mplmented techniagy and processes changes o reduce rocundancies and saffng
hous, improuing_boh effency and_producidy. Industies: aulomotve, industal
mandactuing, consumer Goods, govermentand defense, heahcar, g ech, and .

Logistics: Al modes of vansporatn; Ocean, A Fright, LTLITL, Mad Senices, and Smal
Package.

Project Management: inplemented complte $1.2M redesign fo 11 new UPS Cusiomer
(Coniors. Managed vendor and lease nogotatns, develped budges s, and saies
siucture. Al 1 Contors cperaional,onime, and o budget

Project Cost,Process, and Reorganization impacs.

" Raducod vansporaion exponse by 15%, ncressod peoducton lvels by 26%, reduced
nventory by 15% and safin by 20%.

> Improved serviekevels by 0%, reducd damage by 5%, shpping process aubmaton
100ucod g unclon staffig hours 60%.

> Sales forca reament and aporin sructure increased sle cals by 20%, educed ravel
mioage 23%, and ead count by ne 08 ol cost saings o S920k

Professional Experience

Uritod Parcl Sorvice (UPS), Addson, L 1986-Present
Wk lnader o suppychai servess
DIRECTORIAREA MANAGER - SUPPLY CHAIN SALES 2008-prosent

Leads  crossfnctonal saesforceof 18 consultve supply chain managoment services
Chcago-area busosses.
Contound
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‘TECHNICAL SOLUTIONS, INC. - NEW YORK, NY. 2001 - 2005
DIRECTOR OF SALES & MARKETING
Charged withproviding slesand marketing fo systemsintegrtionand professionl services
rganzaton Increased brand awareness (rough devecpment of cmprenensive marketog
matain. Anyed iusinss Nosds BRGNS 0LAIONS it drove BUSRGE GO
Crosted new pricn model and produs sirucure.
Brovcad £ and ployment of ECH an B7M sclutionsratonwide. Managed eltionsips with
Fier, Capous, and Ko, Imolementad Business Process Arayss methodoogy: nahyied and
‘Gocumerted customer’s curent pocesses, ond how the echoog could irerine these
roceses. Cusiomers Incuded: Flogstar Sank, Sun WU, PHI, Comeria, Washtenaw County,
Huskagon County, Oakand Couny.
« Awarded FlleNet's “Innovative Soution of the Year fo deveopment of Business Process
Mansgement Soluton n nancia ervices ndusry. (2003)
- Exccied quota by over 100% twe ot of fut years:
~ Eamed membershi n Flaiets Voueie Prtne Milo Dollor b (2002 - 2008)
~ Geveaped and implemented new change management marketn program, 453500
Compames wih mtataton f comple eh 0B,

NEW SYSTEMS, INC. - NEW YORK, NY. 19972001
ReGionaL SaLes DiRecTor
Directd and managed sales safl throughou the Unied Sates. Oversw and managed budget o
56,2, Crated 303 implemented v value-based sl processfor rapd PEtGYpINg of
Eechnsogy. Deveoped and ntaled Rapid Hawfacturing Appiction W the Acrospace
ooy Froved gobal sales upportor Ford Hetor Carpony, DoerChrysir, snd G Traned
ales and angineerig ST membars. Ovrsaw ol regionl opersions, incuaing sl and
Tesorces o tonsl et EXtabished and maneged etonsps i B Frocess
Outsourers (870)
"Reduced opaating costs o e operatons by combinig focites

Fuciated rofesionlsales o boot comps
Discoverd il compex sppcatian, resaing ncretion of nvine broces.
~ Tronsormed 3D Sotons s fore from produc ocus 1 s0kAion-arented cus,

oo precess sy, rin, ond K01 modes.
« Grew annualsaes 15% by focsing sles teoms on soution sls.

ABC CORPORATION - NEW YORK, NY. 19901997

DISTRICT MANAGER/SENIOR ACCOUNT EXECUTIVE
Promoed fom Senior Account Exective n 1995. provided dection and management 0 14 s
members, charged with provdng 31 anerpris document managerment and 71 sotons.
Galned i vl partnrs Wi applkation roders and consltng vendors. Charoed wih
Sl $51 Sohions t C level executves ot oge orgaizatins, Incudin GE Arcrart
Hedial lof o, Goodyesr Tiresnd Rubbar, Steicase, Dow, Ford oror e, U of .-
HestSystem, Comerc, Huntington Bonks, Ky Banks.

~ Increased ndrctsoleschannels by 100%.

 Avardod Presidents Clb* fo exceaing quta by 125%, 1991 = 1996.

* Emed “Rookie ofthe Year” 1990.

© Recivd “Eastrn Regon Top Producer,” 1993.

Education

Jachelor of Science, Business Administration « The ONo Stats Unversiy
- Coumbus, OW
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Stating Manager contued
- Inttoduced SLA o frmy estabsh the recrment seategy.reducing Sme-o-fer by §.
days. Sigicantyreduced tmo-o-oer 0 2701 and me-tosar 9 4001 e e
intatve mjementaton copleton
- Succeseily esabuehed sohd customer senvic best pracices and hred 700 sals
ployees
- Roduced o tumaraund t 3 5.day adminstate cycl from 2.3 wesk cyce
© Implemented techica re-screen pocess o lminate uncueified canddates s meet
(GFGCP and EEOC gudsines.

anpowER 1996 0 1999
Giobal tating compony
Recruter
Utkzed bt tractonal and nenradtonl searchresources and techniquest dently and
gt op et profesionss, UANg COcalng.Sverveng. nevieking, and pofessionsl
econs
7 Source, roiewsd,and scrsenad resumesfor  varey of techicalsnd copor
posiions.
- Candoctad preiminay ITcandidato interviows and arranged fo sussaquentinteniens
i g Mmanagers and clents
Expanded routh of business by iatng rct lacement contacts nd pacements

“Recruitmont s th lfeblood of success. 1 know tho
challonges, ho problems, and thl soluions. | delver.”
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Software & Technology Sales

Performance Review
Stong
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PROFESSIONAL EXPERIENCE
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Business Analyst, Business Unit Financial Analyst 2006 prosent
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mariainroabiy. ojor aress inculed foecasing, conractnegoatons, suppler prmarec,
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Excel macros 0 uss purchasing nd nvertay dfa moreafcely and an Azcess daabase o
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Avaata Corp. Miani, FL 199510 2000
SENIOR SOFTWARE ENGINEERSOFTWARE INSTRUCTOR

Mansged 1 softwareenginering group of 5. Dexeloee n-bouse progeum i save ver
SIGD000 i riming cous forSateof et commumcationsSsiem sofvware development.
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o Coordnated nd presentd software

Education & Credentials
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o Secre Security Clerance wih Plygrah
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Education & Professional Training
FAIRLEIGH DICKINSON UNIVERSITY., Madison NI
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Commerce University Finance Training Courses.
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@ Customer Sevie 2 Lo Products & Pivacy Compliamce
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@ BankSecry

Computer Skills
MicronoltOffice, Lotus Notes, Db, Basc HTML. ccommece
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Professional Competencies

Sl & Marketng Business Dovelopment Suatgie Intives
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Bcommerce Technologies Customer Retention

Sccure E<ommerce Internet Services ‘St Card Thmology
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BCommerce Encrypion Technology  Peyment Products.

Firevalls Smart Cards Stored Value

Digital Cericates Network Security Internet Security

Dualand Sngle Message  Payment Gateways — Financial Systems
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Key Management Public Key Infrasrucure — RF communicaions
Professional Experience
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INSURANCE ADJUSTER/INVESTIGATOR
‘Seasoned fraud squad detective polsed 10 join theinsurance profession.
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Lieguard ntership
Srvod as one of 80 foguardsat Disneys famous Sizzard Boach water park.

Received specil vainng in the 1020 Watorark e of feguaring (Els Lieguard Triin),and
otsed toughout 0 waterpark uth felo safrs 1 provigs sssatancs and proacton 1o
paricipant. Pavolied or montored recrsaton! areas on ot o hom sguard sands. Retced
Gitvssed people usng fescus tachriques and equipment Contacied emergency medical
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Education
Associate of Arts n Business Administration Candidate
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Antcipted Graduaton, Moy 2008
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Director of Recruiment
Procass Resnginsering/Project Implementation/Organizational Grouth snd Turmaround

I offrprocess devsiopment,sarvia dabvery, and ananced pofts -

Performance Profile/Performance Summary

Talented and forward thnking senor recrultment leader wi proven ack record of
Siccosa tuming s Company pérormance by dsting and managig pecesses
“nhancng arganzatona shuchue, and develpng skled s managed teas.

The“goto" person o drse crganzatonsl and processaated challenges. Confdent and
paseionsto sl wih  miceon 0 crooe Destn cote 66101 Geparments rouh
‘Comprenensive utization of markebng toos and cutingredge salespracices.

Recruitment Competencies
Projectimplomentaton  Sutegi Plam OnboardingRefera Programs.
Prosess Reengneerng  SaesandMarkeing  Role Compatency Desgn
Traiing and Dovelopment  Recrutment et Workdorce Flanning
Tumaraund Financal Anabysis Stategc Planning
Dichursed Management  Soutcing Channels Proposal Generason
R Advertsng Trackng Systoms
Subanes-Ondey Peformance Metics  Contacts
w» Egoc Fece.

Professional Experience

A& E CORPORATION, Boomtols. I 200810 Present
Loader n Recrutment Procets Outsourcng
Recrutment Process Manager

Sourcingsirtegies o support the sategc, operatonal, and busiess lan for the company

Infuence senorbusiess executives o salegy, esouices, g forecasts and copacty

planing.Estacheh and oersas mantenance of eiecis canddst sourcng crannat and bon

Intemal snd extemalfesume racking syt o speed he process of denbing quaifed

Canddates and vacking oHecteness and ficoncy mencs

- Assistwitn proposal generan, iplementato, aiing, and dally oversight of ey account
Service deiweryteams, oveall devery of key sccount resuls, and the management and
utturing of chnt rlatonships t deer tho highestcalber et resuts.

+ Provide mely eedback o management and clents regarding workoad and
accompishments, ensuring aceurac of data and Umel, horough completon of
assignments.
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Executive Chef

Firs,a dedicated chef who nverstops earin. Second,
aseasoned and resecid hospiality execuve.

Performance Profile/Performance Summary
Award-wianig chf with 17+ years of uncompromisig focuson uest eeds-{lfillmen while sivig.
o st corportc sl snd prvaction gl

‘Able 10 manage mulmillondollar operstons, priitize mlile ks i igh-volume environmens,
and el o cmployecsucsts with  wide range ofbackgrounds and prsonly types. Efectne
Commuicaor. ene, 10 trouleshoter

Professional Competencies
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Sontaion Plicies Food Prep & Preservaton Time/Resoure Mansgemert
HAACP Inveotory Mansgement Kitchen Resovations
Menu Design Recipe Design. Porioa Conrol
Execuhef Chefec MSOffice
Professional Experience
otemationl Hospiality hain- Washingon, D.C May 2002 Presen
Exccuive Chel

‘Senlor Food Srvice Exccutie vihfll ccousabilty and decson-making atbocity or il
foodichen operaons uncios, diecting afof 3 mansgers, 3 sous.ches, nd 7 ish stfl.Food
operationsiclde  estaurans, paiocafé, 12000 . baguet spoce, - room disig o 314 rorns,
a0 10-peson mploye cafeteis

Adiiona ol s Dircclor of Purchasag/Resciing o al o d por kol beveragesand
Exccutive Stewar:signfedas It Exccuive Cietin U, division f company. Esabshed nd
implementcdall ystemsgdin Ktchen operaons,nstuted saitation polices nd HAACP
Sukdelnes, and devlopedall menws o resauruts s banquecaerin functions,

New Systrn Implementaton.Iiducd softwar o manage inveniory. aboriosing schodals, and
recipellate costin.eading o 3.5 decrease inoverall oo cost, 4% rduction i Kichn abor cost,
andoveall ncrese inconsiiney.

Food Cost & Labor Reduction - Generied ovr $9400 i food cost savings sine restarsn’s
opening (0199 through prie modificatons, improsements in porion conol,a negsiaions with
endor 0 scur bete purchsin dels. Redoced ichenlbor o annual e of 954
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Aftitions

N Restarat Asiaion (NRA)
Ikcrmaons Asecadon of Clery Profesionsls
Ntho'sCapa Chefs Awciadon

New Jcy Resaurot Asociaion (VIRA). fomer member

Recognton
= Won Sccond Place-Peopies o Award Chs'sGumbo Cook OI 2006 - Spomcrsd byt
Chapeae et Assciation - Scioed & cerifid by the Americn Cullnary Fedration
= Aarkd 3 Place Entée Magnin'sConking with e Desen Coniest - Sponsored by he
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= Sl s he Gardn SioeSeis gt Choe fo Princton University Clay Gret el

Feuurd o “The Best O on the TV Food Nework - Washinon, DC.
st Cofof New Brusick” - New Brnswick Fod & Masc Feival
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Nintrforhe Marics CharrHosptaltyHigh Schoo - Washingon, DC.

= ZoufrSarChes, Marc of DimesBes Cef Fadraser - Wahingon, D.C.
= Volumorcoo forSavton Army at the Petagon fllowing Sepenhr 11,2001 troist tck

“And third, a5 you can see, | 10ve the business!”
Judy Chicago
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Nanager, Procurement and Secorkty coniricd
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inchadd 0 srvices and color scanping, whih ncreased fumarund nad preseaion and ke
andsaved 125 900y

+ Reduced annual operaing costs by $500.00year through offhore purchasing and vendor

partacrbipn.

+ Sicceuflly sourced nationat and ntcnational vendors esotatedand admintered
contracs, andexcoted procurement sratgies o everal Lrge.scle cpilpojcts:
Devloprcat o e SED o iy $9 illondevelopmcnt pofe o mplencsation of
new prining rocesss.

+ Direced internatonai sourcing and managed lgistes, which ncluded cusoms documenaion
and spections.

= Seved s Prajct Manager n he desg o 3 waste management sysem, providin detsild
Speitions snd g e i, Aenerted  Sgaificantinrean i eveave

* Overkaule theSecurity fuetion —utsurcing. masemizin cqiprca,cablhing 1 Usining
contactsaff o e procedars and rles; igniicandly educed costs, nd ealy el l
{ncidenceof hft.

+ Ininted anc implemented the “pay in advance” system o e trmticnsly ao sl
newspaperswhichconrboted 1. Sgnficant ncras n revenue

- Manized e of st rom old fclies,biling dconsiruction, nd seamiss relocation of 900
cmployees.

Woss Exummon 10w 988

Manager, it Operations Procurement
World Eibion's - month World Fircxibtion s orchesrated anc attnded by over 70 counties,
coch it own o s plon. Maaged comprebensin pocuremertservice o corsrucionard
ot ofoperatons. Hldsignaorsrsponsilo o ll parc s, and pearhcdedproficable
vendorpartnrships.

- Hirod and xablished  pocurermcnt eam 1 ntroduced e technclogy, whichfciltcd
Shared communicatons ad nceasd procurmentand il hadling fficincics. Sceesflly
managed rocurement activies houghootIquidaton andsie deconstrctio.

+ Orchentratd firever bayback conract fo ey cquipntand machnery uilied by the
Exhibiion,regaining  ull S0% o the nial prchase prce: negoiid and ecived ree
maenance, proiding addiona cost avings. Negolaiedsevie conteacts for S eqipment
and cpertons

- Demonstratedcreativ problm-solving kil whichcehsnced opesions iy o provice
‘ngeing eniertaiomernt, while igificntly edocing operving cos.

Asocisions
North Amcrican Newspape Purchasing Asiociaion
Avmerican SoietyforIndustal Securty
School s BusioesyMarketing Management Diploma
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Operatons Launch & Renovation. 3 Kichenre-dsigns. Rewote s, dsiged ecips raned
cocking . Food Servie exccutive lison fo il company DC franchiseapeations
Crite Reviews

‘Washingon Bade rted “Very Good™
‘Washingon T, red “Excellen”

Capiol Cusine, ctared 200, 2001, 2002

‘Sidewalk Com aed “Best Pl D - City Paper, ried “Very Good 1 Excllent”
AAA. ted 3 iamond Hote”

Mobi, rated " Sa Propeny”

Where Magaine,festured May, 2000

COMPANY CONFIDENTIAL - Now Bruaswick, ) 1942002
Excutve Cht- 1982002
SowsChet. 1941998

>

Recraited toreturn aflr suceeseol e s Sous Chef o o sl Kichen operations whi
asising General Mamagerand Proprico indevlopng sirtegies fo profit ad qaly
impronements. Supervised eam of 170, creatd iy secials. andsandrdized writen recipes
i perstions procedure. Continsed deslopment of pew e of Crele s Acxdion s
Witk e flocaces.

‘M Plannin & Desgn - Developed new bar, e night, and cfé s ht providd
addiionl revenue cener andld 10520000 reve ncrese.

Proces Automation - Induced e inertory and i sfware hat s in

32 decrease i overl food cos.

Formal Recognition - Sclected 0 Princton Usiverity Garden St Grest hef Colnsy
Sres

Chose 8.0 of 3 ~Grest Chfsof Nw Brumswik” fo City ket dining promotiofestival

Crtc & Restaurant Reviews

>

NewJesy S Ldger, 3 sas”
New sy Home News, 4 sian”

NI Home News Tribone, 4 stars™ “Best of Centra New Jrey” 2001
Peopl Choce, “Best i he St”

New York Magine, Test Ber BaRestauod”

Professional Education, Development, Afflations & Recognition

Profesional Desclopment Courses

“ServSae Tran the Trier Sanaion Cours - Ntiona Restauant Assciation -
Washingon, D~ 2002

‘ServSae Foodservice Saniation Cerification - Naons] Restaurant Asscinion -
Washingon,D..

Diverity Awarenes kil Triing Seminr - orys Wasingion Hotl - Wahingon,D.C.

Big Tastes, Sl Phes: Appeaes Cas - The ol st of Ameria-Hyde Pak, NY
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PURCHASING MANAGEMENT
Performance Summary

SE\IOR OPERATIONS MANAGER offer xiensive ands.o experience snd coistent rck record i
Jarg-scalc domestc an infrnational captal proecs.fsering growth and delivering rong and
sustainable galns. A sl starte vih proven abily 0 coneeeualze and implemrt innovatve
Soutons. Applcs cutingde echnologles 0 upde proccsse ysems.

Highy lfctive eadrship and motivatona il super he devclopment of coesiv carns (i

and no-ankon) i the achievement o i gl Extensive experince parnring with fluenial
businces eaders.

Core Competences
¢ i Plasing  Prjct Management
7 Quly s 7 P Rcaginetiog
7 Courns Ao 7 Seppierenbor Mamsgmen
7 CouComiament ¥ Sy Inplnotaion
7 Dund st 7 Vi
7 Ao 7

Career Highlights

= Diected operatng budet of over $180 milion dring construction s oprations of e Fanows
Workd Exbibition

. idated the development nd implemenaion o  budgettrcking and -reportng sysiem I
support of 1 $90 milion capital project; ompicicd 90 days shead of shedole and $1 million
e budget

+ I ecuriy operatons, redoccf-ouse thet and drug an sicobol sbuse by 9%, while:
reducing o $100,000 per yar

+ Steamiined warchouse management procdures,cahanced Inventory planning and control
practices rained and coached warchouse crew.

+ Estbliched ully ntegratedlogitics managesment functio, consoldaing nveiory. warchousing.
and distion.

Profesional Experience
NewsearsR Conpavy 0102010
Manager, Procurcment and Sccarkty

- Eutblshd procesesand procedurs. 1 cntralizd purchasin and nventory management via
st ver lectonic syt i the southernnewspaper i, reducin cots by SS00900yer.





