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Foreword

A book is a good book, even a great book, if you keep saying to yourself as you go through it: “Now, how did they learn that?”

 

A continual sense of wonder in you, the reader. That’s the key. That’s how you measure whether a book is really helpful, or not. And what I’ve learned over the years is that such wonder is not produced simply by a writer’s experience. It’s produced by experience plus one other ingredient, harder to find: wisdom. If you’re puzzled about what I mean by “wisdom,” I mean learning to separate the important from the unimportant. I mean learning to separate the wheat from the chaff. I mean learning, as Susan Ireland herself says in this most helpful book of hers: What is the least you need to know? Ah, there is wisdom, right there!

 

Books about resumes—of which there are hundreds, if not thousands—often are “yawners,” I regret to report—after reading them for 35 years. On and on and on, they go. While visions of sugarplums, or at least of soft pillows, dance in their readers’ wee little heads.

 

The authors of books about resumes commonly seem to feel there is so much to tell, and so little time. You must remember this, you must remember that, and oh yes, you must remember this also. They believe we live in the Information Age, as is commonly said. Well, that’s not exactly true. We live in the Too-Much-Information Age. Most of us wander, as David Shenk first pointed out back in 1998, in a kind of overwhelming Data Smog.

 

Hence, “what is the least you need to know?” is the true place, the wise place, where a book on resumes needs to start.

 

There is a lot of wonder and wisdom in this book. When I came across Susan’s words—like “If your resume generates job interviews for work you’re not interested in, something is wrong with your resume”—I found myself thinking, “Now, how did she learn that?” And, in fact, I found myself thinking this continually, throughout the book.

 

But the point of a book, of course, is not “how did she learn that?” but “how can I learn that?” That’s easy. Put yourself in Susan’s hands. Trust her. Trust this book. I recommend it highly, for the obvious reasons: its wisdom and your wonder.

 

—Richard Bolles

 

Richard Bolles is the most widely read and respected leader in the whole career development world. His book, What Color Is Your Parachute? A Practical Guide for Job-Hunters & Career-Changers, is now in its 35th annual revision, and has sold more copies (8 million) than any other career book in the world.




Introduction

You’re looking for a job, and for that, you need a great resume.

 

I don’t have to tell you the job market’s tighter than a sailor’s knot. Headlines tell us daily that we’re in one of the toughest employment situations in decades. So many resumes are in circulation, it’s a wonder online databases can hold them all. And with so many applicants going for each job, you really—I mean  really—need a top-notch resume to compete. It has to contain all the right keywords, accomplishments, and skill sets for your job objective.

 

Your resume is the primary marketing piece for your job hunt. Once you’ve created it, you need to be savvy about how to send it to recruiters and hiring managers, post it online, and repurpose it in other online formats—all so it can work as hard as possible for you.

 

With this book, you’re going to spend about three hours creating the perfect resume. Then, you’ll learn how to get it into the hands of hiring managers. You’ll also get the hang of how to build your online professional network, where your resume will play a key role as your online profile.

 

As a professional resume writer who has helped thousands of job seekers, I’ve seen how well-written resumes lead to promising interviews and job offers. Now, as the proud owner of The Complete Idiot’s Guide to the Perfect Resume, Fifth Edition, you have me as your personal resume coach. Imagine that I’m sitting right at your elbow as you work at your desk or kitchen table. My job is to guide you through the entire process as you …◆ Develop a winning resume strategy.
◆ Choose the right format for your resume.
◆ Write each line to make the most of your qualifications.
◆ Compose a compelling e-mail or letter to accompany your resume.
◆ Send thank you notes that keep a prospective employer interested in you.
◆ E-mail your new resume to recruiters and employers.
◆ Post your resume online for more exposure.
◆ Take advantage of online social networking and blogging to further your job hunt.



To illustrate my points, I’ve included lots of sample resumes that reflect goals and challenges similar to what you might be facing. These samples may spark some ideas that you can use in your own resume.

 

The secret to success in using this book is to relax and take one step at a time. You’ll be surprised how painless the process of writing a resume is!




Between the Covers 

Because helping you craft a winning resume is the goal of The Complete Idiot’s Guide to the Perfect Resume, Fifth Edition, let’s talk about what’s inside:

 

Part 1, “Resumes That Work in Today’s Job Market,” explains how your resume can market you in today’s quickly changing job climate. You’ll learn why keywords are more important than ever before. You’ll also find “The Resume Commandments,” which are my secrets to creating a compelling resume.

 

Part 2, “Putting Together a Resume That Wins,” is where you find my straightforward, six-step process for writing an effective resume. Before you know it, you’ll be finished with your resume.

 

Part 3, “The Correspondence Connection,” shows you when to send a job search e-mail or hardcopy letter: along with your resume, as a follow-up to a recruiter’s request, after an interview, and to thank those in your network who helped with your successful job hunt.

 

Part 4, “Your Job Search on the Web,” turns you into a pro at preparing resumes that can be e-mailed and posted on websites. You’ll discover how to retool your resume for your social network profile and blog resume.

 

As if all that wasn’t enough, I’ve also included a Portfolio of Sample Resumes at the end of the book, jam-packed with resumes that focus on industries and professions for today’s job market.




Advice Along the Way 

Whether you read this book from cover to cover or open it to specific points to get help with your job search, you’ll notice the following sidebars throughout:[image: 002]

Job Hunt Hint

With the job search tips you’ll find in these sidebars, you’ll get your new job in no time!



Bonus Check

For that extra kick in your job hunt, check out these sidebars. They’re filled with juicy tidbits you probably didn’t think of.



definition

These sidebars will keep you informed about buzz-words in the job hunt business.
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Career Casualty

Don’t miss these important warnings. They’ll save you lots of work, angst, and time.
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Part 1

Resumes That Work in Today’s Job Market

There’s no question we’re experiencing hard economic times. Unemployment is high and jobs in many fields are scarce. You may be feeling uncertain or even desperate about your job search, wondering which way to turn for employment opportunities and how to approach them. If so, you’re not alone. Many job seekers, even highly qualified professionals, are feeling tossed around like a rowboat at sea in a hurricane.

 

Don’t despair! In Part 1, we look at the situations many job seekers are facing in today’s job market and suggest some viable resume solutions. We’re also going to look at how recruiters are searching for top-notch applicants—like you—and how your resume can rise to the top of the pile on a recruiter’s desk. That’s right, we’re going to get your resume in shape for some promising career options that will give you a new start and carry you into a bright future.

 

So turn the page, and let’s get sailing!
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Chapter 1

Tough Times Call for Seriously Great Resumes

In This Chapter ◆ The economic slowdown and your job search
◆ Resume pointers to help you fit into emerging industries
◆ How to highlight a new degree or retraining on your resume
◆ Time to change careers?



With the constant change in today’s job market, you need to be ready to move on a dime in almost any direction to get a job. That means staying current on what employers are looking for in job candidates and keeping your resume loaded with those qualifications.

 

This chapter looks at how to use your resume to reposition yourself for a jump into a new and promising industry or find a job in one of the old standbys that’s likely to hold steady through thick and thin.




A Resume for All Reasons 

You’re looking for a job. No matter what the reason, the slow economy probably isn’t making your job hunt easy. With so many applicants per job, you need to have a really great resume to compete, and you need to get that great resume out where recruiters and employers can easily find it.

 

First, let’s look at what brings you to the point of looking for a job. Then we’ll figure out what sort of job you want and how to create a resume that will impress employers, even in these tough times.


Pink Slip Blues 

Getting laid off or fired feels awful! Whether you see a pink slip coming your way or it lands on your desk with no forewarning, it can feel like a wrecking ball fell on your head. With the number of layoffs happening today, you may have already been a victim of job termination, or suspect you could be next in line.

 

If you’re dealing with job termination, get right on the case:1. Figure out what job you want next.
2. Create a resume that targets your job objective.
3. Get your resume in front of recruiters and employers who are trying to fill job openings for your desired type of work.


If you’re scared or just feeling down because the job market is so tough, read on to see how others have refocused their resumes to get into growing and stable industries such as biotech, green products manufacturing, or website technology. Before you know it, you’ll be back on your feet with a new job!

[image: 005]

Career Casualty

Don’t use the words  laid off on your resume. Usually there’s no need to explain on your resume why you left a job. If, however, you’ve been laid off more than three times in two years, simply put the reason for your lay-off, such as “plant closed” or “company merger,” so the employer won’t think it’s your fault your jobs were short-lived.



Time for a Change 

You may not be in job termination crisis. Maybe you’re simply looking for a job that’s better than the one you currently hold. Or maybe you see opportunities in new fields that interest you. If so, you’re ready to …

1. Define your next career move.
2. Learn as much as possible about your new profession or industry.
3. Create a resume using a format that markets you for your career transition.
4. Get that resume out there!
Whether you’re currently employed or unemployed, you have some very exciting career possibilities before you: healthcare, education, renewable energy, and telecommunications, to name just a few. Let’s look at examples of how others have made successful transitions, and how their resumes helped them.

definition

Blue- and white-collar jobs are turning green—that is, any job that helps and doesn’t harm the environment can be defined as green collar.





Going Green 

The environmental movement is at the forefront of the emerging new economy, and it needs a strong workforce to make it succeed. Green ventures are springing up in virtually all industries, so if you have a hankerin’ to earn a paycheck saving the planet, get a green collar job.

 

Kathryn Dobson had an administrative job at a magazine publishing company. She’d always wanted a well-paying job doing something positive for the environment but never saw an opportunity she was qualified for. A few years ago,  she decided to redirect her career toward management in a green company. Realizing she needed some education in the field, she enrolled in a Green Master’s in Business Administration (GMBA) program at a local university.

 

When it came time to apply for a job as Program Manager in an environmentally conscious organization, she updated her resume to include the following:◆ Green university coursework
◆ Volunteer position at an environmental organization
◆ Solid business experience
◆ Achievement statements that fully support her job objective



Check out Kathryn’s resume at the end of this chapter. Not surprisingly, she won her dream green job!

 

The good news about green industries? Applicants for many jobs in this field are not expected to have much experience because the field is relatively new. This means it’s a more level playing field among the competition. Conveying your enthusiasm for preserving and improving the environment, and participating in local community projects, will take you further than offering simply a laundry list of marginally relevant jobs. That being the case, go through your paid and unpaid work experience with a fine-tooth comb and make a list of those things that support your job objective, including:◆ Projects (paid or unpaid)
◆ Activities (personal or professional)
◆ Classes, workshops, seminars, certifications, and degrees



With this list in hand, incorporate relevant items into a chronological or combination resume format (see Chapter 4). If neither the chronological nor combination format works for your situation, use the functional format. To see more green resumes, look under “Environmental” in the Portfolio of Sample Resumes at the back of this book.




You Got a Degree in What? 

We all hear stories of people who found success by following their passions. But what if your passion—and college degree—is in a noncommercial field such as Latin? In the following scenario, see how Jed pursued his passion for Latin and then landed a job as a software engineer.

 

Jed got his Master’s degree and Ph.D. in Latin, with the idea of going for a career in research/teaching ancient languages. Near the completion of his Ph.D. program, he changed his mind—he decided to apply for a job in software development.

 

On his resume, Jed pointed to his nonacademic experience, to which he had devoted a fair bit of time writing collaborative textbook software, educational software for the blind, and his own research tools for searching the corpus of Greek and Latin texts on digital media. His resume stood out among others because of the level of his intellectual curiosity and diversity of experience.

 

Jed was interviewed and accepted for a job as Production Software Engineer at a company that provides visual effects for the entertainment industry. He believes he won the job because in his resume, correspondence, and job interview he was frank about why he changed his career path. In doing so, he showed he’s smart, intellectually flexible, and passionate about whatever he takes on.

Bonus Check

A slowdown in your industry or profession could be a blessing in disguise. It may open a door to a new and exciting line of work for you!





Techie Heads for Medical Field 

Healthcare is predicted to be one of the most stable industries as time goes on, because no matter how the economy performs, there will always be a need for medical attention and supplies. Healthcare, of course, employs a number of occupations from janitors to surgeons, IT professionals to social workers.

 

In this next story you’ll meet Robert Silverstein, who had no medical training but found his way into the healthcare arena after being laid off from his job in high-tech.

 

As a test engineer for a large electronics firm, Robert thought his job was secure. But when funding for his project dried up, he was laid off. Unemployed for the first time in his adult life, Robert created a bare-bones resume (found at the end of this chapter) that said nothing but the essentials of where he’d been and what his marketable skills were. Then he added a special Technical Skills section near the top in which he listed all his technical keywords.

 

He got a few short-term jobs but no steady work. He often had long stretches of unemployment between assignments. During one particularly long span of unemployment, he worked for no pay at his son’s alarm company. As he updated his resume, here’s how Robert made these short-term job stints look more stable:◆ He placed all his contracting assignments under one job title: 2006-pres., Contract Test Engineer.
◆ He beefed up his experience by listing his work for his son.



Eventually Robert landed a contractual job with a medical equipment manufacturer. To his delight, his short-term contract in the R&D department turned into a permanent job as part of a team doing groundbreaking work with difibulators. He couldn’t have been happier.




Selling the Case for Healthcare<

If your industry has slowed down and you’re lucky enough to have a transferrable occupation, maybe you can head for another industry where you can wear the same professional hat. That’s exactly what Raj did when he saw a roadblock ahead.

 

When the U.S. auto industry took a turn for the worse, Raj decided it was time to get out of car sales. Sales was all Raj knew; the idea of doing anything else wasn’t even a consideration.

 

Opportunity knocked when he visited his doctor’s office for his annual bend-over-and-cough exam. In the waiting room, he sat next to a woman who had a sales case in hand. Recognizing a fellow salesperson, he struck up a conversation and soon learned she was about to get her foot in the door with Raj’s doctor to promote a new electronic stethoscope. Raj asked the woman lots of questions while they were waiting, and by the time he left his appointment he had decided to investigate transferring his sales talent from the sickly auto industry to the healthy healthcare industry.

definition

A transferrable occupation is a job function that exists across industries, allowing a job seeker in that line of work to move easily from one industry to another. Such a minor career change can usually be achieved using a chronological or combination resume format (see Chapter 4).


Here’s how Raj tailored his resume for his career move:◆ Near the top of his resume, he put “Sales Manager” to announce that he is clearly established in his profession.
◆ In the body of his resume, he wrote strong achievement statements without mentioning cars, trucks, or SUVs. Rather, he used non-industry-specific language (such as quotas, items, merchandise, or units) when showing off his transferable sales skills. For example: “Achieved 110 percent of personal quota early in the fourth quarter, enabling the entire sales team to attain 125 percent by year’s end.”
◆ At the end of his resume, he briefly mentioned that he’s bilingual in Hindi and English, because he realized there are numerous doctors from India who would be his customers.



With his resume in hand (and online), Raj networked his way into a job selling pharmaceuticals to medical facilities. His sales career now feels far more secure.




Stepping into the Classroom 

You may need to push the career refresh button by changing professions without leaving the industry you’re established in. That’s what our next job seeker did when he could no longer work in construction.

 

Greg was the manager of a construction company that went belly up when the housing market took a dive. It became evident that his career on rooftops was over and he needed to find a new means of support.

 

He met with a counselor with whom he had many discussions about possible career options. Not surprisingly, the conversation always came back to construction. Building was what he knew best, so Greg easily put together a resume for a teaching position at a local vocational college. His resume …◆ Highlighted his extensive knowledge in construction.
◆ Spoke about his training and supervision of his crew.
◆ Featured his Master’s degree in mechanical engineering, which qualified him to teach in the classroom.
◆ Listed his ability to speak Spanish.



Greg’s resume won him an interview, and he now derives great satisfaction helping high school graduates gain skills in construction and mechanical fields, which many will find employable in the emerging green building industry.




Going Digital 

Sometimes a little retraining in your current field can open up new possibilities. As industries change, you may need to keep up with new technology so you remain marketable to employers. Or, you may simply need to tweak your dream career to get your sails lined up with the financial winds.

 

Fred is a professional singer-songwriter whose gigs alone didn’t pay the bills. Realizing he needed a “day job,” he started looking for something—anything—just to get by. Everything he found online sounded either boring or didn’t match his skill set. Then he got the bright idea of retooling his musical career to include a new dimension.

[image: 006]

Job Hunt Hint

If the job market is tight in your specialized line of work, consider going back to school for a new degree or certification to realign your specialty with current market trends. Then highlight that new degree or certificate on your resume.


He was naturally interested in sound engineering and had dabbled in it when he recorded his own songs. He decided to get some training in digital arts at a nearby college. Using all unpaid activities, Fred was able to build a functional resume—the bulk of his relevant experience came from his coursework and hours of personal recording.

 

His resume won him a “real” job as a digital sound engineer for a web-based multimedia company. He still plays gigs in his spare time and hasn’t given up the dream of being a full-time professional musician someday.




It’s Your Move 

The job market is a little shaky right now, but with some courage, flexibility, and a great resume, you will land a job. Don’t wait for a pink slip to land on your desk before you start examining your career options. Start the process right now by updating your resume for a new job possibility!


The Least You Need to Know 

◆ Whether you’re currently employed or unemployed, there are exciting job possibilities for you in this changing economy.
◆ Use paid and unpaid experience on your resume to show you have what it takes to work in a different industry or occupation.
◆ Place your new degree or retraining prominently on your resume to show you qualify for your career shift.
◆ On your resume, demonstrate qualifications that are relevant to ethnic diversity and the global economy.
◆ Consider going back to school to gain new skills in a different field.

[image: 007]

[image: 008]




End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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% Conductor for annual All School Concert.

% Prepared middle-school students for MENC vocal competitions.

Education
Master's in Music Education (Kodaly), St. John's College, Berring, ND, 2004
North Dakota Credential Program, St. John's College, Berring, ND (Professional Clear),
Whiley College, Windham, ND, Orff Schulwerk Graduate Level Certification Program, Level I, 2000
Bachelor of Music, Music Education, Honor Student, University of Kansas, Kansas City, 1998

Professional Development
CLAD certification program, University of North Dakota, 2007
TRIBES Learning Community Training, Center Source Systems, Hazeltown, ND, 2005
Attendance to OAKE National Conference, 2003 and 2007
Atiendance to ACDA National Canference, 2005

Awards/Honors
NDAKE Scholarship to attend OAKE: National Conference, April 2003

St. John's College Kodaly Graduate Fellowship, 2001, 2002, 2003
University of Kansas, Music Department Scholarship, 1996, 1997, 1998
Pamela A. Hastings Scholarship for excellence in the performing arts, 1995
State of North Dakota Single Subject Credential (Music) grades PK-12
State of Kansas Beginning Educator Certificate (Music) grades PK-12

Affiliations
MENC, Music Educators National Conference

OAKE, Organization of American Kodaly Educators

NDAKE, North Dakota Association of Kodaly Educators, Board Member (Membership)





OEBPS/irel_9781101195505_oeb_034_r1.jpg





OEBPS/irel_9781101195505_oeb_166_r1.gif
2004-pres.

B.A., Summa Cum Laude, History & Anthropology, Univers

AmY MOORE
PAGETWO

Guided integration of new physician partners into the medical center. Educated
new physicians and their staff in policies and procedures, and established a
timeframe for their transition into the medical network.

Conducted audits of physician charts and developed measurement tools to assess
levels of compliance with medical center policies and regulations. Coached
physicians on processes.

Coordinated upgrade of practice management software and trained staff in the
use of KIP Medical Management system.

Reviewed and analyzed community standing, reputation, and contractual
relationships with healthcare plans and providers within the community.
Received President’s Award for Outstanding Quality Performance, presented by
the medical center CEO.

COMMUNITY SERVICE

Dade Charter School, Dade County School District

Event Chair, Annual Fundraiser: Secured donations; selected site, theme, and
entertainment. Coordinated 75 volunteers and oversaw this highly successful event,
with 300+ attendees. Event raised $75K, setting a record for the school.

Initiated eBay fundraising campaign as a new revenue stream, created charitable
website, and raised $20K through online donations.

Coordinated and executed annual giving campaign, with proceeds over $250K.

EDUCATION / PROFESSIONAL DEVELOPMENT

y of Miami

Computer proficiency: MS Word, Excel, Project; WordPerfect; IDX Medical Management Software
Florida Real Estate Sales License #12345678
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Phillip Riekels, Page2

St. Agnes Medical Center (Continued)

* Recruited thirteen British nurses (five of whom have stayed for more than five years) as
a result of three trips to London. Worked with advertising agency, State Board of
Nursing, and immigration attorney.

* Represented the hospital through newspaper and TV interviews about innovative
solutions to health care problems.

* Oversaw remodeling of three major units. Merged intensive and cardiac care into one
aritical care unit.

HCA Northwest Hospital, Tucson, Arizona
MANAGER SURGICAL/ ORTHOPEDICS

Played major role in the start-up of this new 150-bed, for-profit, acute-care community
hospital.

Developed and managed a 28-bed surgical unit.

Managed a 24-bed ortho/neuro unit and hospital-wide messenger service,

Started the nursing Quality Assurance Program and chaired its committee.

Implemented the HCA Patient Classification System.

Established HPPD staffing guidelines for all nursing units.
University of Oklahoma, College of Nursing, Tulsa, Oklahoma
TEACHING ASSISTANT

CSI Productions, Tulsa, Oklahoma

RESEARCHER AND WRITER

Wrote narratives for this producer of health care training materials on Cardiac Monitoring,

Medicating the Patient, and Antiembolism Stockings.

Gila Pueblo College, Globe, Arizona

NURSING INSTRUCTOR

* Saved the nursing program by achieving 100% graduate passing rate on State Board
Exams, a drastic improvement from previous years’ unacceptably low rates.

* Redeveloped entire content of first year associate degree nursing program to update
information and improve presentation.

1989-1993  Hospitals in Arizona and Oklahoma
CLINICAL PATIENT CARE positions: Charge Nurse, IV Therapist, Staff Nurse
AFFILIATIONS

World Affairs Council

Nursing Administrators Council (NAC) of Central San Joaquin Valley
« As President, established NAC as a voice of influence on nursing and health care in
the valley.

Organization of Nurse Executives, California (ONE-C)
Sigma Theta Tau, National Nursing Honorary Society





OEBPS/irel_9781101195505_oeb_086_r1.gif
Michael Wong
123 Adams Street, #1 + Somerville, MA 12345+ (123)555-1234 + mwong@bamboo.com

JOB OBJECTIVE: A position in Public Relations with an emphasis on Lvent Planning.

SUMMARY OF QUALIFICATIONS
* Experienced at public relations for a provider of promotional merchandise for national
and international concert tours.
* Success in producing events for up to 8,000 people.
* Reputation for achieving goals using a professional yet personable approach.

EDUCATION

MBA, International Marketing, Boston University, Boston, MA, 2000
BA, Marketing, Northeastern University, Boston, MA, 1998

RELEVANT ACCOMPLISHMENTS

Public Relations
* Represented promotional merchandise providers to concert hall managements, bands,
and the public. Tours included: - Melissa Etheridge Matchbox 20
Jimmy Buffett Faith Hill

* Saved as much as 6% of revenues when negotiating venue contracts for promotional
‘merchandise sales of up to $25,000 per night.

* Developed positive rapport between band and merchandise company by creating a
team atmosphere rather than a strictly business relationship.

* Commended for establishing strong working relationships with bands and management
companies. Consistently requested by bands for repeat and new tours.

* Acted as tour public relations person, handling questions and comments from fans.

Event Planning
« Ascvent planner on the Arts Board, produced sell-out musical and theatrical programs
for up to 8,000 attendees
« As hospitality director for Musical Event Board, negotiated contracts, supervised
catering, and managed backstage accommodations for concerts including;
u2 Destiny’s Child Eminem
James Taylor Brian McKnight No Doubt

WORK HISTORY

2005-present Tour Manager for Merchandise  DAVIS ENTERTAINMENT, nationwide, 2006-present
CARMICHAEL GROUP, nationwide, 2006 tour

2006 Executive Assistant (contractual)  AXTELL GROUP (advertising/ promotions), Boston

20032005 Department Manager SHOE SHOPS INC,, Cambridge
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Alice Friend
123 Frut Tree Biva
Omaha, NE 12345

(128) 555-1234
alce_riend@bamboo.com
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2004-2008  PHOENIX MEDICAL CENTER, Phoenix, AZ (continued)

Distribute necessary and appropriate anesthesia supplics and equipment
for surgical patients.

Order and maintain disposable and nondisposable anesthesia inventory;
stock anesthesia medication.

Independently facilitate surgical schedule by managing surgical suite
anesthesia set-up and room turnover.

Circulatory Support Technician, 2004-05

Maintained constant lines of communication with up to 4 perfusionists,
11 anesthesiologists, and multiple OR nurses and technicians.
Performed autologous blood recovery using cell-saving machinery
during various operations, including orthopedic cases, open heart
surgery, and liver transplants.

Charted records, performed inventory management, assisted
perfusionists with specialized equipment and supplies, and maintained
specialized equipment.

Monitored patients on the Thoratec Dual-Driver, Heat-mate, and TLC-II
ventricular assist devices.

Assisted perfusionists by assembling and priming the Heart-Lung
Machine for cardiac by-pass.

Assisted cardiologist with the percutancous insertion of the intra-aortic
balloon pump (IABP) in cardiac catheterization laboratory, as well as
monitoring the device to ensure proper timing of the balloon.

Assisted anesthesiologist with offsite anesthesia cases in MRI,
Radiology, X-ray, CT Scan, and Cardiac Catheterization Laboratory.

1999-03 UNIVERSITY OF DALLAS, Dallas, TX
Recruiting Coordinator, 2002-03 Women's Basketball Coach, 1999-02

Evaluated prospective student-athletes to determine program
cligibility, including athletic and academic performance. Worked
closely with Head Coach to develop strategic plan and outreach
materials to attract candidates.

Supervised graduate assistant and administrative support staff. Acted
as a liaison between student-athletes and Head Coach.

Planned and coordinated community service and fundraising
projects, working with organizations such as Northwest Church,
Kinsey Corporation, and local elementary schools.
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2003-present HARRISON PRODUCTIONS, Chicago, IL
President, 2007-present
Vice President, 2006-2007

Producer, 2003-2006
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HANDY INSURANCE, Erie, PA 2005 102006
Production Specialist
+" Top producer bringing in new business, cultivating agency relationships, underwriting, and marketing
+ Skillfully managed up to 25 agencies: raveled throughout Pemnsylvania to accomplish this go
+ Active in underwriting high value homeowners” products in all lines of business.

BRYON, STAFFORD & TILFORD, Harrisburg, PA 2003 102005
Insurance Defense Legal Assistant to Managing Partner
* Uilized insurance background to assist attorneys in commercial claims liability litgation cases.
+ Maintained professional relationships with commereial liability liigation specialists and corporate
counsel; coordinated meetings, conferences, and events for the managing partner.
+ Acquired valuable knowledge of claims litigation.

PETER SMYTIIE, Pittsburgh, PA 200210 2003
Commercial Lines Broker
« Acted as liaison between producers and commercial insurance underwriters; adeptly handled placement of
commercial policies nationwide.
* Worked cffectively with carriers always obtaining the best possible rates for clints.
+ Maintained “Top 10%" in monthly production volume; successfully managed integrated network of
commercial insurance underwriters from over 15 major insurance companics.
« Afterthe 9/11 crisis and with aggregates down, honed skl in people and rela
became extremely effective in maintaining business.
« Trained new hires for future broker positions; one of these brokers s very successiul oday.

nship building and

PRATT AND TUCKER INSURANCE, Pittsburgh, PA 2001 0 2002
Marketing Production Coordinator
« Hired by Marketing Manager for new position as her assistant; took over management of small accounts.
+ Marketed new and renewal P&C commercial policies through standard and excess and surplus lines
markets.
+ Directed negotiations with underwriters and consistently obtained comprehensive coverage at competiive
premiums
« Established daily communications with producers for developing and implementing sales strategics.

PARK CITY INSURANCE, Pittsburgh, PA 1992102001
Personal Lines Underwriter
+ Provided underwriting d
service, and claims.
« Analyzed markets, resources, and processes; participated in identification and development of
recommendations for management of loss rends, regulatory restrictions, and competitive issues.
« Displayed technical knowledge of coverages, programs, guidelines, and rating plans; continually
enhanced proficiency in technical knowledge.
«‘Trained numerous employees on underwriting programs and served as the underwriting expert during
new employee orientation classes.
« Started as a Member Relations Specialist and a Special Programs team member; in 1998, promoted to
Underwriter.

ons on risks and

cave technical underwriting advisory support to sales,

THIRD NATIONAL BANK, Pittsburgh, PA 199010 1992
Assistant Bank Manager

+ Scleeted for and successflly completed Management Training Program in Personal Banking.

« Assisted Branch Manager in day-to-day operations; performed customer services dutics.
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Gretchin Hendley
123 Green Lane + Harristown, VA 12345 + (123) 555-1234 « ghendley@bamboo.com

Larry Picasso
123 Fountine Bivd. + Denver, CO 12345
Offce: (123) 5551234+ Home: (123) 5355075
Ipicasso@bamboo.com
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PETER C. DUBRO
peter@unknown.com
“Thistown, MA 12345

(123) 555-1234

SOLAR ENERGY ENGINEER
EDUCATION

Masters of Science in Energy Engineering - Solar, 2007
University of Massachusetts, Lowell, MA (GPA 3.6/4.0 - Dean’s Medal)

Bachelor of Science, Electrical Engineering; Minor, Computer Science, 1997
Rensselaer Polytechnic Institute, Troy, New York (GPA 3.1/4.0)

EXPERIENCE
Senior Energy Engineer - Solar Design Company, MA 2004 - present
« Engincering and project management of renewable energy systems.
« Solar photovoltaic systems installation and commissionin
« Grant, proposal, commissioning, and feasibility report writing
« Data acquisition system development, programming, and consulting.

Energy Engineer - Energy Logic Inc, Dennisport, MA 2004 - present
« Set up office computer network and provided technical suppor.
* Rescarched applicability of solar PV application for large business use.

Substitute Teacher - Mansfield HS, Mansfield, MA 2001 - 02
« Various subjects, including five weeks as a permanent substitute in Biology and Chemistry.
*  Helped students design and build robot for FIRST robotics competition.

Senior Software Engineer - Bizland Inc., Burlingion, MA, 2000 - 01
« Small Business Resource Center Platform involving co-branded business web hosting.
Developed and refined member tools ulizing mySQL, PERL, with some JavaSeript
Integrated third-party unified login and registration.

Performed technical lead and point-of-contact role on several projects.

Role of Perl coach to guide junior team members and report project status in senior meefings.

Engineer - Raytheon Electronic Systems, Portsmout, RI, 1997 - 00

Web development for Smart Product Model using PERL, Java, JavaScript.

Integrated Engineering tools for Web/WAN based deployment

Active Server Page Web/database integration using VBSCRIPT ADO and ACCESS.
Block]C Open Systems Module FDDI network designer.

FIM - AN/UYK43 testing interface.

Research Assistant - Rensselaer, Troy, New York, 1997

* Software Engineer - Transportation Environmental Management.

* SQLWindows Database design for the New York Department of Transportation.
* Developed Database and GUI for Environmental tracking.
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Name
Street
City, State Zip
Phone, E-mail

JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

« How much experience you have in the field of your job objective, in a related field, or
using the skills required for your new position.

 Anoverall care
* What someon

accomplishment that shows you'd be good at this job.
would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xcpres.  Company Name, City, State
Job Title
* An accomplishment you are proud of that shows you're good at this profession.

A problem you solved and the results

« Atime when you positively affected the organization, the bottom line, your boss, your
co-workers, your clients.

« Awards, commendations, publications, etc, you achieved that relate to your
job objective,

20xcxc Company Name, City, State
Job Title
A project you are proud of that supports your job objective.

« Another accomplishment that shows you're good at this line of work.
* Quantifiable results that point out your skill
20xexx Company Name, City, State
Job Title
* An accomplishment you are proud of that shows you will be valued by your next
employer.

« An occasion when someone "sat up and took notice” of your skill

EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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Blackboard (Washington, DC) 20002004
Sales and Account Manager
* During Blackboard's purchase of MadDuck Technologies, personally converted over 85% of
MadDuck clients to Blackboard software within 4 months (after being given 18 months to do s0),
thereby increasing the sale price of MadDuck from S1.4 million to 52,9 million, and generated an
additional $200,000 dollars in initial revenuc to Blackboard by generating multiple-year deals
* Direct Sales Manager responsible for increasing revenue from existing clicnts as well as generating
new sales of products, service, and third-party hardware and software.
« Consistently maintained greater than 95% annual retention of existing customer base.

Awards and Recognition at Blackboard include:
« “Sales Rep of the Quarter”
2003 Presidents Club

MadDuck Technologies (Richmond, VA) 1999-2000
National Sales Manager

* Global responsibility for sale of “Web Course in a Box” Course Management Software (CMS) to K~
12, Corporate, and Higher Education markets.

* Inone year, doubled the sales that MadDuck had made in the company's history. Products included
the CMS, a “Suite” of services and training.

* Increased the perceived value of MadDuck Technologies, which led to subsequent sale of MadDuck
10 Blackboard for $2.9 million

Computown (San Francisco, CA) 1998-1999
Computer Sales Specialist
«" Sold over 1.5 million per year in hardware, software, and support contracts.
* Over 85% of hardware salcs included support and maintenance contracts resulting in a 25% increase:
in revenue for the company.
* Top salesman of the year for two years in a row.

Charles Schwab (San Francisco, CA) 1996-1998
Client Relations Manager
* Managed relationships with Schwab One credit card customers.
« Responsible for sccurities negotiation and estate reconciliation of stock: successfully rencgotiated
greater than 97% of all stocks in any given quarter

Whole Earth Access (San Francisco, CA) 1984-1992
Computer and Electronics Salesman

* Sold consumer electronics and computers in a retail environment.

« Top salesman of extended warranties on products.

Education

Bachelors Degree, Cognitive Science, University of California, Berkeley
Awards and Recognition
« Trwin P. Diamond Scholarship for “Most Outstanding Transfer Student”
« Florence Gastonguay Scholarship for “Outstanding Mathematics Achievement™
* Kathleen D. Loly Scholarship for highest grade point average in the Alpha Gamma Sigma Honor
Society
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Jack Kraus
123 Godfrey Avenue, #2, Philadelphia, PA 12345 (123) 555-1234 jkraus@bamboo.com

JOB OBJECTIVE
Student Affairs Officer I, Housing & Dining Services: Residential Programs

SUMMARY OF QUALIFICATIONS
« 19 years asa professional educator with strengths in program development and administration.
« Enthusiastic team leader and outstanding communicator, both one-to-one and before groups.

« Creative in solving problems and maximizing resources. Computer literate.

EDUCATION
M.A, Educational Administration, Temple University, Philadelphia, PA, 1999
B.A., History, St. John's College, Santa Fe, NM, 1989

RELEVANT ACCOMPLISHMENTS
PROGRAM ADMINISTRATION
Philadelphia Unified School District
« Developed new educational programs, including

- Tutoring program for ESL students that achieved highest recommendations.
- "Future System” curricula, a hands-on approach that included a computer lab.
- $12,000 ham radio station project for high-achieving students.

« As Teacher-in-Charge, supervised 45 teachers in principal’s absence and assisted in administrative
decision-making and program development.

« Chaired ESL Advisory Committec comprised of parents, administrators, and teachers, which served
as a forum for student isstes.

TEACHING

Church Street School

« Currently teach basic college courses (English, history, and writing) to students, ages 18-50 and from
diverse cducational and cultural backgrounds.

« Tutor and advise students regarding study skills and carcer development.
Philadelphia Unified School District

« Instructed adults in basic education skills, GED preparation, and ESL, in addition to holding a full-
time elementary teaching position.

TXN Newsroom Guest Speaker
« Delivered presentations to school groups and cable companies on new technologies in the classroom.

WORK HISTORY

2007-present Instructor Church Street School, Philadelphia, CA
2005-2007 Guest Speaker TXN Newsroom, Philadelphia, PA
19892007 Educator Philadelphia Unified School District, Philadelphia, PA
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Name
Street
City, State Zip
Phone, E-mail

JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

« How much experience you have in the field of your job objective, in a related ficld, or
using the skills required for your new position.

« An overall carcer accomplishment that shows you'd be good at this job.
* What someone would say about you as a recommendat

RELEVANT EXPERIENCE
MAJOR SKILL
« Anaccomplishment you are proud of that shows you have this skill
« A problem you solved using this skill, and the results.

« A time when you used your skill to positively affect the organization, the bottom line,
‘your boss, your clients.

* Awards, commendations, publications, etc, you achieved that relate to your
job objective.

MAJOR SKILL

« A project you are proud of that supports your job objective.

« Another accomplishment that shows you're good at this line of work.

Quantifiable results that point out your skill

* An occasion when someone "sat up and took notice” of your skill.

WORK HISTORY
xxpresent  Job Title COMPANY NAME and city
20%06xx Job Title COMPANY NAME and
20x0xx Job Title COMPANY NAME and city
2000xx Job Title COMPANY NAME and city
EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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Charles E. Humphries
123 Baytown Avenue * Jacinto, TX 12345« (123)555-1234 * c_humphries@bamboo.com

JOB OBJECTIVE: Technical Sales Account Manager

SUMMARY OF QUALIFICATIONS

« 13 years as an engineer collaborating on key marketing//sales strategies for one of the
nation’s largest corporations

« Enjoy making sales presentations that motivate audiences to "buy into” new products.

* Technical versatility: construction, computer systems, telecommunications, and safety.

PROFESSIONAL ACCOMPLISHMENTS
SALES / MARKETING
« Increased premium product sales 15% (4.1 million) by designing a $2.7 million
advertising and point-of-sale strategy. Led team of sales experts, merchandising
specialists, market rescarchers, P.O.S. vendors, and product engincers.

* Made winning "sales” presentation regarding a $37 million retail automation project.
Built consensus among company divisions with competing interests by facilitating
needs assessment, goal setting, and cooperative strategy planning,

« Increased revenue $12 million annually by convincing 8,300 retailers to use electronic
funds transfer system

* Led several testimonial and training presentations that "sold” new technologies to
audiences with resistance to change.

TECHNICAL PROJECT MANAGEMENT
* Led technical development of customer-activated credit/debit card payment system
implemented at AP stations nationwide. Increased corporate annual sales $154 million.
« Led development of computerized maintenance dispatch system for 8,250 retail outlets
and 60 bulk facilities that eliminated down time, increasing sales $8.4 million per year.

* Directed the $49 million construction of 40 service stations, designing architectural plans
that met environmental regulations and local government demands.

WORK HISTORY
1996-present American Petroleum Inc., Houston, TX
Environmental Safety Fire and Health Specialist, 2008-present
Trading Analyst, 2006-2008
Project Manager, Market Place Development, 2005-2006
Project Manager, Electronics Systems - Service Stations, 2002-2005
Analyst for Product Order and Delivery, 2001-2002
Project Manager, Service Station Construction, 1998-2001
Staff Engineer, 1996-1998

EDUCATION

B.E, Chemical Engineering, Massachusetts Institute of Technology, Cambridge, MA, 1996
Professional Development:  American Demographics Annual Marketing Conference
Sales and negotiations seminars
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Bill SteinberEer

123 Terrace Street
El Sobrante, CA 12345
123-555-1234
bsteinberger@bamboo.com

January 5, 2009

Mr. Ron Gratchet, Owner
Tools, Etc.

123 Greystone Road
Portland, OR 12345

Dear Mr. Gratchet,

Linda Zeffer has often spoken highly of you, usually in reference to the likelihood of our
‘meeting someday.

In fact, that's what this letter and resume are about. I'd like to speak with you about the
opening for General Manager at Tools, Etc.

I grew up in the hardware business — my parents owned and ran an Ace Hardware
store in a small town for 25 years before they sold it to me. As much as I love managing
the store, it's time to move on to bigger things ... such as Tools, Etc.

Could we talk soon? I'd like to be the first candidate you consider. Il call your office to
sec when you are free to meet with me. Thank you!

incerely,

Bill Steinberger

Endlosure: resume
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David Goldstein

123 Lincoln Avenue * West Hollywood, CA 12345 « (123) 555-1234 * daveg@bamboo.com

OBJECTIVE: Sales Trainer in the areas of:  Interpersonal Communication
Sales Techniques
Product Knowledge

SUMMARY OF QUALIFICATIONS

« 15 years asa successful sales professional.
« Experienced at teaching others how to improve interpersonal communication.
« Skilled at training sales associates in proven sales techniques

« Ability to develop presentation and training materials.

PROFESSIONAL ACCOMPLISHMENTS
TRAINING
Jewel Junction
Trained 24+ franchisees regarding: Product knowledge Projected trends
Merchandising ~ Proven selling techniques
« Trained City Center sales staff including 23 associates and one assistant manager.
* Led staff meetings to introduce lines and instill respect and enthusiasm for products.
« Served on the product development committee charged with determining scasonal
merchandise and promotions.
« Diffused numerous conflicts among sales staff through group and individual counseling
* Designed employec incentive program that rewarded improved performance.
Clearwater, Inc.
« Trained sales staff in numerous department stores nationwide for short-term
promotional sales of Clearwater accessories.

SALES
« Consistently ranked among the highest in sales at Jewel Junction, using strong
presentation skills to sell luxury items in a slow economy.

« Commended for achieving above-average sales and for developing strong rapport with
customers at Grove Jewelry Distributors.
« Exceeded sales record 20% in a 10-state, 20-store region of Clearwater, Inc.

WORK HISTORY
2006-present Merchandising Manager, Jewel Junction, Inglewood, CA

20042005 Customer Service/Sales Associate, Grove Jewelry Distributors, Long Beach, CA
20012003 Sales Associate, Beemans (department store), Miami Beach, FL

2000 Promotional Representative, Clearwater, Inc, Santa Monica, CA

1994-1999  Sales Representative, Frost's Fifth Avenue, Hollywood, CA

EDUCATION
Liberal Arts, Quincy College, Key West, FL
Professional development courses: Interpersonal Communications, Sales Training,
Product Knowledge and Presentation





OEBPS/irel_9781101195505_oeb_178_r1.gif
Beth Crawford

99 Big Sky Avenue + Cheyenne, Wyoming 12345 - (123) 5551234+ berawford@unknown.com

Marketing Professional in the High-Tech Industry

QUALIFICATIONS
Experience: Over 10 years’ management experience in marketing, with over 5 years in the
technology industry.
Reputation: Highl
solutions that achie
team leadership skills.

innovative

regarded for building strong partner selationships
ntifiable results. Thorough and committed; ex

ind generating
ptional organ

ational and

MARKETING ACCOMPLISHMENTS
20032009 Tech World, Cheyenne, WY
MANAGER, STRATEGIC MARKETING (2005-2009)
Collaboratively developed stratcgies with senior management that drove market
adership in the Bandwidth Trading market.

Developed consistent, well-positioned marketing messag
coordinated execurive briefings, conferences, trade show

sin seamlessly
. and customer meetings.

Spearheaded production of major marketing videos, DVDs, online campaigns,
and internal sales launch to support sales team in applying Tech World's
keting message and increase product sales

ommunic:

Orchestrated the Indusiry inancial Summit 2008, focusing on
advising indusiry professionals on eritical telecommunications finance issues.

Achieved over $28M in addressable revenuc.

MARKETING PROGRAM MANAGER (2003-2005)
Planned and exeeuted inspiring and well-attended seminars on Lucent producs,
collaborating with product groups to develop content; identified speakers and
industry experts, and ereated outbound marketing maerials

Generated over $1.5B in expected revenue and 15,000 leads.

Coordinated innumerable logistics, ensuring that complex scheduling and
presentation technology flowed smoothly at key industry tradeshows.

Managed direet marketing campaigns, which resulted in over 4% response rates
and the highest number of qualified leads achieved to date.

Developed seminar programs through direct mal, online marketing and
telemarketing, launching solutions and exceeding projections by 100%.

199720035 MARKETING CONSULTANT
Team-developed marketing plan for Big Ideas Communications that
evolved into the focal point of venture capital solicitations for this reliability and

alability sofiware company
Oversaw software upgrade marketing campaign for Martinsville Publishing
Company, increasing net sales,

Served as the interim Dircet Marketing Dircctor of Green Thumb,
Products and re-launched $5M catalog business.

EDUCATION:  BA, Political Science, University of Wyoming, Laramic, WY
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DIANE SHORT
Marketing Communications Director
123 Walnut Avenue, #2, Berkeley, CA 12345, d_short@bamboo.com (123) 555-1234

SUMMARY OF QUALIFICATIONS

* More than 10 years in marketing with recent experience as Director, Marketing
Communications for the largest manufacturer inits classification.

« Creative thinker whose ideas have directly increased profitability.

« Manage multiple projects at once, with strict adherence to time and budget constraints.

PROFESSIONAL EXPERIENCE

2004-pres. Macy’s, San Francisco
Director, Marketing Communications, 2008-pres,
Director, Public Relations & Licensing, 2005-2008
Marketing Consultant, 2004-2005

* Created sales collateral and ran creative aspects for advertising campaign
ty program.

« Developed and managed a national pul
« Authored and designed press kits.

« Developed GWPs (gift with purchase)
« Collaborated with University of San Francisco Medical Center to design a promotion.

« Currently developing a merchandise strategy for a TV program.

« Analyzed competition, oversaw product development, approved prototypes, and
managed business relations with licensees.

« Designed merchandise packaging and displays; negotiated with licensees to use visuals.

20002004 Delaney Advertising, Inc., New York City
Director, Marketing Communications Services
« Directed the New York office.

« Supervised staff and managed photographic production and budgets.

19962000 Gap, Inc., San Francisco
Media Coordinator
« Developed and implemented advertising campaigns. Managed creative development and
execution. Monitored media budget.

EDUCATION

B.A., Communication Studies, with a minor in Business Administration
San Francisco State University, San Francisco, CA

Multimedia Program, University of California, San Francisco, currently enrolled
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John Blitzer
123 Ford Street, Plymouth, IN 12345
123-555-8858, jblitzer@unknown.com

OBJECTIVE

Position in Accounting in the Insurance Industry

SUMMARY OF QUALIFICATIONS

* Experienced using QuickBooks, Peachiree, and other accounting software,
« Two years of experience in accounting in the insurance indusiry.
* Encrgetic self-starter with strong communication skill; work well independently or on a team.
« Hlighly productive managing projects; a creative problem solver who rapidly adapts to

changing demands.

ACCOUNTING & COMPUTER SKILLS

QuickBooks Accounts Payable Vendor Management

Peachiree ‘Accounts Receivable Producer Commissions

Quicken Finance Agrecments Payroll

MS Office Collections Benelits Administration

WORK HISTORY

2005-present  Hugh and Grant Insurance Inc., Plymouth, N Comptroller/IT Manager
« Managed:  Accounts Receivable

‘Accounts Payable

Automation of Accounts

QuickBooks

20042005 Family Therapy Associates, Wilkinson, IN Bookkeeper
 Handled:  Insurance Billing

Customer Billing

Vendor Management

Banking

2001-2004  Littleton Bank of the West, Promise, IN Business Systems Analyst
+ Administered network and data warchouse seeurity IDs for cmployees.

* Designed and implemented various databases o manage information,

« Coordinated vendor activiy.

1999-2001
© Managed:

Office Manager

Banking
Customer
Vendor Management

EDUCATION

Bachelor of Science in Bu

Highland Collcge, West Fork, IN
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Advocacy

Board Relations
Calendar Management
Community Outreach
Consensus Building

Counseling
Development

Event Planning
Financial Management
Fundraising

Grant Proposal Writ
Leadership

Major Donor Giving
Media Relations
Needs Assessment
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Jan Johnston-Tyler, MA|
Neurodiversity Counselor
650 9617073
EVO L I B R I janjt@evolibri.com
wwwevolibri.com
Neurodiversity &
Career Counseling

Summary of Qualifications

* " Career counselor with expertise in working with high-functioning teens and adults diagnosed with:
Autistic spectrum Brain trauma injuries
Attention deficit Learning difficulties

Pervasive mood disorders
* Background in corporate management, which brings real-Jife understanding to my counsel
Author of two books, Heaven and Hell: The Guide 1o Asperger Adolescence, and The Mom’s
Guide 10 Asperger Syndrome.
* Scasoned presenter and lecturer at universities and professional conferences.
Smithsonian Laurcate for Innovation

Education
Master of Arts, Counseling, Carcer Emphasis
Santa Clara Unive

Bachelor of Arts, English
University of California at Berkeley

Professional Experience
EvoLibri Consulting, Palo Alto, CA 2006-Current
Principal | Career Counselor
Career counsel

ing and referral services for those facing neurodiversity issues

Direet services include:

Case management, individual, and family counseling

Career and post-sccondary education assessment and plani
a ing and placement services

Transition-readiness assessment, planning, and training

Social communities, camps, workshops, and psycho-educational groups

IDEA and ADA advocacy

Educational and intervention program development for schools and non-profits

Indirect services include:

« Therapeutic treatment with clinicians specializing in neurodiversity
Academic and executive functioning tutoring

Legal representation with attorneys speciali

g in ADA and IDEA

Harper & Associates, San Jose, CA 2005-2007
Associate Counselor (contract)
Worked with clients who were difficult to place due to disability or length of time out of workforce,
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MEMBERSHIPS

‘WILLIAM MILLER

(continued)

CLASSROOM MANAGEMENT

Create a classroom environment that is conducive to learning
according to the maturity and interests of the students

Strive to insiill a sense of excitement in the sciences and an
appreciation for the role of science in the world.

Augment classroom participation by including PowerPoint
presentations, video, Internet, elementary lab experiments, and ficld
trips,

Encourage students to "buy into” acceptable classroom behavior and
standards of respectful conduct.

Emphasize safety in the classroom, especially when handling
equipment and science models.

When required, provide disciplinary measures that are in compliance
with district guidelines.

PARENT-TEACHER RELATIONS

Actively participate in parent-teacher events such as PTA meetings,
open house, and individual parent conferences.

Maintain open communications with parents by providing student
progress reports and through contact by phone or in person when
necessary.

Invite parents whose careers are in the sciences to make classroom
presentations.

New Jersey Science Teachers Association
New Jersey Earth Science Association

Ameri

n Association of Science
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Kayla J. Wong
(123) 555-1234
Kaylajwong@unknown.com

JOB OBJECTIVE
An Executive / Administrative Assistant position within a healthcare setting

SUMMARY OF QUALIFICATIONS

An efficient, detail-oriented and well-organized professional with more than 10 years of
progressive responsibility in Exccutive / Administrative Assistant positions within the NYMC
healthcare system. Known for collaboration and teamwork, as well as working independently
with minimal supervision. Flexible, able to prioritize effectively to complete simultancous tasks
and projects within tight deadlines. Skilled in quickly learning new systems and applications.

PROFESSIONAL EXPERIENCE

2008 ~ Current New York Medical Center, New York, NY
Family Support & Operations Enhancement Department
Administrative Processor Il
Alimited interim appointment ending on March 22, 2009,
* Process and maintain departmental personnel records.
* Maintain and assure confidentiality as it relates to all personnel matters and interaction
with Human Resources and temporary personnel agencies.
* Support the orientation of new employees and maintain schedule to ensure meetings
oceur as necessary.
* Audit and process all invoices prior to final approval, negotiate with vendors to resolve
disputed invoices, and track departmental expenses against budget
* Review and report departmental expenses and monthly budget: maintain purchasing
contracts, including consultants, maintenance contracts, and other outside services.
* Independently resolve building, office, and administrative issues. Support data collection
efforts necessary to maintain multiple databases, including the Applications Support (AP)
system and the performance portal website.

2005 - 2008 Manhattan Pediatric Hospital, New York, NY
Family Administration
Assistant to Pediatric Director

« Performed calendaring for meetings with agenda/log/file preparation and triage phone
calls to appropriatc personnel.

* Planned and organized the Exceutive Director’s daily, weekly, and monthly activities
Communicated on behalf of the director with MPH senior leadership, staff, faculty, and
other departments.

* Managed the capital contingency fund for the fiscal year.

« Processed purchase orders, check requests, accounts payable invoices, travel vouchers;
handled payroll, new personnel paperwork, and retreat arrangements for Pediatric
Administration.

* Maintained filing system, ensured smooth day-to-day operations, and used discretion and
confidentiality in all matiers, skillfully resolving issues in the Director’s absence.
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Taylor Thompson (oninied) (123)555-1234  taylorthompson@bamboo.com

KELBERT INDUSTRIES, Peachtree, GA 2005
Lead Programmer/Data Analyst
* Collaborated with nine-member interational trade team to consolidate nine data feeds into a single
Access database, greatly expanding analysis and metric-generation capabilitcs.
*Tailor designed SAP/R3 business objects to automate data acquisition and report generation, delivering
solutions in 1 percent of the time it had taken the SAP/R3 programming team.
SOUTHERN BANK OF PEACHTREE, Peachtree, GA 200405
Lead Programmer/Database Developer/Statistical Analyst
+ Developed Access and Excel applications to cnable financial analysts with potential loans of over $1m to
analyze a thousand portfolios and pool risk grades to a single Access document
*“Translated calculations from Microsoft Excel to Visual Basic code with 100% accuracy.
PETERBOROUGH, INC., Atlanta, GA 2004
Lead Visual Basic Programmer
* Upgraded Microsoft Word survey templates used and migrated the results to a web-based XML database.
Significantly improved previous work design by streamlining code, improving scarch routines, and
reducing the data-migration time by a factor of 10.
INDIVIDUAL CLIENTS, Atlanta, GA 200204
Database Analyst/Programming Consultant
* Designed and developed data-cleansing procedure and converted a lengthy data gathering and distribution
procedure for Al Analytics, a data mining company, into a simple pushbutton process, delivering product
in one-fifth the time.
+ Developed SQL Server database to improve collcction of Amazon referral fees for a Iyrics website.
« Developed Excel-based predictive models cnabling Digital Eclipse, manufacturer of video games, to
calculate individual item pricing using total revenue, total clients, and attrition rates as starting factors.
« Automated procedure to download 10,000 strategic patents into Access for a patent company. Extracted
top 100 inventors as most likely source of new business
THURSTON'S BIG AND TALL, Atlanta, GA 2002
Lead Database Analyst/Visual Basic Programmer
* Designed and implemented a critical SQL Server management tool that tallied sales information from
surveys at over 1,000 stores across the United States under tightly timed and budgeted working
conditions.
* Developed Excel-based, dynamically formatted line items, color-coded to enable top executives to
determine, at a glance, which stores met sales goals.

EDUCATION & CER

Certified Java Programmer, University of Atlanta
Microsoft Certified Solution Developer (MCSD): Visual Basic 6.0
Sun Certified Programmer for the Java 2 Platform 1.4

B.A., English, Peachtree University, Peachtree, GA

FICATION
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Phillip Riekels, RN, MS, CNA

123 Palmer Avenue * Muskegon, California 12345 + (123)555-1234 » PhRickels@bamboo.com

Health Care Administrator with 20 years combined experience:
Project Management
Standards Development/Quality Assessment and Improvement
Staff Training and Development
Client Services

EDUCATION
MS, Nursing Major with dual focus: Administration and Education, 2000
Thesis: Identification of Family Problems During the Treatment Stage of Cancer
University of Oklahoma, Oklahoma City, Oklahoma
BS, Nursing, 1988, University of Arizona,
BA, History of Art, 1982, University of M
Continuing Education
Numerous courses to maintain Certified Nurse Administrator status, 2004-present
Western Network for Nurse Executives, 2003, University of California at Berkeley

PROFESSIONAL EXPERIENCE

2001-present St. Agnes Medical Center, Fresno, California
DIRECTOR PATIENT CARE SERVICES, 2006-present
DIRECTOR MEDICAL/SURGICAL, 2001-2006

Managed operating budgets up to $14M, 382 FTEs, and 272 patient beds for this 326-bed.
accredited, not-for-profit, regional, acute-care facility.

ucson, Arizona
igan, Ann Arbor, Michigan

* Revitalized Quality Assurance Program by developing high standards, establishing
interdepartmental problem solving, and transitioning to Quality Assessment and
Improvement.

« Played primary role in achieving JCAHO accreditation and placement within top 10% of
facilities nationwide.

* Improved staff productivity, patient satisfaction, and quality of care.

- Empowered staff by decentralizing management and decision making within
patient-care services. Reorganized, trained, and supported staff.

- Restructured systems for delivery of care, including staff roles and
interdepartmental reporting,

- Introduced communication and computer technology involving 20 departments.

- Aligned FTES with volume and cost variations by introducing staffing by Hours
Per Patient Day (HPPD) to replace staffing ratios and static patterns,

- Improved communication and conflict resolution by providing 20-hour training
program, Increasing Personal Effectiveness, for over 500 personncl
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KEVIN KING, MBA

7701 Maple Drive * Johnson City, TN 12345 + (123) 5551234 + kevinking@unknown.com

Chief Operations Officer

SUMMARY OF QUALIFICATIONS
Profile: A focused and energetic management professional with 10+ years of operations and
financial management experience in diverse industries.
respected leader, able to set clear goals, recruit top candidates, and foster
achieving results.

PROFESSIONAL EXPERIENCE
20072009 CEO, IMAGINEX, INC., Johnson City, TN
* Identified target markets and set goals for innovative online brokerage offering life insurance
product

« Secured and allocated appropriate resources for product development and management,
Recruited and led experienced team of senior executives.

+ Consulted with industry leaders to determine product focus and features and to generate
funding for development.

* Negotiated strategic partnerships with major insurance companies and real estate
brokerages.

* Supervised operations team in setting goals and reaching budget objectives.

20052007 Vice President, Corporate Development, FORD GROUF, Nashville, TN & Denver, CO

+ Opened and operated Denver office during initial phase of industrial manufacturing project.

« Negotiated with financing sources and participated in development decisions for a $100M
high-end office complex.

« Hired and supervised management company in the development of a championship golf
course, including planning, construction, and alignment of goals to meet bottom-line
objectives,

* Developed business plan, financial goals, and corporate support structure; negotiated
franchise agreement with national restaurant chain

* Conducted financial analyses for each project and developed appropriate metrics to set goals,
evaluate results, and ensure budgetary accuracy.

20022004 Tnvestment Banking Analyst, JAMAICA TRUST, Kingston, Jamaica
* Collaborated with cross-functional team to develop a creative financing mechanism to
restructure $400M in non-performing assets.

« Handled highly confidential materials and projects, prepared board reports, coordinated
audits, and managed treasury operations.
firm

+ Advised Jamaican manufacturing company in its sale to a
19982001  Financial Analyst / Internal Auditor, FIRST BOSTON BANK, Boston, MA.

EDUCATION

Nashville School of Business, Nashville, TN, 2005
M.B.A,, Global Financial Management
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Janet Bennett
123 Amboy Street * Little Rock, AR 12345 « (123) 555-1234 ¢ jbennett@bamboo.com

JOB OBJECTIV]

position teaching preschool and elementary-age children.

SUMMARY OF QUALIFICATIONS
« More than 20 years teaching preschool and elementary-age children.
* Good communication skills with children and adults.
« Capable of leading projects. Supportive team worker.
* Experience working in low-cconomic settings.

EXPERIENCE

'WORK WITH CHILDREN
« Taught children of low-income families at State of Arkansas Preschool Program, a
parent participation program.
« Incorporated parents into the preschool program, being sensitive to the parents' needs
for shared responsibility.
« Planned the preschool's parent education programs and trained them in effective
communications with children.

* Collaborated with fellow preschool teacher to share ideas and solutions, as well as to
train teacher aide in classroom management style and curriculum

SCHOOL-COMMUNITY RELATIONS

« Served on PTA Board as president (four years) and coordinator of parent services in the
classroom (four years) of Briarcliff Elementary (my children’s school)

* Taught Parent Educator Program (five years) at Briarcliff. Co-planned curriculum, and
facilitated discussions on prevention of drug/alcohol abuse and self-esteem.

* Volunteered extensively for classroom activities, field trips, ctc. at Booker Baptist
Church,

* As member of School Site Council, planned use of state funds for school.
- Identified the area of need; built a consensus of how to address it.
- Applied for funding.

‘WORK HISTORY

Childcare Teacher Booker Baptist Church, North Little Rock, AR, 2009
Full-Time Parent Little Rock, AR 1993-09
Classroom Teacher State of Arkansas Preschool Program, Sherwood, AR 1986-93
Classroom Kindergarten Teacher Pine Bluff Public Schools, Pine Bluff, AR 1984-86

EDUCATION AND CREDENTIALS

BS, Elementary Education, University of Arkansas, Little Rock, AR, 1983
State of Arkansas Teaching Credential, K- and Early Childhood, lifetime
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Isabel Harper - page 2

Director of Youth 2003 10 2005

LEADERSHIP NONROE VALLEY, Rochesier, NY
Directed and produced programming for youth organization of regional leadership program for 40 high school
students selected annually from diverse population across Monroe and Wayne counties.

« Responsibility for 100 percent of program funding; developed and successfully implemented new program,
Alumi Giving Campaign and newsletter that increased revenue by 10 percent.

* Instituted a yearly “class project where youth selected and raised funds for a ocal nonprolfit.

Director of Public Relations / Marketing 2000 t0 2004
DEWEY-GRANT ASSOCIATION, Peskskil, NY

Hired to fll new position within growing chapter in need of innovative marketing and event development.
+ Created new programs sil in effect today, including the Pro Ladies Lunch and Hallmark Festival.
* Designed new concepts for annual reports, brochures, and invitations; created newsietter; updated website.
 Wrote PSAs, press releases, and artiles, located and built produciive relationships with local media.
* Redesigned, updated, and implemented four large fundraising mail campaigns annually.

Previous Work History 199510 1999
+ Agent Assistant: Albert, Wyckford, Caldwell, Best; Aspen, CO (1998-69)

* Assistant Stage Manager: Maybelle Theater Company, Estes Park, CO (1995-98)
EDUCATION & PROFESSIONAL DEVELOPMENT

Masters in Public Administration, University of Rochester, Rochester, NY

+ Thesis: ‘Think Like a Business with the Heart of a Charly,” with focus on skils required for nonprofitleadership.
in modern day organizations; particularly performance measurement standards, leadership vs. management
skills, and important role of marketing in today’s competitive donor climate.

+ Graduate Assistant: Center for Nonprofit Leadership, American Humanics Program

B.A. in Telecommunications, University of Rochester, Rochester, NY
Major: Broadcasting, Minor: Public Relations and Advertising

Recent Professional Development:
Strategic Planning: The Raymond Ball Foundation (2007)
Board Development: The Raymond Ball Foundation (2007)
Grant Witing: University of Rochester, The Grant Center (2003, 2006)
Corporate/individual Giving: AFP, The Plymouth Group (2004, 2007)
Media Relations/Effective Wealth Advisory Pracices: Chase Bank Govt, for Nonprofit Series (2008)
Leadership Monroe Valley, Class of 2007: Class Coordinator

Technical & Professional Skills:
+ Tools: Raiser's Edge, MS Office (Word, Excel, PowerPoint, Publisher), SPSS, Adobe PageMaker and llustrator
+ Skils: Internet Research, Multimedia Production, Technical and Creafive Writing

COMMUNITY SERVICE & RECOGNITION

+ Strategic Planning, Writing & Collaboration: Center for Nonprofit Leadership, Howell House, Junior League
of Rachester, Monroe Valley Professionals 20/30 Club
« Awards & Recognition: MVP 20/30 40 Under 40 Award, Regional Chamber Athena Nominee
* Active Volunteer:
RochesterWarren Regional Chamber: Chamber Ambassador, Member of Govemment Affairs Committee:
Amber Sisters HIV/AIDS Ministry: Fund Development Board, Past Chair
Mayor's Community Foundation: Board of Trustees
Junior Cooperative of Rochester: Past Vice President, Chair of Marketing
Rochester Friends: Vice-Chair of Achieving our Potential Council
Monroe Valiey Professionals 20130 Club: Past Trustee, Co-authored Brain Gain Report
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Andrew Carpenter

65 Hovis Street

Charlotte, NC 12345 Home (123) 555-1234
andycarpenter@unknown.com Cell: (123) 555-5678

Emergency Medical Technician (EMT)

SKILLS

Licensed to drive all types of emergency vehicles.

Basic training in Wildland Fire with S130/5190 Certificates.
20 hours basic pump training and operations.

Incident Command Systems 100, 200, and 700.

16 hours basic vehicle extracation.

Currently on the hazmat team at the awareness level.
Continuing EMS education.

WORK EXPERIENCE

Mecklenberg County Fire Dept. 2005 - present

Firefighter/EMT

« Member of 28-person fire crew, which serves a residential and
commercial area stretching approximately 40 sq. mile.

« Provide patient assessment and care according to local protocols.

« Perform daliy station duties, including testing and maintaining equipment.

USA Medical Services, Atlanta, GA 2004 - present

EMT

+ Conduct patient care and run medical reports for diverse populations
including non-English speakers and the elderly.

« Provide nonemergency transport of patients from facility to facility.

Athens Energy, Inc., Athens, GA 2003 - 2004
Meter Reader

EDUCATION

Peachland Community College, Peachland, GA 2004
EMT Basics

Tri-City Tech, Atlanta, GA
Firefighter I & Firefighter IT
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Paul Boyette
45 Westlake Road, Denver, CO 12345
123-555-1234, paulboyette@unknown.com

Technical Writer and Editor

CAREER SUMMARY
* More than 10 years’ experience as a techni
« Effectively communicate technical information to both technical and nontechnical audiences
« Additional experience in freclance writing for national magazines and public relations
« Conducted classroom and online training

I writer and editor

PROFESSIONAL EXPERIENCE
Senior Technical Documentation Specialist
Barkley Corporation Denver, CO 2005 -2009
Contractor for the U.S. Army Environmental Command (Fort Collins, CO):
« Wrote/updated help files for various applications with RoboHelp/MadCap Flare
* Wrote/updated Quick Start Guides, User Manuals, and training materials for the Army Environmental
Command (AEC)
Created online tutorials with Trivantis Lectora
Wote, recorded, and edited narration sound files for tutorials with Adobe Audition
Facilitated classroom sessions for two training courses
Documented processes involved in creating tutorials/help files as SOPs
Recognized with Special Achievement Certificate (4th quarter 2008)

Senior Technical Editor
Green Industries Aspen, CO 20022005
« Contractor for the Centers for Medicare and Medicaid Services (CMS)
« Created and updated training matcrial for CMS
* Edited presentation templates
« Interfaced with CMS Subject Matter Experts (SMEs)

Senior Technical Editor
Brainerd Technology Group Longmont, CO 1999 -2002
* Hired as Technical Editor, promoted to Senior Technical Editor
* Created and updated training manuals and presentations
* Maintained editorial standards for training team, along with occasional presentations about editorial
style
« Created and edited presentation templates
* Trained in Instructional Design

EDUCATION
B.A., German Language, University of Alabama, June 1986

SOFTWARE SKILLS
Microsoft Word, PowerPoint, Excel, Paint, Vis
(Microsoft Windows 95/98/2000/2003/XP/NT)

o, Trivantis Lectora, MadCap Flare, Adobe Audition
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Eduardo Ortiz

123 Blake Circle - Anaheim, CA 12345 - (123) 655-5555 +_edortiz@bamboo.com

JOB OBJECTIVE

Marketing Representative in the field of Education

HIGHLIGHTS OF QUALIFICATIONS

a History of representing organizations with professionalism and integrity.

Q Crealive and enthusiastic about participaling in community educational
programs.

a Demonstrated communication skill, both written and oral.

a Ahard-working team member who gets along well with everyone.

PROFESSIONAL ACCOMPLISHMENTS

2006-pres.

2003-06

2001-03

EDUCATION

Henderson Motor Club, Anaheim, CA

Customer Care Representalive

a Handle numerous calls, promoting enrollment and contract programs, often
exceeding daily call quotas.

a Schedule and implement presentations for new representatives, o teach the
strategies and tactics for excellent customer service.

a Maintain posilive reputation and cullivate excellent long-term relationships
with members, using a friendly approach to questions and problems.

a Recognized by management for superior service (o the company.

Main Street Library, Santa Barbara, CA

Assistant Librarian

a Assisted in utoring and test preparation programs as part of the library's
instructional services.

a Coordinated with local schools, principals, counselors, PTA presidents,
school disticts, and community organizations to generate grassroots
marketing campaigns that involved word-of-mouth sales, community events,
referral sources, and support of local employers.

a Received regular, outstanding feedback for positive atitude and strong work
ethic from Head Librarian. Known as a selfstarter.

Pro Pet Products, Los Angeles, CA

Marketing Assistant

a Presented products and addressed questions from prospecive customers at
trade shows.

@ Interacted daily with team members via computer to synchronize completion
of projects.

Ongoing coursework loward Bachelor's Degree i Intercultural Studies
Anaheim University, Anaheim, CA

COMMUNITY SERVICE

2004-pres.
2003-05

KidPride, Teen Mentor
Disaster Relief and Prevention, Neighborhood Coordinator





OEBPS/irel_9781101195505_oeb_038_r1.gif
Patricia Ferrari

3 Rippling Rock Av

Memphis, TN 12345
(123) 5551234

pferrari@bamboo.com

Juanita Cuellar
P.0. Box 123, Charlotte, NC 123451234
(123) 5551234
jeuellar@bamboo.com
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Christopher Bond
123 Piedmont Avenue
Atlanta, GA 12345
123-555-1234
chrisbond@bamboo.com

Catalog Production Coordinator

SUMMARY OF QUALIFICATIONS
+ Seven years as a print production professional, working in corporate and
independent settings.
+ Degree in journalism with additional training at daily news publicatior
+ Noted for accelerating production through strong managerial skills

PROFESSIONAL EXPERIENCE
2008-pres.  Thomas Govington (independent artist), Atlanta, GA
BROCHURE PRODUCTION SPECIALIST
« Designed and coordinated production of a four-color brochure that portrayed the
artist’s talent in three media: paint on canvas, ceramics, and bronze.

200308 Johnson Paper, Incorporated, Atlanta, GA
CATALOG PRODUCTION COORDINATOR
« Managed full production of a 400-page catalog distributed to more than 4,000 retailers
and 80 distributors.

+ Coordinated deadlines among six departments that sprinted from creative to shipping
in less than two months per run.

+ Supervised 35 artists and technicians; handled relations with more than 15 vendors.

* Represented the Production Department at management meetings.

+ Instructed local college interns in print production techniques and systems.

200002 Emory University Press, Atlanta, GA
PRINT PRODUCTION INTERN
« Gained hands-on experience in every aspect of print production, working under the
press's most senior printer.

+ Frequently assisted in technically demanding assignments for major clients.

EDUCATION AND AFFILIATIONS
B.A., Journalism, Emory University, Atlanta, GA, 1994
Junior year abroad in Madrid for work-study program at prominent newspaper
American Printers Association
International Paper and Print Production Institute
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Frank Jordan
P.O. Box 123
Bayview Meadow, ND 12345
(123) 555-1234

OBJECTIVE: Bus Driver

SUMMARY OF QUALIFICATIONS

Dependable, hard worker who can be counted on to “get the job done.”

Excellent driving record; always give first priority to safety.

iendly and well liked; good at customer relations

Available to relocate.

EXPERIENCE

Driver/Tour Guide Trolley Tours, Bay Meadows, ND, 2007-2009

« Drove small tour bus through scenic parts of this resort, pointing out sites, providing
friendly service, and assisting senior citizens.

« Did light repair work as needed.

« Recognized as #1 emploee within this company of 15.

Sales Representative Recycled Tractor Parts, Townsend, ND, Summer 07
« Sold used tractor and equipment parts by phone and over the counter.

« Handled inventory, shipping, and nationwide teletype service,

Driver Paris Oil Recycling, Paris, ND, Summer ‘06

« Picked up and delivered waste oil (until business was sold).

EDUCATION
Diploma, Wells High School, Wells, ND, 2008
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Street
City, State Zip
Phone, E-mail

JOB OBJECTIVE

‘The job you want next

SUMMARY OF QUALIFICATIONS

« How much experience you have in the field of your job objet
using the skills required for your new position

ive, in a related field, or

« An overall career accomplishment that shows you'd be good at this job.

+ What someone would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xcpres.  Company Name, City, State
Job Title
« An accomplishment you are proud of that shows you're good at this profession
« A problem you solved and the results.
« Atime when you positively affected the organization, the bottom line, your boss, your
co-workers, your clients.

« Awards, commendations, publications, etc., you achieved that relate to your
job objective.

20xexx  Company Name, City, State
Job Title
A project you are proud of that supports your job objective.
« Another accomplishment that shows you're good at this line of work.

* Quantifiable results that point out your skill

200exx Company Name, City, State
Job Title
 An accomplishment you are proud of that shows you will be valued by your next
employer.

* Anoccasion when someone "sat up and took notice” of your skl

EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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MARTIN HERSCH
221 Oak Road, Allen, TX 12345
123.555.1234 > martinhersch@unknown.com > linkedin.com/martinhersch

OBIECTIVE: Position as CTO/VP of Product Development for Advanced Tech

HIGHLIGHTS OF EXECUTIVE QUALIFICATIONS

« Over 15 years in successful executive positions within the technology industry.

« History developing and selling a variety of innovative web applications, enterprise software,
and integrated suites for quality assurance, manufacturing, distribution, and education.

« Creative designer and marketer able to maintain a continuous focus on industry trends.

« Results-oriented executive manager with direct involvement in R&D, product development,
marketing, customer sales, and company operations.

« Hands-on experience in corporate startups, turnarounds, and reorganizations.

PROFESSIONAL EXPERIENCE

President 2001 to Present
WICKHAM CORPORATION, Dallas, TX
Develop and support Swiftware suite of supply chain management software.

« Substantially increased customer base from one in 2001 to 25 clients today; customers

included Gadgetz, PetTown, Blankenship Books, A-Z Video, and Car Car Auto Parts.

Repositioned firm from service-based to enterprise software, product-based company.
Created products in Swiftware suite and developed marketing plans to penetrate markets.
Directly involved with sales and closing client contracts ranging from $100K to $1+ million.
Expanded business in an aggressive and highly competitive market.
Reorganized internal operations of company including retraining and hiring new personnel.

Chief Operating Officer 2000 to 2001
GROW MORE, Plano, TX
Designed and marketed web-based educational software for corporate clients.

« Partner and shareholder of startup company; involved in locating/raising funding.

« Oversaw operations, product design, and website development.

Chief Technology Officer, Inspection Division 1997 to 2000
PMT CORPORATION, Dallas, TX
Managed Inspection Division, formerly Morgan Controls, developing and marketing state-of-the-art
quality assurance systems for manufacturing and distribution,
« Developed and sold machine vision and control systems to large international customers,
some of which included Baylor Products, Lyons Steel, National Steel, Quell, Inc., Bosch.
« After merging Morgan Controls with PMT, continued with full management responsibility of
this profitable and growing division.
« Spearheaded the introduction of numerous machine vision products with direct involvement
in design, development, marketing, and sales of systems.
« Planned, acquired, and integrated Croma, a Montreal-based software company.

Chief Executive Officer 1990 to 1997
MORGAN CONTROLS, Dallas, TX
Developed and marketed machine vision controls, products for manufacturing quality assurance.

« Founded company, wrote business plan, and raised over $2 million in startup capital.

« Inc. magazine's #182 of “500 Fastest Growing Privately Held Companies” in 199.
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ROBERTA J. ROSEN

4158854804 roberta_careers@yahoo.com

Career Consultant

Executive Coaching Career Counseling Personal Coaching

2000-pres.

1986-2000

19852000
(concurrent)

HIGHLIGHTS OF QUALIFICATIONS

« More than 15 years of experience providing career consulting and mentorship to

als and groups at all organizational levels.

« Adept at quickly engaging each client, establishing rapport, and assessing needs
and goals.

« Expertise in combining creativity, humor, intuition, and an in-depth
understanding of the job market to assist clients in developing a strategy for
personal growth and professional success.

PROFESSIONAL EXPERIENCE

ROBERTA J. ROSEN CONSULTING, San Francisco, CA

Career Consultant

« Developed thriving career consulting practice through referrals, an extensive
network of contacts, and client satisfaction.

« Provided coaching to individuals and groups, utilizing in-depth assessments to
identify career objectives, role-playing to prepare for interviews, and tools for
successful cold-calling and follow-through

« Conceived, designed, and implemented pilot program on Group Coaching with
Marin Coaches Alliance.

« Facilitated Group Coaching sessions, providing coaching and mentoring to help
groups of diverse individuals achieve personal and professional goals.

« Presented outplacement workshops and other individualized outplacement
services for small organizations.

* Trained TBM Sales Executives in sales and communication strategies,

Provided Executive Coaching Services to Directors at U.C. Berkeley.

ALUMNAE RESOURCES, San Francisco, CA|

Career Adoisor

* Guided 100+ clients through the informational interviewing process, provided
assistance with goal-setting and identifying career opportunities, and suggested
‘methods for navigating the ever-changing job market.

HEWLETT PACKARD COMPANY, San Francisco, CA

Account Manager

Leadership & Coaching

* Selected to mentor new sales reps with presentations and meeting facilitation,
utilizing shadowing, debriefing, and role-playing techniques to quickly bring
them up to speed as productive team members.

+ Coordinated and led teams in developing business solutions for customers to
reduce costs and increase revenues.
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PAULAWHITE * USER EXPERIENCE ARCHITECT * 1255551254

* Designed and exceuted usability tests of prototype system
* Managed work of graphics designers and front-end developers to ensure quality
and consistency with project vision

2004 10 2005

User Interface Designer, project for State of Massachusetts

* Designed user interface for the user account management within a state
‘government’s online business forms processing portal

= Designed the user and data interface for this system with a separate eCommerce
payment system so that transition between systems would be seamless for users

2004 to 2004

User Iterface Designer & Developer, project for KCD.

= Improved and updated the design of an employee fime management system for a
large telecommunications corporation based on heuristic evaluation

2003 t0 2003

User Interface Designer & Developer, project for Health Systems of Maine

* Worked as part of a team to create an online enrollment system for a major
healtheare organization’s benefits management project

* Designed navigational structure to walk users through complex transactions

ACCREDITATION

Certified Usability Analyst, granted 2007 by International Training, Inc.,
certification # 2007-5555

PROFESSIONAL MEMBERSHIP
Usability Professionals Association member since 2005

EDUCATION

1997 Boston University, Boston, Massachusetts

B.S., Math
Graduated with honors
Awarded Phi Beta Kappa honor society membership

PROFESSIONAL DEVELOPMENT

Current

2007

2006 -2007

Boston University ~ Taking online course on AJAX
Krantz Business School - Taking class in Adobe Hlustrator

Roanoke University, Roanoke, Virginia

Completed course in Cognitive Psychology

International Training, Inc., Boston, Massachusetts & Roanoke, Virginia
Completed four-course series for Reliable Business Practices
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Street

City, State

Phone, E-

JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

* How much experience you have in the field of your job objective, in a related field, or
using the skills required for your new position.

« An overall carcer accomplishment that shows you'd be good at this job.

« What someone would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xx-pres.  Company Name, City, State
Job Title
MAJOR SKILL
« An accomplishment you are proud of that shows you have this skill
« A problem you solved using this skill, and the results.
« A time when you used your skill to positively affect the organization, the bottom lin,
your boss, your clients.
« Awards, commendations, publications, etc., you achieved that relate to your
job objective.
MAJOR SKILL
« A project you are proud of that supports your job objective.
« Another accomplishment that shows you're good at this line of work.
« Quantifiable results that point out your skill.
2000 Company Name, City, State
Job Title
 Anaccomplishment you are proud of that shows you will be valued by your next
employer.
* Anoccasion when someone sat up and took notice” of your skill.
EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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Karen Chung

2876 Grove St. | Miami, FL | 123-555-1234 | karenchung@unknown.com

OBJECTIVE: Preschool Head Teacher
PROFILE

« Aknowledgeable and compassionate head teacher with six years' experience
encouraging culturally diverse preschool and elementary children to thrive.

« Observant and passionate to leamn, with infectious enthusiasm and a positive approach
to emergent curriculum for the young child.

* Hands-on knowledge of arts and crafts in a preschool setting and a reputation for
developing creative, play-based programs.

« Proficient in Spanish; field experience with Miami Unified School District

EXPERIENCE
Tiny Tots Nursery School, Miami, FL 2006-present
Head Teacher

* Introduced a more process-based curriculum, in partnership with staff, for a group of 30
culturally diverse three- to four-year-old children in a full-inclusion, play-based parent co-
operative, and demonstrated the power of creative arts in motivating children to learn.

« Builta sense of community and consistency into the daly children's circle time with age-
appropriate songs and stories, music, yoga, and movement, encouraging individual
contribution, participation, and cooperation.

« Developed structured outdoor play area, observed individual behavior, and encouraged
children in activities that challenged them and helped them in specific areas of concern.

* Built strong relationships with parents of diverse socio-economic backgrounds by
listening to what they have to say, engaging them in their children’s education, and
providing them with tools and resources to help their child succeed.

Citrus Grove Development Center, Orlando, FL 2003-06
Associate Teacher

« Assisted in a classroom of 26 three- and four-year-old primarily Spanish-speaking
children at this bilingual school, communicating with parents, students, and staff.

« Enhanced the morale of the classroom with a beautiful gallery of the children's art, and
maintained portfolios of individual work.

* Completed state-required assessments.

Clarkson School, Orlando, FL 2002-05
At Teacher (concurrent with study)

« Designed and led mixed media art class for a broad spectrum of elementary students.

Participated in staff meetings and program enrichment.

VOLUNTEER WORK
Volunteer, Roberta Price Elementary School, Orlando, FL 2003

EDUCATION & PROFESSIONAL DEVELOPMENT

19 units, Early Childhood Education, City Colleges of Naples & Miami, FL 2008
First Aid and CPR Certified 2008
Attendee, Kids and Stuff Workshop with Marianne Phillips, Miami, FL 2007
Site Supervisor Permit, Commission on Teacher Credentialing 2006

Bachelor of Arts in Fine Art, minor in Education, University of Orlando, Orlando, FL 2002
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AMY MOORE
290 Carson Avenue * Tampa, FL 12345 + (123) 555-1234 + amymoore@unknown.com

OBJECTIVE
A Project / Program Management position within a Healthcare setting

SUMMARY OF QUALIFICATIONS

* 10+ years of progressive responsibility and leadership in project and program management
within a medical center environment.

* Independentand creative, able to prioritize effectively, coordinate across functions and
departments, and think “outside the box” to achieve program and project goals within
budgets and timelines.

A dynamic team leader, able to establish rapport and provide training and coaching to foster
excellence in team members. Skilled in building strong relationships with physicians, staff,
and patients from diverse backgrounds.

PROFESSIONAL EXPERIENCE
2003-pres.  MILTON, KRAVITZ & BERKOWITZ, Tampa, FL
Real Estate Sales
* Developed business plan and successful marketing strategies. Achieved over
$30M in annual sales.
+ Collaborated with web designer to create website, achieving significant web
presence and building momentum for the brand.

« Established strategic partnerships with industry magazines and organizations and
coordinated marketing and publicity events to increase market presence.

199203 PORTSIDE MEDICAL CENTER, Tampa, FL.

Senior Project Manager 1998-03
Operations Manager 1995-95
Facility Manager 1992-95

* Developed and implemented a Patient Satisfaction Program to a
care for 45,000 patients in a multi-specialty facility.

s quality of

* Designed surveys for each patient population, evaluated medical groups and
specific physicians, synthesized data, and prepared final report for Medical
Director and Quality Management Committee to inform and enhance the Pay for
Performance process.

* Recruited, interviewed, hired, trained, and supervised 75-100+ Nursing, Medical
Assisting, and Administrative staff. Trained work teams in customer service,
‘maintaining a high level of physician satisfaction.

* Established hospital-based programs to promote community health awareness
and hired healthcare professionals to lead each program. Programs include:
Smoking Cessation, Diabetes Care, Nutrition, High-Risk Pregnancy, Children
with Asthma, and Pharmacy Clinic.

* Oversaw new business development and conducted due d

ing medical practices.

nce to assess
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Objective

Education

Thomas Perkins
123 Walker Street, Reno, NV 12345
(123) 555-8888, tomperkins@unknown com

Sr. Research Associate in the Environmental Energy Technology Division

University of Utah, Salt Lake City, B.S., Mechay
Graduated with High Honors (3.85 GPA)

University of Nevada, Reno, B.A.. Philosophy, 2007
Graduated with Highest Honors

al Engineering, 2009

Work Experience

2009-present

2008

Computer S|

Project Engineer, Hyden Associates, Reno

Provide due-diligence services for publicly funded. demand-side management
(DSM) programs directed at commercial and industrial customers, including
large office buildings, oil refineries, and various manufacturing facilities

Energy Eng g and Analysis

" Oversee metering, measurement, and verification of energy and demand
savings

* Monitor data analysis

« Perform and assess energy audits

* Knowledge of end-use technology. including pumps, fans, compressors,
condensers, electric motors, variable-speed drives, and fluorescent
lighting

Program Management
 Advise participants on energy savings estimates, and measurement and
verification methodology
* Write detailed project reviews for utility clients
« Ensure compliance with energy program rules
« Approve applications and savings reports
* Work directly with service providers and customers on projects

Additional Projects
* Reviewed a proposed revision to the Federal Energy Management
Program (FEMP) Measurement and Verification Guidelines, chapter on
Renewable Energy Projects
* Assisted in developing and implementing measurement and verification
plans for projects participating in the Nevada Energy Commission’s
summer demand initiative
Research Assistant, University of Utah Combustion Laboratories, Salt Lake
City
Participated in experimental modeling of combustion kinetics: experiments
involved shock tube tests with acetylene

s
FORTRAN Excel Word
MatLab Pascal PowerPoint
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REBECCA WALTON
PAGETWO

200306 TECH AMERICA, Fargo, ND

An OEM with its own channel and brand.

Vice President of Sales & Marketing

* Invited to return to company to direct the North and South American territory.
Reopened sales channel and turned a $20M operations loss into a $40M profit in
the North American region within 18 months.

* Worked closely with Marketing and R&D teams to complete the product line,
adjust selling price and cost, capturing additional market share and significantly
increasing profit marg

* Analyzed market and customer trends, sales channels, and product levels to
maximize resource utilization and improve sales forecasting from 60% to 85%

* Developed manufacturing production plans to meet market requirements and
maintain appropriate inventory levels.

* Key playerin helping company enter into super retailer stores, increasing annual
revenue by $10M. Stores include: P&L, Kavanaugh's, and Computerland.

* Leveraged brand recognition as an award-winning technology leader to drive
marketing efforts, and built excellent relationships with print and online medi
editors to keep current with trends and maintain a consistent media presence.

* Actively participated in company merger and acquisition by Worldwide
Industrial Widgets (WIW) in 2006.

200003 CYBERION CORPORATION, Fargo, ND.
Senior Manager of Material Control
* Oversaw all purchasing decisions for manufacturing assembly and material
control, including strategic planning to ensure smooth and efficient production.
* Supported manufacturing assembly division to settle surplus material; reduced
loss to zero.

199200 TECH AMERICA, Fargo, ND & Rome, Italy
Director of Sales 1995-00
Senior Sales Manager 1992-94
* Worked closely with manufacturing team to develop successful production plan,
producing the right product at the right time to continually improve profit
margin, revenue generation, and customer satisfaction.

* Managed Asia Pacific and European regions, increasing client base by 150%

* Identified and worked directly with customer to obtain exclusive sales agreement
with key account, doubling revenue in the European region.

EDUCATION / PROFESSIONAL DEVELOPMENT
B.A., Economics, Rome University, Rome, Italy
Certificate, Federal Tax and Payroll Seminar, John Taylor, CPA, CMA, Fargo, ND
Certificate, ISO 9002 Management Representative, Robert Spaugh, Principal, M.SLE., Fargo, ND

Computer skills: MS Word, Excel, Power Point; PageMaker, Dream Weaver, Word Perfect, and
Lotus 1-2-3
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2007-present

2006-2007

2003-2006

President, Harrison Productions,
Chicago, L.

Vice President, Harrison Productions,
Chicago, IL

Producer, Harrison Productions,

Cl

cago, 1L
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MAUREEN NELSON, M.A.
925.708.7476 « mpn@dorsey.org

CAREER COUNSELOR

ASSESSMENTS + 108 PLACEMENT » WORKSHOPS « RESUMES « INTERVIEWS » EMPLOYER RELATIONS

Experience: Career development professional vith four years’ experience coaching clients in educational,
career and life planning. Qualified to administer assessments of values, interests, skills, personality. Ten
years delivering workshops on career topics. Background in publishing, technology, business, education.

Populations: Culturally competent to work with clients of all ages, races, nationalites, incomes, abilties.
Significant experience working with displaced workers and ex-offenders.

Settings: One Stop, non-profit, community college, university. Organized career events and led job clubs.

M.A., Career Development, John F. Kennedy University, 2007
~ Co-author of GETTING YOUR I0EAL INTERNSHIP ~

CAREER DEVELOPMENT EXPERIENCE

NL MENT.

Business Relations Specialist, One Stop Career Center, Goodwill Industries, San Francisco, CA

Help disiocated workers and low-income adults (WIA) to obtain training and employment. Create indi-

vidual development plans and assist with resumes. Co-Char of San Francisco Job Developer Assn.

» Help dlients overcome multiple barriers to employment: poverty, poor work history, lack of
housing/childcaretransportation/education, language bariers, disabilties, criminal backgrounds.

 Perform outreach to employers to faciltate placement of clients in jobs. Invite employers to
recruiting events, find job leads, visit employers onsite, follow up with employers after interviews.

© Keep accurate and detailed records of clients served and placed in jobs. Monitor and document
progress; follow up on referrals. Confer with clients’ case managers. Write reports.

© Build relationships with community organizations, developing connections with One Stops,
training programs, businesses and non-profits. Lead SFIDA meetings in Chairman's absence.

‘CONTRACT WORK DURING GRADUATE SCHOOL (2006-200;

Resume Writer, Ladybug Design, Columbus, OH

Trainer, Eureka Career Exploration System, Richmond, CA “Maureen is a wonderful
Freelance Writer, various career publications, Pleasant Hil, CA  career counselor! She is
very professional as well as
(CAREER COUNSELING INTERNSHIPS (2004-2 nspiing. She not only.
John F. Kennedy University Career Center, Pleasant Hil, A helped me with resume,
Western Career College Career Services, Fleasant Hil, CA cover letters, and interviews,
Diablo Valley College Career Center, Pleasant Hil, CA but also helped me to find
EastBay Works (One-Stop Career Center), Concard, CA ‘my own strengths and power
through her great listening
‘CAREER PRESENTER (1998-Present) — VENUES INCLUDE: skills and thoughtful and
uC Extension sl East Bay encouroging comments.”
Contra Costa College Jewish Vocation Service: — KT, dient hired as a
Diabo Valey College Westen Carcer College et tern

John . Kennedy University Rainbow Gender Association
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KATHLEEN CANFIELD
10 Thames Street, Apt 2E
Hartford, CT 12345
(123) 3551234
Kathleencanfield@unknown.com

EDUCATION
B.S. Nursing, Brooks College, Norwalk, CT, 2009

B.A., Sociology, University of Rochester, Rochester, NYY, 1993

HIGHLIGHTS OF QUALIFICATIONS

+ Self-directed and energetic, with a drive to excel. Strong organizational skills.
+ Able tolearn new skills quickly; effectively handle multiple tasks.

+ Ability to work independently, as well as motivate and contribute in a team
environment

2009-pre

2004-2008

PROFESSIONAL EXPERIENCE
Hartford County Hospital, Intensive Care Unit
Nurse Technician
+ Support diagnostic procedures by assisting with vital signs, naso-oral
suctioning, preparing and positioning the patient, Capillary Blood
Glucose testing, catheter insertion, and bladder scanning.
« Participate in technical nursing treatments:
- Assist physicians and nurses in care and treatment of the ill who
are receiving medical, surgical, psychiatric, or outpatient treatment.
- Observe and report to the primary nurse, changes in patient
behavior, attitude, bodily complaints, and appearance.
« Enter specific information onto the patients’ charts, such as blood
sugars, vital signs, and 1/0's.
« Perform direct patient care, including patient education and duties
aimed at increasing the comfort and spirit of the paticnt.

PHOENIX MEDICAL CENTER, Phoenix, AZ

Anesthesia Technician, 2005-present

* Under direct supervision of Anesthesiologist, perform direct patient care
including assisting in line placement, intubations, assembling monitoring
lines, and interpreting physiological information.

« Assist anesthesiologists with specialized equipment and supplies,
management and maintenance of anesthesia equipment.

* Monitor line preparation for complex surgeries using aseptic technique,
including adult cardiac by-pass, heart and liver transplants, and pediatric
cardiac surgeries.

« Assist with invasive procedures and fiber optic airway management.

« Utilize working knowledge of anesthesia related equipment to effectively
troubleshoot problems with equipment.
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JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

« How much experience you have in the field of your job objective, in a related field, or
using the skills required for your new position.

« Anoverall carcer accomplishment that shows you'd be good at this job.
« What someone would say about you asa recommendation.

RELEVANT EXPERIENCE
MAJOR SKILL
« Anaccomplishment you are proud of that shows you have this skill
« A problem you solved using this skill, and the results.

« A time when you used your skill to positively affect the organization, the bottom line,
your boss, your clients.

* Awards, commendations, publications, etc, you achieved that relate to your
job objective.

MAJOR SKILL

« A project you are proud of that supports your job objective.

« Another accomplishment that shows you're good at this line of work.

Quantifiable results that point out your skill.

 An occasion when someone “sat up and took notice” of your skill.

WORK HISTORY
20xx-present  Job Title CCOMPANY NAME and city.
20xxxx Job Title CCOMPANY NAME and.
20xxxx Job Title CCOMPANY NAME and city.
20xxxx Job Title. CCOMPANY NAME and city
EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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VERONICA LIPTON

P.0. Box 5678
Pittsburgh, PA 12343
555.555.1234
veronicalipton@unknown.com

OBIECTIVE: Personal Lines Underwriter for HomeSmart Solutions

SUMMARY OF QUALIFICATIONS.

Experienced Personal and Commercial Lines Underwiter and top producer during 16 years in the
Insurance Industry.

Proven history of increasing business, and in softer markets, maintaining business; skilled in new product

introduction, training, and marketing.

Outstanding skill in relationship marketing; upbeat and enthusiastic, highly reliable, follow up promply,

solve problems, and establish and maintain positive communication at all imes.

Exceptionally knowledgeable in all aspects of underwriting Personal Lines business.

Collaborated with IT Department in development of new proprictary online quoting system.

Utilize highlevel of proficiency in administrative functions such as writing and implementing procedures,
training personnel, and analyzing overall production results

LICENSURE, EDUCATION, & SKILLS

PROFE:

CANTERBURY INSURANCE, Pittsburg]

nse: Pennsylvania 2-20 General Lines 1995 to Present

Bachelor of Science; Major: Business Administration 1989
UNIVERSITY OF PENNSYLVANIA, Pitisburgh, PA

Relevant Computer & Internet Skills: Microsoft Office (Word, Excel, Outlook, Access), RiskMeter,
150, ChoicePoint, Property Appraisers” websites, GoogleFarth, rescarch using various search engines

Member, Pitisburgh Association of Insurance Professionals

IONAL EXPE

ENCE

L PA 2006 t0 Present

Senior Underwriter

Top producer for a dynamic MGA managing a $20 million book of high value homeowners’
business placed through Gates of London and Biltmore Insurance; company currently hand!
billion in Pennsylvania aggregate.

Proven skill working in current, volatile market utilizing a fluid approach whether concentrating on
Keeping current agencies or finding new qualty business and cultivating relationships.

Judiciously exercise autonomy in underwriting decisions and contracting
Senior team member of a saff of two Underwriters and one Assistant Underwriter; train staff on
underwriting techniques and practices.

Develop and manage audit team during underwriting auits.

Collaborated with the IT Departmen during the design and development of new proprictary online
quoting system; introduced and trained clients on new system.

Work direetly with inspection companies; order, follow up, and evaluate inspection repors to complete
underwiting fles

surance
over$2
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PETER C. DUBRO
Page Two

Jr. Engineer - Nortel Technologies Inc., RTP, North Carolina, 1994 - 96

+ Developed Web Page, employing JAVA, CGI scripts, and PERL, in HTML.

Hardware/ Firmware Engineer - TOPS Hardware Design.

Worked on development of hand-held prototype to test digital telephony equipment.

Debugged and wrote C and DSP code for the user interface and signal processing functions.
Developed a proprietary database management system in FoxBase+ to track sales. which saved the
company $150K in outside consulting,

SKILLS
Programming Languages: Java, Javascript, Visual Basic + ASP, Perl, HTML, C++, C, Assembly, SQL,
FoxBase+, PASCAL, FORTRAN, BASIC, CMS2Y
Computer Systems: Windows95/98/2000/XP, UNIX, LINUX, VMS, DOS, 0S/2, and Macintosh
Web Servers: Apache, Microsoft, Tomeat
Computer Software: ArchiCAD Pro-Engineer, AutoCAD, XACT, FUNDES, Sprig, PowerView, MAPLE,
PSPICE, Matlab, Mathead, MS Word, Excel, Access, Lotus 123, Power Point, Frame, SAS

PROJECT MANAGEMENT

* 15 custom designed car canopies with 15kW of PV on each for a total of 225kW.

Dual roof system at PBS studios with 60kW low slope ballasted for inclusion in a green roof and 40kW flat
100f PV systems. First PPA in MA.

50kW system on supermarket chain.

44kW installation on a hospital on Martha’s Vineyard.

22kW system on a fire station in Western MA.

11kW Roof integrated system at a museum with sccond phase renovation that moved part of the roof into a
rack system with additional PV.

+ 5kW residential system with 800 Ahr battery backup capacity.

DATA ACQUISITION

* Worked with Solar Design Company to develop improvements for Linux back-end and National Instruments
front-end data acquisition system. Code written in Perl and PHP and used in a dozen systems. Systems meet
revenue grade monitoring and exceed MA State reporting requirements.

* Created web-based tools and alerts for quick analysis of systems,

* Founded Solar Design Company's website to independently develop inexpensive small scale systems. Back-
end code primarily written in Perl using MySQL databases and flat iles incorporating PHP.

* Developed second generation commercial system for Solar Design Company to reduce costs and improve
reliability as well as offering better on-site user interface while reusing existing code for web-based interface.

* Developed algorithms to more accurately determine PV performance metrics and shade characteristics.

« Specified and developed materials list for acquisition system in Abuja Nigeria for integration with Alabama.
controls DAQ.

« Specified DAS components for Cape Systems data acquisition project in the Bahamas involving five
renewable energy systems of mixed wind and solar using string level monitoring on a battery backup and
grid-tied system over three facilites.
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Taylor Thompson

16 Fifth Street _Atlanta, GA 12345 (123) 555-1234 _taylorthompson@unknown.com

Database Developer, Statistical Analyst, Visual Basic Programmer
Automation and Streamlining, Pushbutton Solutions

PROFILE
Microsoft Certified Solution Developer (MCSD).
* Dashboard interface development, process streamlining and automation, and full lfe-cycle development
to simplify maintenance, climinate repetition and error, and save time and moncy.
* Adhere to best practices in building technical requirements, data structures, development tools, and
supporting documentation. Thorough and meticulous.
* Research deeper implications of data to ensure its most effect

 interpretation.

Maintain superior client relationships. Ensure that communication around job parameters remains clear

and focused. Responsive, refiable, and flexible.

* Programming languages: VB, VBA, VBScript, and VB Net; Databases: Teradata/BTEQ, SQL Server,
Oracle, Access, and Excel.

RECENT PROJECT HISTORY
SECOND BANK, Consumer Deposits Group, Atlanta, GA 2008-09
* Created user-friendly application that generates automated FRTC-executed scripts to streamline Teradata
database management and monitor national marketing campaigns.
* Designed and implemented an interactive dashboard that gives users greater flexibility and capacity in
managing, refining, organizing, and executing macros and querics.
Built one template to report a five levels of geographic scale, ranging from entire scctions of the United
States down to individual branches, and saving time and resources.
OPTIMAL BUSINESS SOLUTIONS (OBS), Accounting Department, Athens, GA 2008
« Significantly decreased file sizes, cut recalculation times, and stopped Excel from locking up with errors
and premature terminations by replacing “lookup” formulas with links to Access queries.

COBALT SYSTEMS, Financial Forecasting, Savannah, GA 2006-08

Accelerated accurate financial forccasting by developing push button tools to maintain open-to-buy,
divisional daily sales, and top-down planning applications, which reduced the time spent per week by
planners from two hours to 30 seconds,

Expedited cross-referencing and analysis by migrating top-down planning data from 27 spreadsheets into
a single Access data source.

OW TECHNICAL SUPPORT (MacKiver, Benetech), Savannah, GA 2006
Facilitated ease of project scheduling and monitoring at MacKiver by providing integrated feedback on
daily, weekly, monthly, and quarterly jobs, DTS packages, stored procedures, and views. Used SQL
Server’s management facility to direct users to unfinished and pending jobs.

* Designed custom reusable filters for Benetech’s forceasting department that allowed end users to
dynamically select criteria by location, product, wholesaler, and retailer

SECOND BANK, Atlanta, GA 2005-06

« Simplified monitoring of maintenance schedules for ATMs throughout the United States.
* Automated selection of daily, weekly, semi-weekly, monthly, and quarterly ATM reports, using functions
and stored procedures (SQL Server, Oracle), DTS packages (SQL Server), and web-based reports.

Accelerated query execution and reduced report generation time from 25 minutes to three.
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REBECCA WALTON

45 Flint Street + Fargo, ND 12345 « (1235551234 « rebeccawalton@unknown.com

2006-pres.

OBJECTIVE
Senior position in Operations and Supply Chain Management

SUMMARY OF QUALIFICATIONS

* More than 10 years in business operations within the technology industry, with
proven experience and success in operational effectiveness, strategic planning,
manufacturing and production, process improvement, and supply chain logistics.

+ Skilled in leading cross-functional teams in business turnarounds, with a track
record of significant increases in revenue generation and cost savings.

* Enthusiastic, dedicated and organized, with strong attention to detail.

*  Effective communicator, able to build relationships with individuals from diverse
backgrounds and organizational levels. Fluent in Italian

PROFESSIONAL EXPERIENCE

CYBERION CORPORATION, Fargo, ND

Aleading IT product distributor of multiple brands, with $7B in annual revenue; a

Fortune 500 and Forbes 400 company.

Director of Process Development & Supply Chain

* Oversaw supply chain and third-party logistics for two top customers, with $60M-
$70M in monthly revenue. Improved supply chain metrics and customer
satisfaction from 85% to 95%, resulting in CDW Supplier of the Year Award 2007
and Dell Top In Class.

* Developed and implemented processes for new business requirements, working
closely with IT to write specifications, create checkpoints and proofpoints to
ensure on-time completion and user-friendly application. Processes include:

- Established Customer Consignment program for major retal accounts such as
Good Buy, and Office Warehouse. Program generated
524M in additional revenue within six months.

- Built Buy&Hold program to target online stores, including amazon.com and
buy.com, increasing revenue by 500K in six months.

- Worked with IT team to determine specifications and create formulas to
accurately calculate inventory as key component of the Purchasing Decision
Suggestion System, resulting in standardized purchasing decisions and
optimal levels of the $400M daily inventory.

* Collaborated with senior product management, operations and financial teams to
identify needs and select value-added vendors.

* Educated senior-level, cross-functional team in clarifying bottom-line goals for the
contract review process. Successfully shortened contract negotiation turnaround
time from five months to two months and phased in 50 new vendors.

* Negotiated and reviewed vendor contracts, and contributed $70M from new
vendors in first six months.
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Loretta King
123 Main Street
Westfield, NH 12345
(123) 555-8888
Iking55@unknown.com

OBJECTIVE: Career Center Director
HIGHLIGHTS

* Twelve years’ experience as director of a college carcer center

+ Counseled hundreds of students in all aspects of career development

« Sensitive and caring carcer counselor who believes in the value of change as a
‘means of personal growth

PROFESSIONAL EXPERIENCE

1997-present Director of Career Development and Placement
COLLEGE OF LAMONT, Westfield, NH
Dirccted all aspects of the college's career develo pment center

Administration

 Created and implemented on-campus recruiting program. Tripled the
number of students interviewing with companics.

« Increased usc of carcer center by 50% in the first two years.

« Partnered with Wheels Rent-a-Car to sponsor “Lunch with a CEO”
and developed paid internships for students.

* Scheduled and staffed 12 units of carcer development courses a year.

« Developed and administered budget.

Counseling and Teaching

* Counseled students and alumni at all academic levels and from a wide
variety of backgrounds.

* In academic undergraduate and graduate classes, made numerous
presentations on all aspects of carcer development.

*  Created and taught a class (for credit): “Career Strategies for the
‘Working Professional.”

EDUCATION

M.A., Carcer Development, University of New Hampshire, Durham, N.H.
Member, Eastern Association of Colleges and Employers
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Darrell J. Kramer, JD, MPA
123 62nd Avenue, San Francisco, CA 12345 123-555-1234  djkramer@unknown.com

CAREER PROFILE
« Environmental attorey specializing in federal, state, and local environmental laws for water, air,
solid waste, and hazardous materials.
« Skilled at administrative law and transactions such as reviewing and drafting construction
contracts and consulting agreements.
« Experience as legal counselor, mediator, and faclitator for partes including community
organizations, corporations, and government agencies.

« Adept at dispute resolution, both internal and external to an orga

tion.

EDUCATION
Columbia University, New York, Masters of Public Administration, 2006
National Urban Fellow, 2005, 2006
Hastings School of Law, San Francisco, Juris Doctor, 2000
New California State Regents Professional Scholar, 1998, 1999
Clinical Internshiy of Regional Counsel, Region II, Fall 1996-Spri
Boston University, Massachusetts, Bachelor of Arts, Political Science, 1995

BAR AFFILIATIONS

California Bar: passed exam, 2000; admitted, 2001
New York State Bar: passed exam, 2000; admitted, 2001

EXPERIENCE
2005-pres.  OAKLAND INTERNATIONAL AIRPORT, Oakland, CA
Environmental Manager, 2008-pres.
Developed and direct the Environmental Program, which ensures environmental compliance of
medium-hub airport servicing 12 million passengers annually. Program includes:

Fucling systems oversight - Hazardous materials management

- Recycling and reuse - Storm Water Pollution Prevention Program

- Air quality permitting - Underground and aboveground storage tanks
Groundwater remediation - Tenant and employee training and multi-

medium inspections
+ Implement the migation measures required of the girport’s $3 bilion master plan
= Exceute systems and policies for landside and airside operations.
Negotiate tenant/permitice commitment o the program.
Actas project manager for construction of alterative fuel infrastructure and procurement
of vehicles
+ Interpret environmental regulations and respond to inernal inquirics regarding irport
environmental issues.
« Serve as regulatory contact for the airport o outside agencies and professional organizations.

+ Create and administer contracts: write consulting agreements: develop and oversee
environmental section workplan, staff, and budget.

‘Special Assistant to the Director of Aviation, 200506
Assisted Director of Aviation in management of international commercial operations and personnel

+ Advised administrators on federal environmental and transportation laws and regultions.
+ Resolved disputes and provided dispute resolution training for management and staff.
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2004-09 Full-Time Parent and PTA Volunteer,
St. John's Academy
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RYAN SEYMOUR

123 Pillar Street, #1 (123) 555-8888
Kansas City, KS 12345 rseymour@unknown.com

Multimedia Developer and Web Designer

* Self-motivated technical/creative professional.

« Enthusiastic and cooperative team member.

+ Advanced knowledge of computer systems and applications.
* Quickly and intuitively comprehend complex systems.

PROFESSIONAL EXPERIENCE

2001-present  Web Design and Multimedia Consultant
www.reliefinsite.com, 2001-present
« Redesigned and added video content to a comedy website, increasing traffic 20%.
www.themansion.com, 2001-present
+ Created informational website for Island Mansion and Spa, increasing business and
reducing event coordinators’ workload.
www.experthere.com, 2002-2005
« Created prototype website for Interet consultant startup to attract venture capital
www.ress.com, 2002
+ Updated and added video to Regional Energy Services website.

1993-2001 Kansas Automobile Club (KAC), Kansas City
Multimedia Developer, 2000-2001
« Consulted with internal departments on corporate Internet and Intranet website
multimedia projects.
* Created RealAudio website cataloging KRGO radio spots, which increased the
effectiveness of company website.
Created KAC website for Auto magazine, working with creative directors and writers.
Developed Instant Info website, providing local information and maps to KAC members.
Digitized corporate video for Intranet distribution, reducing costs and promoting employee
‘communication.
* Designed, illustrated, co-wrote, and published booklet that supported frontline decision
making, improving customer service and company efficiency.

+ Created and maintained MS Access database of marketing projects and a calendar of
marketing events for executive staff. Saved money by eliminating redundant campaigns
and improving the planning process.

* Created and maintained MS Access database of over 6,000 KAC employees’ phone
numbers, titles, and addresses for company phone book. Created PDF phone book and
HTML version for the Intranet, saving printing and distribution costs.
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Jamie Choi

123 Montecito Street, #1_» Santa Cruz, CA 12345 (123) 5551234+ jchoi@bamboo.com

OBJECTIVE: Employee Relations Specialist

SUMMARY OF QUALIFICATIONS

* More than 10 years as an expert in Wholeness in the Workplace
The Psychology of Work

« Skilled at assisting people from all levels of employment and cultural backgrounds.

 “You've changed my understanding of work. I now find it a dynamic and energizing
principle.” — Manufacturing Manager

TRAINING AND DEVELOPMENT ACCOMPLISHMENTS

2007-pres.  Chrysalis, Santa Cruz, CA Instructor, Wholeness in the Workplace
« Taught professionals, managers, office workers, and tradespeople from multicultural
backgrounds. Topics include:

Dealing with Stress Concentration
Responsibility and Commitment Organizational Skills
Dynamics of Teamwork Dealing with Difficult People

* Tumned around a failing institutional library and, with no previous professional librarian
experience, produced an efficient system within four weeks.
- Trained volunteers.
- Organized holdings and standardized procedures.

+ Managed building renovation project, training and supervising a crew of student
Volunteers with no expericnce in construction. Finished project within time constraints.

19992006 MacMillan Institute, Albuquerque, NM Trainer/Manager
« Trained professionals, artists, tradespeople, and students in productive work habits that
increased proficiency, work satisfaction, and income,

* Created a "work laboratory” that provided hands-on experience in development of:

Teamwork Self-Esteem
Conflict Management Skills Client Relations
Dynamic Work Style Time Management Skills

1997-1999  Center for Humanistic Studies, Santa Fe, NM  Full-Time Student, Human Development

1992:1994  Los Alamos Proper
* Trained and super

Los Alamos, NM Co-Manager
sed renovation staff working on residential projects.

EDUCATION
M.A,, Human Resources, University of California, Santa Cruz, CA
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Eduardo Ortiz

123 Blake Circle + Anaheim, CA 12345 + (123) 665-5555 «_edortiz@bamboo.com

JOB OBJECTIVE
Sales Representative focusing on business-lo-business account development

HIGHLIGHTS OF QUALIFICATIONS
@ Hislory of representing organizations with professionalism and enthusias
@ Experience with business-lo-business account development and outside
sales, including prospecting, cold calling, and presenting sales programs.
@ Adept at maintaining a positive atmosphere in the workplace and resolving
problems with caim and grace.
@ A hard-working team member who gets along wel with everyone.

PROFESSIONAL ACCOMPLISHMENTS
2006-pres.  Henderson Molor Club, Anaheim, CA
Customer Care Representalive (a membership sales position)
@ Recognized by management for often meeting the weekly sales quota and for
superior service (o the company.
@ Trained new customer care reps (o sell-up by clearly communicating
membership benefits and promotions.
@ Generated new prospects and culivated excellent long-term relationships
with members, using a friendly approach to questions and problems.
@ Handled member concerns with diplomacy, and followed through by setting
up appointments to ensure resolution.

200306 Main Street Library, Santa Barbara, CA
Assistant Librarian
@ Assisted palrons with various levels of technical ability (o use the library's
public computers.
@ Showed extreme patience and interest when answering questions and
helping patrons from diverse backgrounds.
@ Received regular, outstanding feedback from Head Librarian.

200103 Pro Pet Products, Los Angeles, CA
Marketing Assistant
@ Presented products and addressed questions from prospective customers at
trade shows.
@ Interacted daily with team members to synchronize completion of projects,

EDUCATION / LICENSE
Ongoing coursework toward Bachelor's Degree in Intercultural Studies
Anaheim University, Anaheim, CA
High School Diploma, Anaheim, CA
Valid California State Driver's License
COMPUTER SKILLS

Microsoft Office (Outlook, Work, Excel, PowerPoint), Interet / Intranet, and ACT (similar to
Contact Management System)
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Leonora Braun
123Sea Cliff Drive ¢ San Diego, CA 12345 ¢ (123)555-1234 ¢ Ibraun@amboo.com

JOB OBJECTIVE

Bookkeeper/ Accountant

HIGHLIGHTS OF QUALIFICATIONS
* Experienced Bookkeeper/ Accountant for small and medium-sized businesses.
« Ability to work independently.
* Strong list of references,

PROFESSIONAL EXPERIENCE

1991-present BOOKKEEPER/ ACCOUNTANT
Selected Clients/Projects

Michael Smith, CPA, San Diego, CA
Blue Nile Cafe, San Diego, CA
Star Mountain Texaco, La Jolla, CA
The Walters Marketing Group, San Dicgo, CA
Paintings ‘86, La Jolla, CA
Fleur D'Alsace Restaurant, San Diego, CA
Mark-Thomas Corporation, San Dicgo, CA

Michael Smith, CPA

* Prepared federal and state tax returns for corporations, partnerships, individuals,
and estates

* Maintained general ledgers and prepared financial statements for assigned clients.

* Prepared payrolls, quarterly federal and state payroll tax returns, and state sales
tax returns.

Blue Nile Cafe and Star Mountain Texaco
* Setup company books, maintained general ledgers, and prepared Schedule C and
partnership returns.

‘The Walters Marketing Group
* Maintained general ledger, accounts receivable, and accounts payable. Prepared
nancial statements,

* Prepared payroll, federal and state payroll tax returns, and sales tax returns,
* Assisted in the conversion to computer-generated accounting.

EDUCATION

Accounting:  University of California, Berkeley Extension, San Francisco, CA
Healds Business College, San Francisco, CA
San Diego State University Extension, San Dicgo, CA

Computer:  Computer Options, San Diego, CA
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SARA CARTWRIGHT, CPA
123 Turandot Street » Oakland, CA 12345
(123) 555-1234 + scartwright@bamboo com

OBJECTIVE
A position in Audit Management

SUMMARY OF QUALIFICATIONS
« More than seven years as an accounting professional with particular strength in
conducting audis.
« Skilled at gaining cooperation from intemal and extemal professionals.
« Experienced consultant to executive management on sensitive financial issues.

PROFESSIONAL EXPERIENCE

2008-pres.  Auditing Operations Manager, Anderson Electronics, San Leandro, CA
« Realized $40,000 in six months for the company by discovering several major unnoticed
past-due colléctions.

Audited expense reports to verity compliance with company and governmental pol
« Implemented CEO- and CFO-directed projects to restructure accounting procedures.

2002:08  Senior Auditor, Internal Accounting, Dartmouth Enterprises, Oakland, CA
« Conducted quarterly and annual audits for headauarters and 15 branch offices.

« Guided management through setup of accounting departments in four new business units
located in separate Western states.

« Faciltated extemal audits that showed 100% compliance with professional standards.
« Authored analysis sections of SEC annual 10K and quarterly 10Q corporate reports.
« Designated Senior Auditor after four months with company as Intenal Auditor.

1994-02  Accountant, Brokaw, Famsworth & Associates, CPAs, San Francisco, CA
« Provided auditing services to corporate clients engaged in intemational manufacturing.
« Served as financial consultant to one of the nation’s largest banking institutions.
« Prepared federal and state tax forms for a wide range of corporate structures.

EDUCATION AND CERTIFICATION

B.S., Accounting, Califomia State University, Hayward, CA
CPA since 2001
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MARTIN HERSCH
Continued

« Achieved year-over-year profitability and grew company to over 100 employees.

« Directly managed product development utilzing technologies: Windows, Sun, UNIX, LINUX,
NT, C, C++, and Java.

« Established strategic alliances with large corporations in the U.S., Europe, and Asia, including

« Babcock and National Steel.

« Negotiated merger of Morgan Controls with PMT, winning shareholders’ support for plan.

Vice President, Operations 1990 to 1991
TIMELY SOLUTIONS, Austin, TX
Developed and sold supply chain automation for warehouse and distribution.

« Increased product development efforts and improved existing products.

« Enhanced sales/marketing, effectively expanding customer base by 40-50%.

Project Manager/Design Engineer, Integrated Automation 1986 to 1989
ADELSON/POORMAN, Austin, TX
« Managed multiple projects for new, growing division of multinational corporation.

Design Engineer, Manufacturing Automation 1984 to 1986
ROSENTHAL INTERNATIONAL, Provo, UT
« Wrote software for complex automation processes for automotive manufacturers.

EDUCATION & TECHNICAL SKILLS

BSEE Degree, University of Michigan, Flint, MI
Additionally involved in graduate-level work in Digital Signal Processing

Relevant Continuing Education
« Java, University of Michigan
« Microsoft.Net Master, University of Michigan
« Ecommerce Fundamentals, San Francisco State University
« ASP.Net 2.0, Trainex Corporation

Technical Skills & Knowledge

Platforms: Windows, Unix

Internet Apps: Web Services, ASP.NET, HTHL, Ajax, SOAP, Flash Remoting
Languages: C#, Java, Flash Action Script, JavaScript, SOA, XML, HTML

Databases: SQL Server 2005, SQU Server 2000

Programs: Windows Workflow Foundation, Microsoft Project, Microsoft Office (Word,
PowerPoint, Excel, Outlook), Macromedia (Dreamweaver, Flash, Fireworks), Adobe
Photoshop, AutoCAD

« Hardware/Firmware: Xilinx, PCI
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PAULA WHITE

16 Oaktree Road + Boston, MA 12345 + (123) §55-1234 + paulawhite@unknown.com

User Experience/User Interface Architect

SUMMARY OF QUALIFICATIONS

EM

= User Interaction Designer with extensive experience in all phases of the
development lfecycle

= 5 years experience in usability analysis, architecture, design, and testing

= Knowledgeable of various industries, including telecommunications, healthcare,
‘government, and HR as a result of over 10 years IT consulting experience

= Competent in HTML, €SS, XML, and JavaScript

» Solid understanding of technology constraints and “geck speak” due to
previously working as a developer myself

» Great with clients and willing t0 travel to client sites

» Skilled with Visio, Dreamweaver, and MS Office Suite applications

LOYMENT HISTORY

1997- 2008

Holt Corporation
For over 10 years, worked all over the country for this Fortune 500 IT consulting
firm. Worked directly with clients in several industrics as my career has progressed
toward my goal of becoming a senior consultant with a specialization in User
erience Architecture.

Project History.

2008

User Experience Architect, internal project

= Lead User Interface Architect for an internal capabilities management and
knowledge share initative

= Conducted usability analysis on over a dozen internal division websites and their
associated SharePoint and Wiki sites

= Conducted interviews with users to determine their goals and needs; monitoring
website statistics to validate interview results

= Updated site architecture and language to reflect organizational goals and user
needs

= Conducted usability tests to validate improvements made over past year and set
direction for future updates

2005 t0 2008

User Experience Architect, project for People Systems

for Basix Health
Lead Ul architeet for a comprehensive human resources portal

* Developed Key User profiles and detailed Key User Tasks based on analysis of
business requirements

* Created information architeeture and navigational structure for both manager and
employee self-service portal sites

* Managed complex data and event interactions among seven back-end systems

* Created wireframes for transactions and coordinated the work of other UI
Designers to ensure a cohesive and consistent user experience

ith implementation





OEBPS/irel_9781101195505_oeb_072_r1.gif
Name
Street
City, State Zip.
Phone, E-mail

JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

« How much experience you have in the field of your job objective, in a related field, or
using the skills required for your new position.

« An overall career accomplishment that shows you'd be good at this job.

« What someone would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xcpres.  Company Name, City, State
Job Title
« Anaccomplishment you are proud of that shows you're good at this profes
« A problem you solved and the results.
« A time when you positively affected the organization, the bottom line, your boss, your
co-workers, your clients.
« Awards, commendations, publications, etc., you achieved that relate to your
job objective.
20xxx Company Name, City, State
Job Title
* A project you are proud of that supports your job objective.
« Another accomplishment that shows you're good at this line of work.
* Quantifiable results that point out your skl
20xexx  Company Name, City, State
Job Title
 An accomplishment you are proud of that shows you will be valued by your next
employer.
* Anoccasion when someone "sat up and took notice of your skill
EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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Alana Chang

50 Burbank Street, Des Moines, TA 12345
123-555-1234, alanachang@unknown.com
Linkedin.com/alanachang

Executive Director of Major Business Projects and Initiatives

PROFILE

Leadership: Twelve years of progressive leadership of major business projects.

Exceptional team management in critical collaborative contexts. Robust record of success in
achieving complex objectives and timelines.

Character: Dynamic, articulate, analytical, and results-oriented; I love a good challenge.

PROFESSIONAL EXPERIENCE

2002-pres.  HOMESTYLE, INC.. Des Moines, IA
Director, Project Management Department, 2006-pres.

Led multimillion-dollar business initiatives and created a highly effective new department including an
intranet and training program; dramatically reduced time to market with a new project management
process.

« Planned and launched distribution in 4,000 retail stores in 60 days.

- Selected and led cross-functional team from 16 departments, and served as point person, ensuring
high levels of synergy between companies.

- Established and attained detailed action plan, milestones, and timelines, and created efficient
documentation system available o all involved via intranet.

- Ensured installation of 4,000 in-store kiosks and live demo units on tight time schedule.

- Won internal support through presentation of objectives and benefits.

- Resolved countless questions daily, weighing costs and benefits, creating solutions, and consulting
with others: provided weekly executive update:

« Wrote and persuasively presented proposal to exccutive team, and directed initiative for a major e-
Business program projected to save $20M per year.
- Created online functionality in troubleshooting, ordering, account activation, installation
scheduling, and bill payment, updating to an entertainment theme with new hosting and content
management,

«+ Oversaw development, beta, and launch of three new products with other companies, including a
digital video recording product and the largest interactive television platform in the U.S. with over 3
million customers.

« Managed $1.5B partnership with MSN, implemented acquisi
of Broadwide (a broadband service).

n and integration
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Marty Ramirez
123 Antelope Avenue
Boston, MA 12345

(123) 555-1234
mramirez@bamboo.com

OBJECTIVE

Field Representative for Local 510

DEMONSTRATED EFFECTIVENESS

Effectively negotiated and arbitrated grievances and contracts. Served on three contract
negotiating committees, each strengthening the union shop. Co-developed first steward
training classes for Local 510. Enforced collective bargaining agreements, health and safety
standards, and grievance procedures as Rotating Floor Steward or Permanent Shop
Steward since 1990, Chaired strike committees in 2003 and 2006, developing picketing
plans, choosing picket captains, and informing membership of legal behavior on the picket
line. Co-developed and led Local 510 affirmative action workshops, using bilingual and
bicultural skills to stress commonalties among people. Conducted training and strategy
sessions for U.N.H. labor and academic professionals, resulting in Partnership Programs.

WORK HISTORY

1987-pr

Journeyman Installer
SIGN, DISPLAY, AND ALLIED CRAFTS, LOCAL 510, LB.P.A.T.

2004 Primary Campaign Manager
WILSON RILES, JR, MAYORAL CANDIDATE, BOSTON, MA
200104 Teacher, World Cultures/Spanish/Bilingual
OAKLAND UNIFIED SCHOOL DISTRICT
EDUCATION
B.A., Comparative Culture, University of New Hampshire, 1987
Graduate Studies, Latin American Culture, Harvard University
MEMBERSHIPS

West County Central Labor Council
Local 510 Political Action Committee
Boston Direct Action Committee

Former Member, A.P-R1. & CB. T.U.





OEBPS/irel_9781101195505_oeb_157_r1.gif
MARK BUTLER
Senior Level Financial Risk Manager

100 Parkside Drive, Richmond, VA 12345
123-555-1234 markbutler@unknown.com linkedin.com/markbutler

Background: Highly successful carcer in financial marketing, planning, and trading.
Strong knowledge of foreign exchange and capital markets; CFA, CCM, and MBA.

Professionalism: Customer focused and proactive; skilled in cultivating new and lucrative
business. Goal oriented and highly motivated professional who excels in high-pressure
situations. Excellent communication and interpersonal skills; a leader and team player.

CERTIFICATIONS & EDUCATION

CFA (Chartered Financial Analyst), AIMR, 2009

CCM (Certified Cash Manager), AFP, 2007

MBA, Finance & Accounting, Penn State University, 2002
BA, Business Economics, University of Virginia, 1999

PROFESSIONAL EXPERIENCE

‘Third Bank, Richmond, VA & Charlotte, NC 2005-pres.

VICE PRESIDENT, FOREIGN EXCHANGE MARKETING (2007-pres)
Currently rebuilding bank’s Foreign Exchange presence in western United States. Tripled
client base of middle to large cap customers and increased carnings by over 200%.

« Work closely with clients’ executive officers in the management of financial strategics,
following through to successful outcomes and ensuring customer satisfaction,

« Identify and quantify clients’ accounting and economic cash flow risks, then develop and
execute custom solutions, utilizing foreign exchange tools.

« Structure and exceute spot, forward, and option contracts in accordance with customers’
cash management forecasts.

« Work with clientele in the construction and accounting evaluation (FASB 133) of interest rate
and currency derivative products.

« Perform online research to develop economic and political profiles pertaining to foreign
currencies.

* Generate technical analyses including economic models, forecasts, and projections.

ASSISTANT VICE PRESIDENT, FOREIGN EXCHANGE TRADING (2005-07)
* Worked as Senior Spot Trader for Asian and London markets.

* Built productive working relationships with 180+ foreign corporate and institutional clients.





OEBPS/irel_9781101195505_oeb_048_r1.gif
Name
Street
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JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

 How much experience you have in the field of your job objective, in a related field, or
using the skills required for your new position.

* An overall career accomplishment that shows you'd be good at this job.

* What someone would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xcpres.  Company Name, City, State
Job Title
* Anaccomplishment you are proud of that shows you're good at this profession
A problem you solved and the results.
« Atime when you positively affected the organization, the bottom line, your boss, your
co-workers, your clicnts.
* Awards, commendations, publications, etc., you achieved that relate to your
job objective.
20xexx Company Name, City, State
Job Title
A project you are proud of that supports your job objective.
* Another accomplishment that shows you're good at this line of work.
* Quantifiable results that point out your skill
20cexx  Company Name, City, State
Job Title
« Anaccomplishment you are proud of that shows you will be valued by your next
employer.
« An oceasion when someone "sat up and took notice” of your skill.
EDUCATION

Degree, Major (if refevant), 20xx (optional)
University, City, State
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MAUREEN NELSON + 925.708.7476 + mpn@dorsey.org

OTHER PROFESSIONAL EXPERIENCE
Product Manager, Pivotal Resources (training & consulting), Walnut Creek, CA (2001-2006)

Writer/ Editor/Researcher, self-employed, Richmond, CA (1999-2001)
Webmaster, HR Technology, Bank of America, San Francisco, CA (1998-1999)
EpucaTion
M.A, Career Development, John F. Kennedy Universty, Pleasant Hil, CA, 2007. GPA 3.96.
Resume Writing Counseling Practicum Career Counseling Interview
Creative Assessments Introduction to Coaching Cinical Issues in Counseling
Interviewing Techniques | MBTI Intensive Seminar Research in Career Development
Assessment Approaches | Workplace Issues & Trends Counseling Diverse Popuiations

Organizational Approaches | Human Resource Management | Technology & Career Development
Career Planning Resources | Theories of Career Development | Business Models: Systems Thinking

B.A, Liberal Studies, California State University East Bay, Hayward, CA.

PROFESSIONAL DEVELOPMENT

Re-Entry Workforce Development (6 hrs), Walden House Institute, San Francisco, CA, Nov 2008
— Introduction to Motivational Interviewing
— Impact of Incarceration on Re-entry/Post-Prison Shock Syndrome

METSYS (database software for case management), Goodwill Industries of San Francisco, CA, Oct 2008
Powerpoint Pizzazz, Goodwill Industries of San Francisco, CA, Oct 2008

Workforce Development Programs Serving Ex-Offenders Training (20 hrs), Larry Robbins, Fall 2008
— Assessing for Hidden Assets and Barriers to Employment in Ex-Offenders
— Ex-Offenders and the Employer Connection: Job Development and Job Search Strategies
— Keep Working and Don't Live Your Life Behind Bars: Job Retention as an Anti-Recidivism Strategy

‘Third Annual Rentry Summit, Nor Cal Service League and Safe Communities Reentry Council, Sept 2008
Workers' Rights (8 hrs), Office Fed Contract Compliance (OFCCP) & Eq Emp Opp Comm (EEQC), Aug 2008
Workforce Re-Entry seminar, National Employment Law Project (NELP), Oakiand, CA July 2008

Distance Credentialed Counselor training (16 hrs), Universiy of Santa Clara, July 2008

Domestic Violence seminar, L2 Casa de Las Madres, San Francisco, CA, June 2008

Fundraising Fundamentals seminar, Transgender Leadership Summit, Berkeley, CA, June 2008

Strong Interest Inventory (update training), Sacramento State University, May 2008

Skillscan Advance Pack (update training), Los Medanos College, Pittsburg, CA, March 2008
Introduction to Nonprofit Management (8 hrs), John F. Kennedy Univ, Pleasant Hill, CA, 2007
Strategic HR: Metrics and Analytics Conference, NCHRA, San Francisco, CA, 2007

Succession Planning for Small Business, NCHRA, Walnut Creek, CA, 2006

Radical Collaboration in Adversarial Environments, NCHRA, Wainut Creek, CA, 2006

Six Sigma Training: Green Belt & Black Belt, Pivotal Resources, Walnut Creek, CA, 2004

National Career Development Association Conference, San Francisco, CA, 2004
"No One is Unemployable" seminar on how to help difficult-to-place candidates, 2003

International Career Development Conference, worked as volunteer, Oakland, CA, 2003
Marketing s Public Relations  Project Management, UC Extension, Berkeley, CA, 2000-01
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ROBERT SILVERSTEIN
P.0. Box 123, Bangor, ME 12345
123-555-1234, robertsilverstein@bamboo.com

‘TEST ENGINEER
Focusing on healthcare technology

« Over 15 years of team leadership, designing digital logic and
‘microprocessor systems.

* Recent contractual experience in test engineering in the medical field.

* Available for project management assignments throughout the U.S.

PCA functional test stations ATM switch
Cable modem switch test station VXI/LabView systems
In-circuit test development HP 3065 - Cheap Boundary Scan

Contract Test Engineer
Clients include:

Alliance Medical Group, Bangor, ME
* Led team to develop three PCA functional test stations.

Elektra Interactive, Greenville, ME
* Developed cable modem switch test station.

Quinn Banking Systems, Stratton, VT
* Developed functional test for ATM switch.

Tulsar Alarm, Weston, VT
* Designed central station management, CCTV, computer network,
alarm and access control systems.

Frazier Recording Company, Allentown, PA
Lead Test Engincer

« Developed product line manufacturing test strategies.

* Team leader for seven test engineers.

* Integrated functional test into Teradyne in-circuit test development.

Mayflower Elcctronics, Seattle, WA
Principal Test / Project Engincer

* Developed test specifications and testability enhancements in designs
* Project leader and cost account manager for VXI/LabView systems.
* In-circuit tests for HP 3065 - Cheap Boundary Scan.

BSEE, University of Tucson, Tucson, Arizona
Graduate coursework: Northwestern University
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Name
Street
City, State Zip
Phone, E-mail

JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

« How much experience you have in the field of your job objective, in a related field, or
using the skills required for your new position.

« Anoverall career accomplishment that shows you'd be good at this job.
« What someone would say about you as a recommendation.

RELEVANT EXPERIENCE
MAJOR SKILL
* An accomplishment you are proud of that shows you have this skill
A problem you solved using this skill, and the results

« A time when you used your skill to positively affect the organization, the bottom line,
your boss, your clients.

* Awards, commendations, pul

tions, etc, you achieved that relate to your
job objective.

MAJOR SKILL

+ A project you are proud of that supports your job objective.

+ Another accomplishment that shows you're good at this line of work
* Quantifiable results that point out your skill

+ An occasion when someone "sat up and took notice” of your skill

WORK HISTORY

20vcpresent  Job Title COMPANY NAME and city
2oexx Job Title COMPANY NAME and city
20x0xx Job Title COMPANY NAME and city
20x00xx Job Title COMPANY NAME and city

EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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Catherine Sutton

510-528-2261 | catherinesutton@resoundingresumes.com

Professional Résumé Writer
PROFILE
+ A practiced writer with a flair for creating compelling résumés and cover letters
that get results, and a portfolio of over 700 résumés in every career field.
- Warm and insightful, a careful listener who specializes in eliciting achievements
from even the most reticent of clients, whether in person or on the phone.
+ Adept at fashioning individual résumés to reflect unique accomplishments and
skills, and at highlighting transferable skills to promote career objectives.
+ British-born and educated, with solid knowledge of American grammar and
syntax; comfortable with non-native speakers; familiar with French and Russian.

RELEVANT HIGHLIGHTS
Susan Ireland’s Resume Service, Berkeley, CA 2002-present
Writer
+ Collaborate with clients both locally and worldwide in corporate, academic,
white-collar and blue-collar fields to produce powerful, individualized résumés.
+ Utilize the latest in computer technology to facilitate communication and to
increase speed and efficiency of the long distance process by up to 25%.
+ Consistently receive referrals and testimonials from clients who have used their
new résumés to find better jobs; satisfied comments include:
“The résumé...gives me a boost of confidence to see that I really do have the
skill sets that can be translated into the work force.”
“Iam very pleased with the result and enjoyed working with you. Thanks for
making me look so good on paper.” (Senior corporate executive)
“What a privilege to watch your process in transforming my original drab
document into a dynamic, engaging piece.” (Business manager)
“Inever thought that it was possible to summarize 15 yrs of experience in one
page. 1 got multiple interview requests..and received the job I wanted.”
+ Conducted onsite interviews with staff anticipating layoff from a variety of
positions at a manufacturing facility and, respecting a tight timeline, produced
résumés that emphasized their transferable skils.

Vector Marketing, Olean, NY 199302
Senior Sales Leader, Western Region

Previous Positions: office administrator, network marketer, editor, interpreter, business

owner, personal growth trainer, promoter, head waitress and dance teacher.

EDUCATION & TRAINING

In-depth training in the art and science of résumé writing, Susan Ireland, Berkeley, CA
B.A. (Honours), Russian Language and Literature, Leeds University, Leeds, UK
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NORA P. QUINN, RN CNP
norapquinn@unknown.com - (123) 555-1234
57 Worth Avenue, Avon, CT 12345

crienced Nurse Practitioner specializing in Obsietrics and Gynecology
with broad expertise in private practice, clinical trials, and academic
medical settings & Aesihetic Medicine

Acsthetic Nurse Practitioner, 2008-present
Thomas P. Kelley, MD, FACS
Center for Plastic Surgery, Avon, CT
« Consultation and clinical provider of laser services utilizing Cutera
« Proficient in injection techniques of dermal filers and Botox
administrat

n

Aesthetic Nurse Practitioner, 2006-08
Regina Cuthbert, MD, Medical Dircctor
Clearview Clinic, Hartford, CT
+ Consultation and clinical provider of laser services u
and Luminus
« Proficient in injection techniques of dermal fillers and Botox
administration

izing Cutera

Nurse Practitioner, 1999-08
Medical Center for Women
Paulette Morse, MD, Dircctor, Obstetrics & Gynecology Private Practice
West Hartford, CT
« Provided primary healtheare for women of all ages, including
obtaining a health and medical history, performing a physical
examination, and constructing a problem list
* Counseled individuals regarding family planning, prevention of
sexually transmitted diseases/vaccination protocol for HPV,
menopausal medicine, and sexuality issues
* Provided appropriate pharmacotherapy for select women's health
and gynecologic and obstetric conditions
* Proficient in surgical procedures: IUD insertions, endometrial
biopsies, and insertion of laminaria

Nurse Practitioner, 1999-study end
University of Hartford, Hartford Medical Center
Leo Finley, MD, Principal Investigator, Hartford General Hospital,
Gynecology Department, Clinical Trial for Nationwide Study on
Dysfunctional Vaginal Blecding

« Screencd, cnrolled, and followed clinical trial subjects
Provided data and source documentation
Ensured protocol compliance,
Reported and monitored adverse events
Maintained comprehensive regulatory documents
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123 Blake Circle + Anaheim, CA 12345 - (123) 55

Eduardo Ortiz

555 -_edortiz@bamboo.com

JOB OBJECTIVE

Customer Service Representalive

HIGHLIGHTS OF QUALIFICATIONS

a History of representing organizations with professionalism, poise, and
integrity.

@ Adept at handiing a high quota of phone calls in a fast-paced environment
with calm and grace.

a A hard-working leam member who gels along well wilh everyone.

Bilingual: Spanish and English.

o

PROFESSIONAL ACCOMPLISHMENTS

2006-pres.  Henderson Motor Club, Anaheim, CA
Customer Care Representalive
@ Managed numerous customer accounts through the Customer Service Call
Center, consistently following up to ensure resolution.
Q@ Trained new customer service reps to appreciate and clearly communicate
membership benefits and promotions.
@ Cullivated excellent long-term relationships with members using a friendly
approach to questions and problems.
a Recognized by management for good altendance, dependabilty, and
attention to deail
2003-06  Main Street Library, Santa Barbara, CA
Assistant Librarian
a Assisted palrons with various levels of technical abilty to use the library's
computer screens Lo navigale the library system.
. Showed exireme patience and interest when answering questions and
helping patrons with forms processing.
a Received regular, outstanding feedback from Head Librarian.
200103 Pro Pet Products, Los Angeles, CA
Markeling Assistant
a Presented products and addressed questions from prospective customers at
trade shows.
a Interacted daily with team members to synchronize completion of projects.
EDUCATION
Ongoing coursework in Intercultural Studies
Anaheim University, Anaheim, CA
COMMUNITY SERVICE
2004-pres.  KidPride, Teen Mentor
200305 Disaster Relief and Prevention, Neighborhood Coordinator
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MAUREEN TEETON

14 Blakely Avenue teetondesign.com
Los Angeles, CA 12345 linkedin com/maureenteeton
123-555-1234 twitter.comimaureenteston

maureen@unknown.com

WEB DESIGNER
' Five years experience designing websiles; recent projects include database-
driven and content management sites.
' Solid visual design skills; fluency in design and development software.
' Comfortable with client interactions and team collaboration.

TECHNICAL SKILLS

css Fiash AJAX
HTML Javascript AdobeSuite
XHTML MysaL Codelgniter
DHTML Document Object Model (DOM)

PROFESSIONAL EXPERIENCE
2009-pres.  BioTech Inc., Los Angeles, CA

Lead Web Designer

Conceplualized and managed the design and development of a database-driven
site, which involved a content management system.

Front-end development included hand coding of htmi, flash design and
development, and use of Adobe suie of applications.

Designed and developed inleractive projects such as banner ads, response
forms, flash movies, ecommerce, and himl emails.

Collaborated with usability team to produce user-centered design.

RN

2006-09  BooksGalore.com, Ventura, CA
Web Designer

Maintained and upgraded database-driven site for this mega oniine bookseller.

Worked on tearn (o develop site's book club blog, using content management

system.

RN

2004-06  Bellwether Publishing, Santa Barbara, CA
Graphic Designer
' Designed book covers and promotional material, working primarily with technical
manuals and textbooks.
¥ Assisted in annual update of cover art of the Who Done It series, which
incorporated the well-established brand logo of 21 years.
v Assisted in expanding publisher's websile (o include author videos and webinars.

EpucaTion
BA, Graphic Design, Minor, Web Design, 2004
Pacific School of Graphic Design, Los Angeles, CA

PROFESSIONAL GROUPS - CURRENT
Web Dudes
IT Online
Linkedin web-related groups
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2003-present “TransAmerica State Insurance,
Wilmington
Relevant Positions: Marketing Manager

Business Analyst
Marketing Specia
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Trudy Caldwell

123 Fremont Avenue + San Francisco, CA 12345
(123) 555-1234  tcaldwell@bamboo.com

Human Resources Professional

SUMMARY OF QUALIFICATIONS

« More than five years of experience in business office work with recent assignments in
personnel administration.

+ Competent project manager with an eye for added results.
« Eager to pursue a carcer in human resources.

EDUCATION

M., Human Resources, University of California, San Francisco, CA, 2007

RELEVANT ACCOMPLISHMENTS

PERSONNEL ADMINISTRATION

« Processed a minimun of 100 applications per week, using a database to file and sort data
accessed by 12 managers. (Barstow & Bigelow, Inc)

« Conducted orientations for new hires: explained company policies and gave employee tours of
company. (Goodman Lumber)

« Coordinated payroll data by compiling information from time card machine and tallying
employee vacation calendars. (Barstow & Bigelow, Inc.)

PROJECT MANAGEMENT

« Redesigned the mail system to expedite sorting and delivery. (Williams Sonoma Co.)

* Managed a 4,000-picce direct mail effort that met seasonal marketing deadlines despite heavy
in-house workloads. (Barstow & Bigelow, Inc.)

« Initiated a company-wide recycling program that resulted in excellent publicity for the firm.
(Goodman Lumber)

'WORK HISTORY
2006-present  Executive Assistant, Barstow & Bigelow, Inc, San Francisco, CA
2003-2006 Administrative Assistant, Williams Sonoma Co, San Francisco, CA|

1997-2003 Receptionist, Goodman Lumber, Daly City, CA
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Kate Warren
Paramount College * 44 Main St. « Cambridge, MA 12345
123-555-8888 + kwarren@unknown.com

JOB OBJECTIVE
To obtain a research position with a biotechnology or pharmaceutical company in the
research and development division

PROFESSIONAL EXPERIENCE
PARAMOUNT COLLEGE, Cambridge, MA, 2008-present
Research Assistant
+ Collaborated on research to assess potential angiogenic factors.
« Performed migration and proliferation assays; maintained cell cultures.
+ Applied synthetic organic chemistry to produce 13-HODE, using purification techniques
including TLC and HPLC.

THE CANCER RESEARCH LABORATORY, Greenville, ND, summer 2008

Research Assistant

+ Isolated and partially characterized gene on mouse chromosome 13.

+ Utilized techniques including PCR, cloning, gel electrophoresis, DNA extraction and
purification, Southern blot, and phage library screening.

+ Drafted final paper and presented results at Summer Student Symposium.

HILLSDALE HOSPITAL, Hilsdale, MN, January 2007

Medical Technology Intern

+ Completed rotation through hematology, urinalysis, chemistry, microbiology, and
blood bank

« Observed patient procedures.

« Leamed to perform and interpret tests used for medical diagnostics.

EDUCATION
Paramount College, Cambridge, MA
+ B.A., Biochemistry/Chemistry, anticipated 2010
+ In addition to introductory courses, completed two semesters of organic chemistry with
experimental organic chemistry lab, one semester physical chemistry with lab, advanced
inorganic chemistry with lab, and microbiology with lab.

AWARDS
Paramount Foundation Award recipient, 2007 and 2008
Dean’s List, Fall 1997-Fall 2008
Presidential Scholarship (based on GPA)
Crooper Scholarship (awarded the top 10% of entering class)

AFFILIATIONS
American Chemical Society
Beta Beta Beta National Biological Honor Society
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JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

 How much experience you have in the field of your job objective, in a related field, or
wsing the skills required for your new positior

* An overall career accomplishment that shows you'd be good at this job,

+ What someone would say about you as a recommendation

PROFESSIONAL EXPERIENCE
20xx-pres.  Company Name, City, State
Job Title
MAJOR SKILL
« An accomplishment you are proud of that shows you have this skill
« A problem you solved using this skill, and the results.

« A time when you used your skill to positively affect the organization, the bottom line,
your boss, your clients.

* Awards, commendations, publications, et, you achieved that relate to your
job objective.

MAJOR SKILL

« A project you are proud of that supports your job objective.

« Another accomplishment that shows you're good at this line of work.

* Quantifiable results that point out your skill

20xx-xx Company Name, City, State
Job Title
« Anaccomplishment you are proud of that shows you will be valued by your next
employer.

* An occasion when someone "sat up and took notice” of your skill.

EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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ROBERTA J. ROSEN
PAGE TWO

* Member of task forces on increasing effectiveness of sales managers and
improving job satisfaction for technical and sales staff. Invited by company
executives to present results to 600 field employees.

Sales & Account Management

« Established and cultivated strong relationships with CEOs and CIOs of $500M+
accounts, and developed successful strategic partnerships.

+ Negotiated bids for highly competitive contracts,

« Consistently exceeded sales quota for 15 years.

+ Wrote and presented proposals to executive committees of target accounts to
ensure Hewlett Packard'’s place as partner of choice for technology decisions.

« Facilitated communication between in-house and customer executives to ensure
establishment of ongoing, mutually beneficial relationships.

Previous experience includes:
Teacher Trainer, Upper Valley Regional Center for Education for New Hampshire and Vermont
schools, co-sponsored by Dartmouth College and the Office of Education in Washington, DC.

Sales Manager, Control Data Corporation, San Francisco, CA. Directed the 12-member team
responsible for the sale and marketing of the Plato Learning System.

Regional Director of Admissions and East Bay Coordinator, Interstudy, San Francisco, CA.
Hired and trained 120+ representatives in the coordination of language/ homestay programs for
international students here in the US. and for Americans abroad

EDUCATION & TRAINING
B.A, cum laude, Education, minor in Psychology, City University of New York, NY
Graduate studies in Psychology, John F. Kennedy University, Orinda, CA
Ongoing Coaches Training, The Coaches Training Institute, San Rafael, CA
Professional Certified Career Coach, Career Coach Institute

Key Executive Seminars with CEOs from major corporations worldwide,
led by John Donovan, Cambridge Executive Enterprises, Inc,, Cambridge, MA

Coursework in Conflict Resolution, Mediation, and Entrepreneurship,
The Amos Tuck School of Business Administration, Dartmouth College, Hanover, NH

PROFESSIONAL AFFILIATIONS
International Coaches Federation
San Francisco Coaches
Career Coach Institute
Hewlett Packard Alumni Association
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* Oversaw Computer System Validation (CSV) efforts for in-house development
and OTS software, including Inform, Captiva, Remedy, and LiveLink.

* Member, IVR Change Management Committee, 2003-present; Committee Chair,
2003-04. Worked with cross-functional committee members to ensure accuracy
and completeness of all documentation prior to production.

* Member, Risk Assessment Committee, 2005-present. Reviewed RFPs and
protocols for clinical trials to determine optimal approach for building a system
to meet user requirements, including timelines and potential risks.

+ Conducted periodic demonstrations of system functionality and proposal
defense presentations to clients.

* Identified and anticipated special problems and developed recommendations
for the client for specific design adjustments and improvements

*  Hired, trained, and directed team members. Conducted performance
evaluations and maintained all training records.

HIGHHEALTH HEALTHCARE (FORMERLY HEALTH COMPUTER SYSTEMS), Lindsay, NV

Senior Software Analy 1999-02
Programming Superoisor 1997-99
Programmer/Analyst 199397

* Directed projects, trained users, and supported office management system for
physicians, clinics, and healthcare facilities nationwide, including diagnosis,
scheduling, billing, budgeting, accounting, reporting, and database administration.

+ Developed customized software components to address the specific needs of
‘managed care and urgent care environments.

* Tracked and maintained new software releases, installations, and revisions to
ensure accuracy and consistency for 70+ diverse versions available in the field.

* Won President’s Award for Outstanding Performance as Programmer/ Analyst.

PRINCETON UNIVERSITY, Princeton, NJ

Research Assistant, Econontics Department & Business School

* Conducted extensive research for project involving both Economics and
Business School Professors.

* Created computer questionnaire to assess health concerns of a diverse array of
individuals in the Princeton area and beyond.

* Recruited and trained outside organization to conduct surveys to wider
audiences and significantly increase participation in the project

* Gathered, reviewed, and synthesized data, worked closely with professors to
determine optimal types of data analysis, and presented analysis reports.

EDUCATION / PROFESSIONAL DEVELOPMENT

M.A., Economics, Princeton University, Princeton, NJ, 1992
B.S., Economics, minors in Mathematics & Computer Science, St. Albans College, Green, MT, 1990

Additional trai

ing through Researchlntensive:

FDA Audits and Comouter Software Validation
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Katie Baird, Certified Virtual Assistant

Website Development & Maintenance and Project Management

1567 Shoup St ktcosmosalooseends.net
Prescott, AZ 86305 blog.looseends.net “*
9264454724 finkedin com/in/katiebaird

EXPERTISE

EXPERIENCE

EDUCATION

AFFILIATIONS

+ Website planning, production, and maintenance

- Photography and graphic design

+ Strong written communication and organization skills

- Software: WordPress, Adobe €S2 (including Photoshop, Adobe GoLive,
Adobe Acrobat, Bridge, InDesign, Dreamweaver), QuarkXPress

- Hardware: Macintosh

1996 - Present, Virtual Assistant, Loose Ends, Prescott, AZ

- Design websites, brochures, website ads, and newsletters.

+ Develop and implement special projects and PR. materials.

- Photograph events, people and products for inclusion in print and web
design projects.

Clients include:

Yavapai Exceptional Industries Royce Masonry
West Yavapai Guidance Clinic Intuitive Cartography
PrescottWeddings.com Whipstone Farm

Higgins Surveying Innovative Medical Associates
Temple Biith Shalom Dr. Kenna Stephenson, M.D.

MexicoBeachHomes.com

1976 - 1996, Middle School Teacher, Phoenix, Arizona and Prescott, Arizona

BA, Arizona State University, Tempe, Arizona

International Virtual Assistants Association (VA), 1998-present
Remote Professionals, 2004-2009

Women In Networking, Board of Directors, 2000-2006

Prescott High School Career Center, 1997-2005

Yavapai College Career Skills Program, 19992001

Yavapai County Big Brothers & Big Sisters, 1997-2004

Yavapai College Graphic Design Department Advisory Board, 2001-2002

"My favorite thing Is (0 go where I've never been. — Diane Arbus, 19231971
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REGINA ANDREWS

123 Sprockett Way + Houston, TX 12345 + (123) 5558888 + randrews@unknown.com

2007-09

2003-07

200203
2002
1997-02

OBJECTIVE

Enrollment Counselor, Rangeley College of the Law, University of Texas

SUMMARY OF QUALIFICATIONS
+ Organized and motivated, with more than 10 years of success in cultivating
rapport with people from diverse cultural backgrounds,
* Excellent listener; able to assess needs, synthesize and articulate information,
and assist clients in making appropriate choices to fulfill their goals.
* Motivated and focused; able to work independently and as part of a team to
complete tasks within strict deadlines.

PROFESSIONAL EXPERIENCE

‘TEXAS STATE UNIVERSITY, Houston, TX Student

* Worked closely with professors, advisors, and top-level administrators in
Admissions, Financial Aid, and Arts & Sciences to submit transcript and
financial aid requirements, and ensure complete and accurate paperwork

+ Advised and informally advocated for fellow students, providing suggestions to
make wise academic decisions, fulfill requirements, and excel in their university
experiences.

* Collaborated with students of varied ages and ethnicities to develop questions
for tests, and co-wrote mid-term and final exams,

* Wrote extensively, with a focus on critical thinking and analysis, clarity of
thought, and grammatical accuracy.

ADHERENT COMPONENTS, INC., Longchester, TX Sales Manager

* Interviewed clients to assess needs and limitations; identified products for
optimal fit.

* Communicated effectively with clients in Europe and Asia, despite differences in
language and culture.

+ Conducted site visits, built strong relationships, and delivered convincing
presentations to improve client loyalty and retention.

TRUE-TIME MERCHANTS, INC,, Louisville, KY Sales Account Manager

INTERSTATE HOTELS, INC., Huntsville, KY Front Office Manager

EXPRESS INN, Crainacre, KY Guest Services Supervisor
EDUCATION/ AWARDS

B.A., English Literature, Kentucky University, Lexington, KY, 2009
Graduate, Champlain College Preparatory School, Champlain, KY, 1994
Studies included Forensics, Parliamentary Process, and Oratory Skills
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relative





OEBPS/irel_9781101195505_oeb_094_r1.gif
Grace Deminier
123 California Street, Fort Wayne, Indiana 12345 (123) 555-1234 graced@bamboo.com

JOB OBJECTIVE: Director of Customer Service

SUMMARY OF QUALIFICATIONS
10 years as department manager with experience in internal and external customer service.
« Excellent supervisory skills that enhance employee skills to produce quality work.
* Computer literate in Windows and Macintosh.

PROFESSIONAL ACCOMPLISHMENTS
MANAGEMENT

Paramount Credit Services Corp.

* Monitored $500,000 per month in expenses and compiled data for upper management.

* Decreased expenditures 35% by standardizing purchasing procedures.

« Created and directed all administrative procedures for this 58-person financial firm affiliated with
Xerox Corporation.

* Wrote six manuals (70-100 pages each) to clarify responsibilities of accounts payable,
telecommunications, records, check processing, and administrative support.

Public Information Group

 As manager of 28 employees, increased productivity, morale, and individual and team initiative by
fostering employee carcer development within the company.

« Improved staff performance evaluations by upgrading job descriptions.
* Created and administered an $§50,000 annual budget.

CUSTOMER SERVICE
Public Information Group

* Created system for identifying and notifying past-due accounts, recove
premiums from previous years,

« Used diplomatic yet firm approach to resolve disputes with customers, agents, and sales staff.
* Encouraged interdepartmental cooperation through excellent internal customer service.

1§ $236,000 of uncollected

Paramount Credit Services Corp.

« Resolved client issues promptly as liaison to branch offices and attorneys.

« Anticipated and handled hardwarc and software problems, achieving minimum of downtime for six
departments that work with offices in other time zones.

WORK HISTORY

2009 Administrative Assistant Environmental Review Group, Fort Wayne, IN
200408 Supervisor, Administration Paramount Credit Services, Fort Wayne, IN
1998-04  Manager, Policy Administration  Public Information Group, Toledo, OH
199698 Family Management Les Sables d'Olonne, France

EDUCATION

B.A. equivalent, French, Sorbonne, Paris, France, 1995
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Andrea Cooper
800 Bingham Street, Apt. 1A, Concord, NH 12345
andreacooper@unknown.com; 123-555-1234

Objective: PR position with an organization devoted to renewable energy

Education
Chelsea College May 2007 Concord, New Hampshire
St. Andrews University ~ Semester Abroad  Scotland, United Kingdom
Major: Classical Languages Major GPA: 3.98; Cumulative: 3,91

Minors: Art History and Environmental Studies

Awards Received
Summa Cum Laude: Title denoting the highest possible honors upon graduation
Phi Beta Kappa: National academic honor society

Order of Wailatpu: Chelsea honorary award for exceptional service to the college

Leadership

- Compiled literature review on environmentalism and regional tourism within the
middle classes of India for Geography professor at St. Andrews University (2007).

- Assisted Environmental Sociology professor at Chelsea College in her research
focusing on environmental toxins and the Native American tribes of the Pacific
Northwest (2007),

- Organized an extremely successful, entirely student-run fundraiser for the
environmental program of Hillside High School (2002)

Work Experience

Personal Organizer: The Amsley Family, Concord, NH (2007-present)

- Implemented a systematic organization of files, photographs, and slides. Advised
family about interior design and environmentally sound landscaping.

Project Aide: Project for Employed Families, Dover, NH (Spring 2008)
- Assisted in the creation of America’s only contract language database by compiling
and analyzing information from union contracts and a contract language lawyer's

evaluations.

Library Intern: The Museum of Contemporary Art, Boston, MA (Summer 2007)

- Provided support in this widely renowned research institution, requiring attention to
detail, commitment to assignments, independence, and enthusiasm.

Serials Assistant: Chelsea College Library, Concord, NH (2003-2007)

- Executed extreme care for details in updating databases and daily maintenance of the
thousands of journals and newspapers; worked on many independent projects, such as
taking inventory of all paper items currently held by online catalogs.

Resident Assistant: Chelsea College Residence Life, Concord, NH (2005)
- Planned 20 academic and social events, in addition to 3 meetings weekly; learned
the value of effective communication with one’s peers.

Trail Conflict Surveyor: Upstate Regional Park District, Geneva, NY (Summer 2004)
- Utilized diplomatic communication skills when asking controversial questions.
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JOB OBJECTIVE: The job you want next

SUMMARY OF QUALIFICATIONS

* How much experience you have in the field of your job objective, in a related field, or
using the skills required for your new position.

« Anoverall career accomplishment that shows you'd be good at this job.

+ What someone would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xcpres.  Job Title Company Name, City, State
« An accomplishment you are proud of that shows you're good at this profession
« A problem you solved and the results.
« Atime when you positively affected the organization, the bottom line, your boss, your
co-workers, your clients.
« Awards, commendations, publications, etc., you achieved that relate to your
job objective.
20xcexx  Job Title Company Name, City, State
A project you are proud of that supports your job objective.
« Another accomplishment that shows you're good at this line of work.
* Quantifiable results that point out your skill.
20xcexx  Job Title Company Name, City, State
 An accomplishment you are proud of that shows you will be valued by your next
employer.
« An occasion when someone "sat up and took notice” of your skill.
EDUCATION

Degree, Major (if relevant), 20xx (optional), University, City, State

PROFESSIONAL AFFILIATIONS

COMMUNITY SERVICE

Associ Position (optional)  Dates (optional)
Association Position (optional)  Dates (optional)
Volunteer position Organization Dates (optional)

Volunteer position Organization Dates (optional)
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Clinical Research Nurse, 1997-98
Tyler Medical Center, Chicago, IL
* Recruited patients in Premature Prevention Program
* Interviewed and obtained specimens by venipuncture, cervical
cultures
* Reviewed patient charts, and collected and reported data from
ante-partum through post-partum
« Provided follow-up with mother and newborn
* Performed Dubowitz examinations on newborns and recorded
results

Nurse Practitioner, 1990-96
Outpatient Clinic for Obstetries & Gynecology
St. Paul's Medical Center, New York, NY
* Assessed and managed common and complex women's health
problems, including PCOS, pelvic pain, abnormal vaginal bleeding,
sexually transmitted discases, abnormal pap smears
* Provided prenatal through post-partum care.
* Provided health maintenance education and counseling
* Supervised and trained Nurse Practitioners and Physician
Assistants students during clinical internships

Nurse Practitioner, 1986-90
Ford Health Service, New York, NY
* Coordinated, provided and triaged primary care for student
population
* Offered counseling and contraceptive services,
and treatment
* Prepared and implemented lectures for students on various health
related subjects

STD prevention

EDUCATION/ California Nursing Licensc and Nurse Practitioner Fumishing Certificate,
LICENSES  current

NAACOG Certification - Obstetrio/Gynecologic Nurse Practitioner, 1985-
current

NAACOG Certification - Menopause Clinician, 2003-current

State University of Aubur Medical Center/Planned Parenthood of New
York, Women's Health Care Nurse Practitioner Program, 1985

Bessemer City College, ADN Nursing Program, 1980
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Clients included: Xerox Corp.
IBM
First Bank





OEBPS/irel_9781101195505_oeb_111_r1.jpg





OEBPS/irel_9781101195505_oeb_037_r1.jpg





OEBPS/irel_9781101195505_oeb_071_r1.gif
Shane Mathews
123 Bay Court » Columbus, OH 12345 + (123)555-1234 « shanem@bamboo.com

JOB OBJECTIVE: Collcctions Administrator

SUMMARY OF QUALIFICATIONS
« Ten years of business experience, including cight years in the financial services industry.
« Proficient at ut

ing computer systems to produce analytical reports.
« Enhance operations through strong organizational and problem-solving skills.

EXPERIENCE

THE BANK OF OHIO, Columbus, OH, 2005-pres.

Corporate Operations Manager

Banking Officer

Banking Assistant

ved data, analyzed information, and spread financial reports for management, using
rame and PC systems. LAN Administrator for two years.

fied to respond to credit inquiries using Robert Morris Associates criteria.

* Bank-

« Administered operational systems that satisfied auditors for four consecutive years.

« Reduced liability and standardized corporate banking operations by insituting risk
‘management policies.

« Served as liaison to account officers, clients, and bank departments, ensuring quality
customer service through problem resolution.

« Supervised personnel; handled salary reviews, performance counsel

& and training.

GREAT MID-WESTERN BANK, Cleveland, OH, 20012004
Management Trainee

Administrative Assistant

« Compiled and calculated statistics for weekly and quarterly reports.

« Prepared human resources reports that included salary and tumover analyses.

UNIVERSITY OF CLEVELAND, Cleveland, OH, 1999-2000
Full-time MBA Student

WHITE MEADOWS CENTER, INC,, Cleveland, OH, 1998-1999
Assistant Marketing Manager
« Assisted in development of annual calendar and budget for this large shopping center.

« Collaborated with merchants and management to produce joint promotions

EDUCATION

MBA, Marketing, 2003, University of Cleveland, Cleveland, OH
BA, Administration and Legal Processes, 1998, Kent State, Kent, OH
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JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

* How much experience you have in the field of your job objective, in a related ficld, or
using the skills required for your new position.

« An overall career accomplishment that shows you'd be good at this job.

* What someone would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xcpres.  Company Name, City, State
Job Title
MAJOR SKILL
« An accomplishment you are proud of that shows you have this skill
« A problem you solved using this skill, and the results.
« Atime when you used your skill to positively affect the organization, the bottom line,
your boss, your clients
« Awards, commendations, publications, etc., you achieved that refate to your
job objective.
MAJOR SKILL
A project you are proud of that supports your job objective.
« Another accomplishment that shows you're good at this line of work.
* Quantifiable results that point out your skill.
20xexx  Company Name, City, State
Job Title
* An accomplishment you are proud of that shows you will be valued by your next
employer.
* An occasion when someone "sat up and took notice” of your skl
EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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2001-05

2003-04

Darrell J. Kramer, JD, MPA, page 2

CA ENVIRONMENTAL JUSTICE ALLIANCE, San Francisco, CA

Counsel and Executive Director

Served as Counsel to San Francisco communities during negotiations with local, state, and federal

Environmental and Transportation Agencie

« Analyzed and evaluated compliance with federal and state environmental laws including
SEQRA, NEPA, RCRA, CERCLA, CAA, FWPCA, FSWA, and ISTEA.

« Advised clients about environmental enforcement, compliance, siting, risk management,
permitting, and land use; and negotiated with government agencies on clients’ behalf.

« Planned and directed projects and policies in the areas of solid waste, water quality, air quality,
Brownfield development, and alternative fuels.

« Testified at national and local hearings and lobbied state, city. and federal governments for
transportation and environmental regulations.

« Served as Principal Investigator (2003-05) to the CA Environmental Worker Training Program
10 develop a federally sponsored superfund waste site and emergency response operation job
training program. Training included:

- Asbestos removal - Environmental site monitoring
- Lead abatement - Confined space entry

« Interacted with environmental remediation and construction businesses 1o place 100% of trained

students from the Environmental Worker Training Program.

SAN JOSE STATE COLLEGE, San Jose, CA
Adjunct Professor, Federal Environmental Law and Policy

RELEVANT COMMITTEES

American Association of Airport Executives, 2006-pres.

California State Bar Association: Environmental Law Section, 1998-05

‘The Association of the Bar of the City of San Francisco: Transportation Comittee, 2002-05
San Francisco City Environmental Benefits Fund: Board Member, 2003-05

Department of Environmental Conservation Comparative Risk Project, 2004-05

Mayor's Task Force on Brownfields, 2004-05






OEBPS/irel_9781101195505_oeb_009_r1.gif
Master’s (degree) Environmental management

Energy engineering Project management
Renewable energy Installation
Solar Performance metrics
Wind Shade characteristics
Photovoltaic (PV) ArchiCAD

Battery AutoCAD
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Marty Ramirez
123 Antelope Avenue, Boston, MA 12345
(123) 555-1234, mramirez@bamboo.com

OBJECTIVE

Field Representative for Local 510

DEMONSTRATED EFFECTIVENESS

« Effectively negotiated and arbitrated grievances and contracts.

- Served on threc contract negotiating committees, each strengthening the
union shop.

- Co-developed first steward training classes for Local 510.

- Enforced collective bargaining agreements, health and safety standards, and
grievance procedures as Rotating Floor Steward or Permanent Shop Steward
since 1990.

* Chaired strike committees in 2003 and 2006, developing picketing plans, choosing picket
captains, and informing membership of legal behavior on the picket line.

« Co-developed and led Local 510 affirmative action workshops, using bilingual and
bicultural skills to stress commonalties among people.

« Conducted training and strategy sessions for U.N.H. labor and academic professionals,
resulting in Partnership Programs.

WORK HISTORY

1987-pres.  Journeyman Installer
Sign, Display, and Allied Crafts, Local 510, LB.P.A.T.

2004 Primary Campaign Manager
Wilson Riles, Jr., mayoral candidate, Boston, MA

2001-04 Teacher, World Cultures/Spanish/Bilingual
Boston Unified School District

EDUCATION

B.A., Comparative Culture, University of New Hampshire, 1957
Graduate Studies, Latin American Culture, Harvard University

MEMBERSHIPS

West County Central Labor Council
Local 510 Political Action Committee
Boston Direct Action Committee
Former Member, A.P.R1. & CB.T.U.
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ANTHONY Ruiz
101 Barber Street, Greenville, SC 12345 (123)555-1234 anthonyruiz@unknown.com

HEALTHCARE MANAGEMENT SPECIALIST

Management: Highly experienced Practice Administrator and ACMPE Certified Medical Practice
Executive. Opened Neurosurgery group; coordinated expansion of Cardiology and Neurosurgery
groups.

Skills: Proven skillin change management implementation of workflow processes and
technology systems. Adept in medical practice administration, organization, and supervision.

EXPERIENCE
SOUTH CAROLINA NEUROSURGERY ASSOCIATES, Greenville, South Carolina 2005 to present
Practice Administrator
+ Accomplished opening of a Neurosurgery practice within a one-month timeframe:
- Located and leased interim facility.
- Setup computer systems (Electronic Medical Records, Peachtree Accounting, and
Mysis practice management system), network configuration, and telephone system.

+ Coordinated office relocation, expansion, and remodeling in 2007.

+ Performed buy vs. lease analysis and made recommendations for office relocation.

+ Instrumental in growth of practice: Patient numbers grew from 0 to 8,000 since opening in
2005 with average of 3,000 active at any one time, and $4.7M annual receipts for 2007.
Maintained AIR collections at a high of 89% of net receipts (national average = 52%).
Trained, oversaw, and audited staff on use of surgical claim coding, CPT, and ICD-9.
Recruited and negotiated contracts for two surgeons and nurse pracitioner.

Collaborated with Director of Neurosciences Program, Neurosciences Marketing Manager,
and CEO in the development and opening of three clinics in rural South Carolina.
+ Sustained low clinic overhead costs at 32% of net receipts (national average = 45%).

COLUMBIA TEAM HEALTH, Columbia, South Carolina 1995 to 2005
Adnministrator

+ Liaison between practice and hospital, maintaining ongoing and positive refationships

between physicians and hospital’s executive committee.

Steering committee member of Cardiac Program, servicing 70% of South Carolina.
Coordinated design and construction of new facilty (9,650 sq. ft.).
Facilitated new processes in Total Quality Management (TQM) and Teamwork.
Grew outreach program from 0 to 14 clinics; situated, staffed, and marketed the program,
Supervised 18 staff members in office with RN, PA, and four cardiologists.

EDUCATION, CERTIFICATIONS & MEMBERSHIPS.
Certified Medical Practice Executive - ACMPE 2002 to present
A.S., Business Management, Columbia College, SC 1995
Continuing Professional Education: 1995 to present
MGMA Med Series - Management Education & Development (160 credit hours)
MGMA, Parker Institute - Group Practice Governance Leadership Group (32 credit hours)
University of South Carolina - Business courses
Memberships:
American College of Medical Practice Executives (ACMPE) 1994 to present
Medical Group Management Association (MGMA) 1994 to present
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Street
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JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

* How much experience you have in the f
using the skills required for your new po

d of your job objective, in a related field, or
jon.

* An overall career accomplishment that shows you'd be good at this job.

* What someone would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xcpres.  Company Name, City, State
Job Title
« An accomplishment you are proud of that shows you're good at this profession.

« A problem you solved and the results.

« Atime when you positively affected the organization, the bottom line, your boss, your
co-workers, your clients.

« Awards, commendations, publications, etc., you achieved that relate to your
job objective.

200xx Company Name, City, State
Job Title
* A project you are proud of that supports your job objective.

« Another accomplishment that shows you're good at this line of work.
* Quantifiable results that point out your skl

200x¢ Company Name, City, State
Job Title

 An accomplishment you are proud of that shows you will be valued by your next
employer.

« An occasion when someone "sat up and took notice” of your skill.

EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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Timothy Arnell
(page two)

Ohio State University, School of Medicine, 2001, Independent Consultant

« Assessed performance and applicability of new Electronic Medical Records (EMR) software.

* Worked with Strategic and Program Planning group on projects, including creation of high-
level recruitment process and assessment of large-scale medical research proposals.

Ohio State University, School of Medicine, 2000, Project Manager

« Planned and implemented 10-area process redesign for conversion/migration of existing financial
system.

* Directed school-wide user communications and training for the migration.

* Worked closely with users and service providers to ensure continuity of ser

Trading Up, Inc., 1998-2000, Project Manager
« Planned and supervised point-to-point and end-to-end Y2K testing for Global Market systems.
* Documented procedures for administering security for all of Trading Up's trading systems

Environmental Defense Fund, 1996-1997, Project Manager

+ Managed start-up of national demonstration for an environmental software product

+ Coordinated management of project among nonprofits headquartered in different cities.

* Created and implemented marketing plan; published articles; presented concept at
conferences.

Women's Prison Association, 1994, Project Manager
* Managed start-up of transitional facility for formerly incarcerated homeles
* Negotiated contracts, budgets, and client eligibility requirements with City.

women.

Santa Fe Department of Human Services, 1992-1993, Consultant
« Member of Mayoral Task Force created to start new agency for homeless services.
* Developed organizational structure as well as MIS and HR budget plans.

* Coordinated strategic planning workgroups and designed start-up policies and procedures.

Santa Fe Personnel Office, 1988-1991, Director of the Bureau of IS, Research, and Legislative
Analysis (BMIS)
« Managed unit that provided ongoing analytic support to the adult and family shelter systems,
AIDS Services, Homecare and Protective Services.

* Initiated and guided evaluations and studies within the shelter system.
* Led 30-person task force and wrote plan to improve shelter intake/assessment policies and
procedures.
EDUCATION

Ohio State University, MBA in Finance; minor in Economics
New Mexico University, BA in Political Science; minor in Psychology
Hastings Law School. Completed first year. Moot Court. Consfitutional Layw internship

COMPUTER SOFTWARE: MS Office (Word, Access, Excel, PowerPoint), MS Project, Visio
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Kerry Wainwright

123 Porter Street, Denver, CO 12345
(123) 555-8888, kwainwright@unknown.com

SUMMARY

More than 10 years' programming and application development experience, including:
Dynamic database-backed websites Real-time data collection
Content Management Systems (CMS) Web crawling

COMPUTER SKILLS

Languages/Technologies

« Java, J2EE, JSP, EJB, AJAX, C, C++, PERL, JavaScript, XSLT, XML, XHTML, HTML, SGML, and
various UNIX/LINUX shells.

Software

« Databases: SQL, ESQL, ODBC, JDBC, MySQL, Oracle, Access.

« Platforms: Windows XP/2000/NT/95/3.1, VAX-VMS, various UNIX flavors (Redhat Linux, Solaris,
HPUX), Mac-08.

EXPERIENCE

WEB PROGRAMMER/SOFTWARE ENGINEER

InterRef, Denver, CO, 2004 - present

« Developed Java applcations for the data-warehousing infrastructure.

« Developed database-backed web serviets for customer website utilizing XML, XSLT, AJAX
technologies.

« Managed data storage and distribution systems via website t ools, RSS, XML, etc.

CONTRACT SOFTWARE ENGINEER

Seamless Systems, Denver, CO, 2003

« Managed several MySQL databases (design, creation, transaction programming).

« Developed features for websites and Content Management Systems, using Java, PERL,
JavaScript, andfor XSLT.

SENIOR SOFTWARE ENGINEER

Ritelnfo Inc., Boulder, CO, 2002 - 2003

« Designed and built Internet and real-time newswire data acquisition and processing
« Developed news service system on Linux, including a real-time messaging system.
« Built applications to crawl customer websites.

SENIOR SOFTWARE ENGINEER

Spectrum Technology, Denver, CO, 1996 - 2002 (acquired by Ritelnfo, Inc. in 2002)

« As partof the original start-up team, developed and built various systems, including data
aggregation, processing, testing, loading, and staging systems.

« Developed original systems and test ing tools for real-time news service.

+ Developed data management system (structure, processing and management tools, and data
warehousing system).

PROGRAMMER

WINSCO Publishing, Denver, CO, 1992 - 1996

+ Developed data conversion programs and production process and test tools, written in C.
« Provided production support to teams building CD-ROM and Intemet products.

+ Buill and maintained tools and performed troubleshooling of production processes.

EDUCATION
B.S. in Electrical Engineering, University of Utah, Salt Lake, UT, 1991
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MARC KORCHIN
1500 San Pablo Ave.
Berkeley, CA 94702

(510)845-4743
info@gogreenmotors.com

Sales Representative for Manufacturer of Electric Vehicles
Summary

Established Neighborhood Electric Vehicle (NEV) dealer in San Francis
‘media and community relationships.

Aggressive and successful sales professional with over 9 years experience in direct s
management; over 17 years experience in retail sales.

Proven track record of growing small start-up companies to profitability and/or sale.

Background includes business management, retail, inside and outside sales, account management,
training, and customer service,

0 Bay Area, with strong

les and sales

Professional Experience

Green Motors (Berkeley, CA) 2007-present
Manager

motorcycles, mopeds,

Founded and grew the nation's #1 NEV dealership, which sells trucks, c
scooters, and bicycles.

Operate a 3,500 5q. fi. retail store; and became the #1 ZENN dealership within the first year of
operation.

Manage onsite service department, which offers warranty and nonwarranty services for all electric
vehicles, as well as plug-in conversions for hybrids

Build ongoing relationships with government and university officials, including Assemblyperson,
Barbara Lee, Mayor Tom Bates, and Tim Lipman of UC Berkeley.

Frequently interviewed for print, TV, and radio features about green cars and environmental issues.
Active participant in community events, including city parades, How Berkeley Can You Be?, and
Earth Day.

SoftChalk, (Richmond, VA) 20042006
Vice President, Sales

Fook company from 18,000 in total sales on April 9, 2004, to $749,898 on June 30, 2006. Achieved
sales 0f $109,000 in 2004, $306.000 in 2005, and $317,000 in the first 2 quarters of 2006, thereby
breaking the sales record for 2005 in the first 2 quarters of 2006
Hired, trained, and managed new Sales and CRM team while continuing to mine and close new
business and increase revenue from existing clients.

Strategically targeted “high profile” prospects in the e-Education industry in Higher Ed and K-12;
successfully closed sales to major universities, including the University of Kansas, Duke University,
and the University of Maryland; and several major system-wide sales, including Dallas Community
College District, Maricopa Community College District, and the Los Angeles Virtual Academy.
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ISABEL HARPER

5545 Portman Circlo, Rochester, NY 12345
123-555-1234
isabelharper@unknown.com

OBJECTIVE: Postion as Executive

irector, American Charitable Giving Association
HIGHLIGHTS OF QUALIFICATIONS

= Eight years of highly successful nonprofit management experience for national and regional affated
organizations such as the Bakersfield Foundation and the Dewey-Grant Association.

* Educational accomplishments: MPA (2006) and BA in Broadcasting, Public Relations, and Advertising.
= Adeptin public awareness utiizing community events, public speaking, the media, and networking.

* Developed and wrote long- and short-range strategic plans for a variety of nonprofit organizations, many of
which did not have this critical planning tool

= Proven history of significantly exceeding financial goals while holding costs to a miimum,
= Skilled in expanding memberships, sponsorships, partnerships, and community involvement.

PROFESSIONAL EXPERIENCE

Regional Manager, Northeast, NY 2006 to Present

THE BAKERSFIELD FOUNDATION OF GREATER NEW YORK. NEW JERSEY & PENNSYLVANIA
Hired by Foundation to open and manage one of first, “satelite offies” as part of Chapter's implementation of
‘Shared Services Model; due to success, Chapter has become a national model.

= Set up and manage a one-man, virual office for three-county area with culturally diverse and economically
challenged population of nearly 600,000.

*  Starting from “zero," exceeded goals by raising over $500,000 during the first two years; on target to exceed
current year's goal of $300,000, while keeping expenses significantly below corporate budget.

= Integral member of Chapter Task Forces: Corporate Giving, Individual Giving, Intemal/External Events; work
collaboratively with Chapter staff members via onsite meaings, conference calls, and written communications.

= Developed highly productive regional and local relationships with both large and small corporate sponsors
including: Motor Systoms; the Pascal Group; Butchs Creamery; Moline’s; Craftworks; Automobile Dealers and
Realtors Associations; and many other organizalions.

* Build strong community relations through involvement n events, Chambers of Commerce, and outreach to
children's hospitals, regional hospitals, civic groups, ocal schools, and universites.

* Plan, coordinate and manage large- and smal-scale extemal and intemal events; croated Casino Night, a
signature event that generated over $106,000 inits second year.

* Customize innovative marketing packages matching corporate giving goals with Foundation objectves.

*  Cultvate, increase, and maintain individual giving through one-on-one donor refationships; oreated and
developed successful corporate “lovels of giving’ initiative.

* Research and wite up (o seven grants a year for funds from community and corporate foundations, ranging
from §12,000 to $42,000; responsible for all grant reporting.

= In past two years, received $90,000 in funding with grant awards growing steadily; undertook a ‘challonge
grant” that was completed n less than two months and raised $42,000.

*  Cultivate and productively utilize very strong relations with regional media, including: press conferences, TV
‘appearances, radio segments, press releases and arlicles, and event coverage; produce video segments.

* Organize and run quarterly Board Meetings for satelite office; actively recruit now Board Members.

*  Hire and supenvise college interns in nonprofit administration; increased office volunteers from 16 10 45; recruit
and coordinate up to 75 volunteers for any one event.

* Received Prosident’s Award (2008) for exceptional achievement n chapter growth.
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Tawny Hall

123 White Drive « Westchester, NY 12345 « (123)555-8888 « thall@unknown.com

JOB OBJECTIVE: Technical Writer

SUMMARY OF QUALIFICATIONS

+ Four years' experience wiiting easy-to-read instructions for technical services,
products, and safety procedures.

« Known for quick technical comprehension and clear translation.

+ Proficient with Windows and Macintosh word processing applications.

EDUCATION
Bachelor of Science Leedings College, Westchester, NY
Technical Writing Cerificate Unity Community College, Jamaica, NY

RELEVANT ACCOMPLISHMENTS
WRITING AND EDITING
At Chrysler Bank
+ Created Standard Operating Procedures for various responsibilities and tasks.
+ Cut customer response time and initial analyst training time by creating an
Access database to organize frequently accessed information.
« Designed and implemented a training program for technology phone support.

At Unified Alarms
+ Wrote brochures, featuring technical capabilfies of wired and wireless systems.
« Reduced customer response time by simplifying complex technical instructions.
+ Analyzed process and developed instructions for downloading data from PCS to
remote microcontrollers.
« Prepared business proposals for technical installations for up to $25K each.
+  Edited manual to demystify instructions for entry-level users.

At Camway Communications
+ Cuttraining time by creating concise instructions and worksheets for operators.

At Leedings College, chemistry, physics, and digital logic classes
«  Using scientific third-person format, wrote research and analytical reports.

TECHNICAL

At Chrysler Bank
«Install and troubleshoot phone, pager, and telecommunication networks.
* Provide hardware and software support of bank's computers.

At Leedings College, technical classes.
+ Programmed in Pascal and Basic; debugged computer programs,
+ Built electronic boards, using digital logic diagrams and Boolean formulas.

WORK HISTORY

2001-present  Help Desk Specialist, Chrysler Bank, Westchester, NY

1999-2001  Phone Operator Manager, Camway Communications, Inc., Jamaica, NY
1998-1999  Technical Writer, Unified Alarms, Ltd., White Plains, NY
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Name
Street
City, State Zip
Phone, E-mail

JOB OBJECTIVE

The job you want next

SUMMARY OF QUALIFICATIONS

« How much experience you have in the field of your job objective, in a related field, or
using the skills required for your new position.

« Anoverall career accomplishment that shows you'd be good at this job.
« What someone would say about you as a recommendation.

PROFESSIONAL EXPERIENCE

20xcpres.  Company Name, City, State
Job Title
 An accomplishment you are proud of that shows you're good at this profession.

« Aproblem you solved and the results.

« Atime when you positively affected the organization, the bottom line, your boss, your
co-workers, your clients.

« Awards, commendations, publications, etc., you achieved that relate to your
job objective.

20vexx  Company Name, City, State
Job Title
« A project you are proud of that supports your job objective.

« Another accomplishment that shows you're good at this line of work.
* Quantifiable results that point out your skill.

200exc Company Name, City, State
Job Title

" An accomplishment you are proud of that shows you will be valued by your next
employer.

* Anoccasion when someone "sat up and took notice” of your skill.

EDUCATION

Degree, Major (if relevant), 20xx (optional)
University, City, State
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ROBYN JONES

123 Primavera Ct, Portland, ME 12345 (123)555-1234  robynjonesl@bamboo.com

JOB OBJECTIVE

A position in organizational systems management

PROFILE
« Expertise in developing and managing organizational systems that;
Facilitate efficiency Encourage creativity
Promote responsible behavior Respond to change
Optimize the group's diversity Build team spirit
« Committed to improving the environment through research and education.
« Particular skill in empowering others to acknowledge and articulate their value and role
in an organization/ society.
EXPERIENCE

2002-present Facilitator, Navy Program for Personal Responsibility
‘The Prevent Office, University of Maine, NAS Biddeford, ME

« Facilitate weekly classes for 20 Navy personnel from diverse cultural backgrounds,
promoting personal responsibility through communication and appropriate lfestyle
behaviors. Topics include:

Decision Making and Problem Solving Strategies Interpersonal Skills
Personal and Organizational Values and Conflicts ~ Resistance to Addictions.

19982002 Manager, Project Management and Contracts
Accounting Manager
Loonery & Crosby, Inc, Saco, ME

An international consulting firm specializing in projects that address energy efficiency.

« Facilitated forums for organizational dialogue, encouraging excellent communication
among all levels of personnel (president through support staff).

« Improved dlient relations by establishing procedures and training staff to develop
strong consultant-client rapport.

* Worked with staff to provide tools and resources needed to manage projects.
19931998 Independent Bookkeeping Contractor

1990-1993  Paralegal
Raddison, Maloney & Powers, Portland, ME

EDUCATION

Candidate, Master's Program, Social and Cultural Anthropology
Maine Institute of Multicultural Studies, Portland, ME

B.A., Anthropology and Social Studies
Macalester College, St. Paul, MN
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DIANE SHORT
Marketing Communications Director
123 Walnut Avenue, #2, Berkeley, CA 12345, d_short@bamboo.com (123) 5551234

SUMMARY OF QUALIFICATIONS

« More than 10 years in marketing with recent experience as Director, Marketing
Communications for the largest manufacturer in its classification.

« Creative thinker whose ideas have directly increased profitability,
* Manage multiple projects at once, with strict adherence to time and budget constraints.

PROFESSIONAL EXPERIENCE
2004-pres. MACY'S, San Francisco  Director, Marketing Communications, 2008-pres.
Director, Public Relations & Licensing, 2005-2008
Marketing Consultant, 2004-2005
* Created sales collateral (including videos) and ran the creative efforts for national
advertising campaign that established Macy’s as the manufacturer of quality products.
« Developed and managed a national publicity program that increased retail sales more
than 5% and dramatically enhanced brand recognition.

« Authored and designed the first press kit that clearly defined the company’s image and
product range.

« Enhanced product value and increased sales by developing GWPs (gift with purchase).

+ To position company as an advocate for women's health, collaborated with University of
San Francisco Medical Center to design a promotion that shared proceeds.

« Currently developing a merchandise strategy for an hour-long cable television program to
air Christmas of next year.

* Analyzed competition, oversaw product development, approved prototypes, and
‘managed business relations with national and international licensces.

* Designed merchandise packaging and displays, and successfully negotiated with licensces
and retailers to utilize these visuals to maintain consistent image.

20002004 DELANEY ADVERTISING, INC., New York City, Director, Marketing Communications
+ Directed the New York office for this national full-service advertising company.
« Supervised staff and managed high-volume photographic production and budgets.

19962000 GAP, INC,, San Francisco, Media Coordinator
« Developed and implemented advertising campaigns. Managed all phases of creative
development and execution. Monitored media budget.
EDUCATION

B.A., Communication Studies, with a minor in Business Administration
San Francisco State University, San Francisco, CA

Multimedia Program, University of California, San Francisco, currently enrolled
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GRAHAM PHELPS

123 Provence Drive_* New Orleans, LA 12345+ (1235551234 +_gphelps@unknown.com

1995-pres.

OBJECTIVE

A senior IT project management position, with a focus on

System Administration  Manufacturing Engineering  Customer Support

SUMMARY OF QUALIFICATIONS

* 10+ years of progressive responsibility in IT for global organizations.

* Highly analytical, with particular skill in maintaining a strong customer focus
while providing expert technical problem solving,

+ A dynamic project manager, skilled in creating realistic project plans, prioritizing
and delegating effectively, and tracking progress to ensure accurate, on-schedule
completion.

* Experienced in building solid relationships and communicating articulately
tobuild bridges between customer needs and engineering/technical team
requirements. Fluent in Japanese.

PROFESSIONAL EXPERIENCE

NOTABLE GRAPHICS INC. (NGI), US. and Asia locations

Global Product Support Engineer, New Orleans 2007-pres.

* Conduct in-depth analysis and offer technical support and guidance to 150 System
Support Engineers (SSEs) worldwide. Provide third-level support to U.S.
customers and second-level support to international customers.

+ Consult with engineering team members when necessary to resolve complex
technical issues. Manage customer relationships, expectations, and escalations,
effectively balancing customer needs and engineering requirements.

* Maintain strict adherence to customer turnaround times, consistently achieving
ime completion of system repairs

« AsSupport Expert, prepare and deliver dynamic, interactive presentations to
educate frontline support team on new products.

Manfacturing Test Engineer, New Orleans and Tokyo 200207

* Designed and implemented test processes for mid-range desktop product and
high-end server proprietary software product, serving as primary contact among,
Quality, Field, and Support teams for all issues during system manufacturing.

* Worked closely with Production Schedulers to prioritize tasks and projects,
allocate resources, and ensure on-time completion and 1509001 compliance.

* Met regularly with Quality Group to identify, analyze, and resolve discrepancies
and problems with components. Utilized the Integrated Product and Process
Development (IPPD) approach to improve the quality of new products while
reducing costs and time-to-market

* Project-managed 15-member Engineering Group in Tokyo, including Mechanical,
Quality, Test, and Board-level Engineers. Delegated and matched team members
with specific tasks to achieve optimal performance.
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ASSISTANT VICE PRESIDENT, FOREIGN EXCHANGE TRADING (continued)
Quoted prices and provided overview for clients of Asian and London market
developments.

* Developed supportive team structure on trading floor, fostering cooperative efforts in highly
dynamic and oftentimes volatile environment.

« Provided liquidity for trading desk and covered currency prices in absence of primary
dealer.

+ Continually increased and maintained large relationship base in Asia and Europe.

Assurance Bank, Charlotte, NC 2002-05
FOREIGN EXCHANGE SPOT TRADER (2003-05)
« Provided liquidity for trading desk in spot USD/DEM.

* Quoted prices on interbank basis, developing relationships in Europe, Asia, and North
America.

« Solicited new order business.
FOREIGN EXCHANGE TRADER - DERIVATIVES GROUP (2002-03)

+ Traded in the forward risk for the global OTC and Exchange Options Books.

+  Assisted in pricing of options.

College Intern, Boston, MA & London, England 2001-02
Treasury Department, Boston (2001-02)

+ Assisted City Controller in management of pension and cash funds.

Foreign Exchange, Assurance Bank, London (2001)

* Developed strong working knowledge of Foreign Exchange Market by assisting in all
aspects of currency trading.

AFFILIATIONS, SKILLS, & CONTINUING EDUCATION

Richmond Society of Financial Analysts, AIMR Local Chapter 2009
AIMR, National Chapter 2007
AFT, National Chapter 2002

Coursework in Preparation for CPA Exam:
University of Virginia Accounting, Auditing, Tax, Accounting Information Systems

2009-pres.

Information Systems Skills:
- Bloomberg - Reuters - FENICS -EBS - Microsoft Office - Internet
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Kathryn Dobson
105 Blake Street New York, NY 12345 123-555-1234 kathryndobson@bamboo.com

OBJECTIVE: Program Manager in an environmentally conscious company

SUMMARY
A systems thinker and ideas generator with a passion for sustainable lifestyle and technologics, and four
years’ experience developing and/or running programs and marketing initiatives.
Creative and resourceful, a practiced writer and editor with a talent for communicating green values. A
highly organized budget manager and team player with an entrepreneurial streak.
A quick study; proficient in Microsoft Office, Dreamweaver, and Filemaker Pro on Macs or PCs.

EDUCATION
Critical Thinking; Human Relations & Organizational Behavior; Systems Thinking Lab 2007-08.
Green M.B.A. Course, Boston University, Boston, MA

B.A., English Literature, Nazareth College, Rochester, NY 2003

RELEVANT ACHIEVEMENTS.

Managed the two largest programs at Bella’s, Inc., a $95M natural and orga

co-coordinating marketing booths at green tradeshows throughout the U.S.

~ Oversaw a donation program with an annual budget of $45K; delegated financial and food grants to
classrooms, non-profits, environmental groups, and women’s organizations.

~ Increased impact of Bella’s $50K Environmental Studies Scholarship program by refining its focus.

Redefined Bella’s 2008 marketing plan to reflect total brand redesign and evolution of community

outreach programs and to establish a fresh identity for a brand-new team.

~ Conceived and wrote copy for e-newsletter with 20,000 readers, a consumer blog, website content,
and environmental education on packaging, as “Voice of Bella’s.

- Initiated and ran the Social Club, a team of five that enhanced office culture on a tight budget by
introducing fun, plants and organic BBQs: planned and coordinated parties for up to 75 stafT.

Remotely coordinated travel logistics, catering, agenda, and $70K budget for two multi-day workshops

on research for groups of up to 100, including special populations, academics, and NGO representatives.

~ Edited grants and publications for program director, maintained websites, and managed day-to-day
office functions. Learned Dreamweaver software to design and build a workshop website within one
week. Acted as liaison between vendors and NYU accounting department.

Assisted in construction of a sustainable campsite for 30 people and a 20-square-foot booth on carbon

footprint education, as only student representative along with GMBA alumni and co-founder. C

designed survey and acted as point person for the project throughout the event.

Co-conceived an experiential, action-based learning facility for students at GMBA to practice syster

thinking tools and for alumni o consult with local businesses.

foods company, w

WORK HISTORY
BusINESS WORLD, New York, NY 2008-present
Professional Organizer & Personal Assistant
COLLEGE OF NATURE AND SCIENCE, New York University, New York, NY 2008
Program Assistant, Environmental & Forestry Outreach (EFO)
GREEN MBA PROGRAM (GMBA), Boston University, Boston, MA 2007-08
Co-Founder, IdeaWorks, 2008; Project Co-Manager, Natural Life, 2007

LAS, INC., New York, NY 2004-07

Project Manager, Website Redesign & Content Revision, 2007
Assistant Brand Manager & Copywriter, 2006-07
Cause Marketing Coordinator, 2004-06
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PROFILE

EDUCATION

EXPERIENCE
2004-pres.

1997-04

‘WILLIAM MILLER

35 Ashley Blvd. Trenton, New Jersey 12345
123-555-1234, willmiller@unknown.com
linkedin.com/williammiller

Middle School Science Teacher

+ Twelve years as a middle school science teacher, with a talent for
sharing my enthusiasm for science with young minds.

* Consistent record of providing a safe learning environment.

« Enjoy working with parents to help students meet educational goals.

BS, Chemistry, 1995
Bigelow University, Hoboken, NJ

New Jersey Department of Education Science Standard Certificate

Ficldwork: Student Teacher, General Science, Grant Middle School,
Gladstone, NJ

Bradley Howell School, Trenton, NJ
Science Teacher

Millstone Middle School, Montclair, NJ
General Science Teacher

CURRICULUM DEVELOPMENT

« Developed general science curriculums for 7th and 8th graders, which
included geology, biology, anatomy, and astronomy, as well as
emerging topics such as renewable energy.

« Incorporated field trips to local sites of scientific interest.

« Created lesson plans and homework assignments that, as much as
possible, met the individual needs, interests, and abilities of the
students.

* Within the district's guidelines, adjusted curriculum as school year
progressed to accommodate leaming styles, and topical news.

« Provided written evidence of lesson plans upon request of principal.
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ROSE MANSON
123 Fourteenth St., #123
Birmingham, AL 12345

(123) 555-1234
roseman@bamboo.com

OBJECTIVE: To retain insurance company relations as new owner of Highland Insurance Agency

« Reliable reputation among Birmingham attorneys.
« Proven ability to work profitably with home office.
« Currently developing underwriting practice at Highland Insurance Agency.

PROFESSIONAL ACCOMPLISHMENTS

CLIENT RELATIONS
As Branch Manager, Bonding Service, American Insurance:

« Developed and serviced a loyal client base, almost doubling branch premium dollars from
$190,000 to $365,000 per year.

- Gained a reputation among attomeys for providing timely service/markets.
- Recaptured accounts lost during departure of previous branch manager.

- Offered additional services to gain accounts.

- Generated new business through regular court appearances.

As Vice President, Highland Insurance Agency:
« Secured clientele, based upon my established reputation among local attorneys.

UNDERWRITING
As Branch Manager, Bonding Service, American Insurance:

« Authorized to execute under power of attorney in all counties in Alabama, with underwriting
authority up to $50,000. Branch bond amounts ranged from $6,000 to $3,000,000.

« Simplified application form to more effectively gather underwriting data.

« Established and implemented more efficient procedures for home office approval, reducing
turnaround time from three days to eight hours.

« Dealtdirectly with surety home office in Springfield, IL.
* Gained extensive knowledge of litigation process as it relates to judicial bonds.
* Negotiated with brokerage firms to perfect surety positions.
MANAGEMENT
As Branch Manager, Bonding Service, American Insurance:
« Developed a user-friendly billing system that increased efficiency of premium collections.
* Managed office relocation, keeping down time to a minimum.

WORK HISTORY
2008-pres. Vice President Highland Insurance Agency, Birmingham, AL
2003-2008 Branch Manager Bonding Service, American Insurance, Birmingham, AL

19952003 Operations Manager Windows Plus, Inc, Birmingham, AL
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Senior Project Manager, Media Company Acquisition, 2005
Directed smooth transition planning for technically complex migration of 3 million customers
following $2B acquisition, achieving high retention

¢ Project Manager, Media Company Acquisition, 2005

* Led sicering committee of key department heads from both companies and three critical vendors to
develop and implement an elaborate plan for a very risky customer migration of 100,000 customers
per day for 31 days.

+ Negotiated sensitive vendor agreements, and managed $30M transition budget.

« Held daily conference calls and weekly meetings to track and troubleshoot progress, frequently
creating multi-layered contingency pians.

« Comprehensively evaluated business management and personnel strengths to consolidate operations,
and elegantly arranged transition assignments.

Senior Project Manager, Customer Service, 2004
Launched joint technical call center handling 300,000 calls per month, consistently meeting specified
performance metrics.

Project Manager, HomeStyle, Inc. Milan Launch, 2003

Selected by CFO to collaborate with five Italian partners on enterprise start-up.

+ Developed policies, procedures, and processes for all aspects of operations,
including dealer approval, sales, customer support, and billing.

Senior Project Specialist, Financial Planning, 2002
Led multi-department finance team to develop support process for sales and marketing promotions, and
served on vendor selection team.

+ Negotiated and managed vendor contracts, and launched two employee programs.

2001-02  BIG PICTURE INVESTMENTS, Lansing, MI
Corporate Insurance Analyst

Managed $500M portfolio of 12 Fortune 500 clients, consistently achieving high returns.
« Led re-cngineering tcam to dramatically improve operating efficiencies.

EDUCATION
BS., Business Administration, 1997, University of Topeka, Topeka, KS
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Barry M. Rizkallah

123 Banana Drive « Wheeling, WV 12345 « (123) 555-1234 « rizkallah@bamboo.com

Marketing Professional

Summary of Qualifications
« 13 years asa marketing professional for one of the nation’s leading corporations.

« Expertise in project management, marketing, and vendor relations.

« Computer proficient: Excel, PowerPoint, MS Word, Vizio, Lotus Notes, Microsoft Project.

Selected Accomplishments
at Chevron U.S.A. Products, Inc.

PROJECT MANAGEMENT
* Led a team of operations, advertising, and product development managers for the $200,000
Taunch of a new product,

+ Coordinated analytical team efforts to standardize quality of service in 8,500 retail sites.

+ Increased sales and improved customer relations by developing Chevron International'sfirst
co-op advertising program.

* Organized sales retreats in U.S. and overseas resorts for 50 agents from around world.
o Tn

MARKETING

« Created "Who's Who," a 12-page, four-color brochure distributed world-wide that promoted
Chevron as a valuable international player.

« Designed a 15,000 booth for international trade shows for Chevron's cultural diversity.

« Produced "Technical Tables and Charts,” a detailed 50-page publication used in the shipping
industry. Updated content and image, dramatically increasing demand

ed regional coordinators and outside consultants in new computer programs,

Work History

1996-present  Chevron U.S.A. Products, Inc.,, Wheeling, West Virginia
Business Analyst, 2009-present
Marketing Specialist, 2005-2009
Senior Marketing Assistant, 2002-2005
Marketing Help Desk Representative, 2001-2002
Collections Representative, 2000-2001
Customer Representative, 1996-2000
Administrative Assistant, 1996

1995-1996 Saudi Research & Marketing, Inc., Houston, TX
Publication Subscription Manager

Education
B.A., Public Relations, minor: Business, West Viry

ia State College, Wheeling, WV, 1994
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Francine Wilks, CPA

123 Linden Place + Tempe, AZ 12345 » (123)

51234+ fwilks@bamboo.com

Warren Samuels,M.D.

123 Frankiin Avenue, #2. St. Paul, MN 12345 (123) 5551234 w_somuels@bamboo.com





OEBPS/irel_9781101195505_oeb_168_r1.gif
Kayla J. Wong
page two

Office Manager, Family Social Work Department
Provided overall coordination of the Pediatric Social Work office, to include
administrative and analytical duties for the social workers and the director, payroll, CCS
billing, and collecting statistics for the database.

Administrative Research Assistant, Planning & Development Program
Maintained Director’s calendar, handled meeting preparation, acted as liaison on behalf
of the Director with physicians, staff, and MPI senior leadership. Maintained filing
system and assisted with administrative and analytical projects

Provided support to Perinatal/Pediatric Outreach Program, including filing, ereating
flyers and posters, preparing materials, and coordinating with the manager to set up
outreach education classes.

2005 New York Medical Center, New York, NY

Medical Plan Records & Contracting

Program Coordinator/Contract Assistant
Coordinated daily resolution of facility issues for NYMC’s 2300 Peterson facility, in
accordance with NYMC Design & Construction and the property management team.
Coordinated routine maintenance and repairs, identified and assessed facility
improvements, and provided regular communications to 300 building occupants
regarding both emergent issues and long-term improvements.
Provided administrative and analytical support to managed care contract staff responsible
for transplant and professional contracting.
Managed the data entry of several Access databases for Transplant and Medical Group
Operations, including the Individual Deal Database and the Transplant Database.
Updated the monthly Active Contracts Report, Hospital Rate Matrix, Professional Matrix
Grid, and Contract Updates.
As Acting Office Manager/Executive Assistant to Associate Director, handled payroll,
accounts payable and ordering supplies, calendaring meetings, conference planning,
expense reports, and other administrative duties and projects as needed.

Administrative Aide to CFO, Medical Center Administration (Interim role)
Performed heavy calendaring, file management, and front-line reception on the phone
and in person with the medical center and the campus staff. Acted as a liaison to the
CFO's direct reports in finance.

Data Entry Manager, Information Technology, TAC Project
Supervised and trained a group of six to seven staff members to assist the TAC Tea
the system changeover from HealthData to TAC, including inpatient and outpatient visits,
insurance information, and daily reports. Audited reports to confirm data accuracy.

Team Leader, Patient Registration
Pre-registered patients over the phone for outpatient visits, securing all demographic,
insurance, and financial information for multiple practices located at MIT and Bourne.
Provided assistance to the supervisor and staff with registration and insurance protocol
training/issues and acted as team leader in supervisor’s absence.
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OBJECTIVE

DIANNE WOO
123 Hollister Place, St. Louis, MO 12345 (123) 555-1234  diannewoo@bamboo.com

Office Manager

SUMMARY OF QUALIFICATIONS

12 years office management experience in one of the nation’s leading corporations.

« Consistent record of increasing productivity by maintaining effective interdepartmental
relations and office system:

* Excellent IBM and Macintosh skills.
« International background. Bilingual: Mandarin

nglish

PROFESSIONAL EXPERIENCE

1997-present GENERAL ELECTRIC, IN

1989-1997

.,St. Louis, MO

Administrative Secretary to Director, Corporate Communications, 2002-present

« Independently streamlined this fast-paced department that gencrates annual, quarterly,
and monthly publications with individual circulation of up to 120,000,

« Devised electronic network that facilitates immediate written communications with over
200 remote locations.

* Managed budgets totaling $1 million. Prepared estimates and proposals for new
publications.

Secretary to Vice President, Merchandising, Office Products, 2000-2002
« Set up and managed office procedures for the Merchandising Department, which
produced a national wholesale office products catalog,

« Provided office support for 13 managers.

Secretary/Assistant to Manager, Office Services, 1997-2000
« Increased quality of office services for the 750-person headquarters building by
improving customer service and inventory systems.

Assistant to Managing Director, Missouri Training Academy, 1997

« Assisted Director in setting up training program for technical and media professionals.

FOREIGN OFFICE, REPUBLIC OF CHINA

Administrative Secretary to Consul General, St. Louis, MO, 1992-1997

Secretary to Ambassador, Beijing, China, 1989-91

* Represented Republic of China to foreign diplomats and maintained strict
confidentiality as "right-hand” to the Consul General and the Ambassador.

« Served as translator to Chinese officials during state v

EDUCATION

BS. equivalent, University of Beijing, China, 1989

Certificates, Foreign Language Correspondent, Beijing, China
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LORETTA NASH
9282 Bigelow Avenue
Albany, NY 12345
123-555-1234
Torettanash@unknown.com

MEDICAL TRANSCRIPTIONIST

4 SUMMARY OF SKILLS & QUALIFICATIONS—————————¢

+ Over 20 years of experience as a highly productive Medical Transc

+ Known for high accuracy rate of 99% and speed of over 2,000 transc

+ Skilled working as Acute Care Transcriptionist and transcribing for ESL doctors.

+ Latest technology skills involve platforms, Dictaphone Word Client, and Escription Voice
Recognition.

+ Knowledge of medical transcription guideines and practices in accordance with Book of Style.

*  Motivated, self-disciplined, deadline driven; work very well with little to no supervision.

PROFESSIONAL HISTORY

Northwoods Hospital, Albany, NY 2005 to Present

* History of excellent evaluations as work-at-home Medical Transcriptionist for suburban hospital.

+ As Acute Care Transcriptionist, daily workload includes History and Physicals, Clinical Resumes,
Operative Notes, Consultations, Progress Notes, and Cardiology Procedure Notes.

+ Transcribe for state-of-the-art Orthopedic physicians.

* Utilize highly developed skills transcribing for ESL doctors of a wide variety of nationalities.

* Involved working with latest technologies: Dictaphone ExText System’s Dictaphone Word Client
and Escription Voice Recognition Platform.

« Proficient working with 3rd edition of Book of Style for Medical Transcription (Association of
Healtheare Documentation Integrity).

Geneva Medical Center, Geneva, NY 1998 t0 2005
+ Worked both at the hospital and at home as a full-time, Acute Care Medical Transcriptionist.
« Experienced with multi-specialties including Hematology, Oncology, and Infectious Discasc.

Buffalo General Hospital, Buffalo, NY 1995 to 1998
* Worked as Acute Care Medical Transeriptionist with background transcribing Psychiatric Reports.

MediRecords (Owner/Contractor), Buffalo, NY 1989 10 1995
+ Performed transeription for variety of medical profssionals; transcribed Child Protection Team
Physicals.

EDUCATION & MEMBERSHIP

Certificate Program in Medical Information Coder/]
Albany Community College, Albany, NY

er (Part-Time Studies) 2007 to Present

Current Membership:
Association for Healthcare Documentation Integrity (AHDI), Central New York Arca Chapter
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BRENDA R. LINCOLN
123 Lexington Ct. » Lindsay, NV 12345 + (123) 555-1234 » blincoln@unknown.com

OBJECTIVE

Senior Business Analyst position within a regulated environment
with a focus on the Healthcare and Pharmaceutical industries

SUMMARY OF QUALIFICATIONS

* More than 10 years’ experience combining technical expertise in software
development with economics background and business acumen within the
healtheare field

« Adept at building positive relationships and communicating effectively with
both clients and colleagues, with particular skill in translating across technical
and nontechnical arenas to ensure client understanding and satisfaction.

« Strong organizational abilities with astute attention to detail to ensure top
quality in meeting client requirements; able to keep projects on track and
achieve success within scope, budgets, and deadlines.

+ A driven and dedicated leader and team member who takes initiative and
learns new skills, systems, and processes quickly.

PROFESSIONAL EXPERIENCE

2002-pres.  RESEARCHINTENSIVE, INC,, Lindsay, NV

Associate Director, Systens Compliance 2005-pres
Associate Director, IVR Prograniming 2005
Manager, IVR Programming 2004-05
Manager, IVR Production Support 2003-04
CIS Analyst/Senior Analyst, VR 2002-03

« Actively participated in Corrective Action Plan (CAP) and 21 CFR Part 11
analysis to address federal regulations related to the pharmaceutical industry.

* Initiated and conducted compliance review of all project documentation for
products used by physicians in clinical trials of new pharmaceuticals.

* Worked closely with Interactive Voice Response (IVR), Data Management, and
Biostatistics departments to ensure compliance with internal SOPs

* Analyzed issues and discrepancies for each review and worked closely with
team members to redefine priorities, resolve specific issues, and develop
additional staff training to ensure proper compliance in the future.

« Completed eight reviews for each department per year. Wrote reports and
quarterly summaries of findings for senior management.

* Directed a team of up to 16 programmers and analysts in IVR development.
Created and implemented change orders for existing systems and plans for six
new systems per month, including timelines, requirements, and cost estimates.
Supported 50 active projects simultaneously.

* Defined and documented user requirements for internal projects. Created
development, installation, and testing plans, and consistently met stringent
deadlines, quality standards, and CSV requirements.
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Timothy Arnell
987 Random House Lanc, Cleveland, OH 12345
123-555-1234, TimothyA@unknown.com

Business Process Consultant
Specializing in University Systems

Business process analysis and improvement

Project planning, management, and implementation
Strategic planning

Relationship ma
Organizational development and coaching
Wriing, editing, and intergroup communications

VVVVVY

BUSINESS EXPERIENCE

Project Leader/ Business Process Consultant, 1992-Present
Ohio State University, Controller’s Office (2006-Present) Independent Consultant
* Led information-gathering focus groups; currently planning a new online directory system.
* Prepared Project Cost Analysis training materials for PeopleSoft web-based financial system.
* Documented critical financial system processes for OSU’ financial system, including: Year
End Close, Reorganizations, Combo Edits, and Budget Checking.
* Conducted initial screening and interviews for recruitment efforts

Ohio State University, Information Technology, 20012006, Independent Consultant

Administrative Computing Services (ACS)

* Created plan for implementing new stand-alone Oracle Workflow business process
technology at OSU and managed business side of this web-based technology start-up.

* Managed business process design. requirements gathering, user testing. implementation, and
documentation of web-based workflow financial application. Led initial phases of HR and
service-request workflow systems. Worked with DBAs and programmers to design user
interface and flow.

* Interfaced with departments throughout OSU to determine whether they would benefit from
automating and streamlining their business processes.

* Performed interviews and organizational analysis for integrating new 11-person SIS group
into ACS. Prepared detailed findings and recommendations.

* Helped with organizational development, including recruitment and individual coaching.

* Assisted with strategic plan documents, critical reports, and audit responses.

Organizational Redesign

« "Provided comprehensive recommendations for organizational redesign of a large student
services department within the University.

« Coached key staffto help them prepare for change.

Client Services Center
« Developed start-up and deployment of new plans for IT Help Desk staffing and coverage.
« Provided recruitment assistance and coaching/support for expanded coverage start-up.
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2005-2009 Manager riendly’s Ice Cream Parlor,

“Trenton, NJ
2002-2004 Manager Lyon’s Restaurant,
Milbrae, CA
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1987-95

GRAHAM PHELPS
PAGETWO

« Trained team members on the production floor for upcoming builds, and acted as
liaison between Engineering, Planning, and Finance departments.

+ Facilitated conference calls between the U.S. and Japan manufacturing and
engineering groups to address problems and keep current with technical issues.

+ Prepared test procedures and documentation in both Japanese and English for
high-end systems and desktop products.

* Received 2004 Employee Excellence Award for outstanding performance, the only
native English speaker to ever win this award.

Field Technical Analyst / System Support Engineer, Boston, MA 1995-02

*  Provided ongoing technical support, responded to SSE questions, and traveled to
customer locations where necessary for escalation management.

* Promoted to Field Technical Analyst based on excellent performance.

PRIMARYTECH, Boston, MA

Network Analyst / System Administrator 1992-95

+ Primary System Administrator to the Vehicle Analysis Branch at Boston Tech
Research Center. Supported numerous networked systems, resulting in increased
efficiency, productivity, and communication.

+ As Network Analyst, responded to user questions and quickly diagnosed and
resolved network problems.

« System Administrator for the Network Support Office’s Sun computers.
Programmer 1987-92
*  Lead programmer on the Simulation, Monitoring, Analysis, Reduction, and Test

System acceptance team for a US. military support contract. Designed and tested
bug fixes and system upgrades.

+ Designed and coded C programs and Bourne shell utilities to support the Cray
systems, the world'’s fastest supercomputers at the time.

* Received two Outstanding Achievement Awards for work in support of the
project

EDUCATION / PROFESSIONAL DEVELOPMENT
B.S, Computer Science, Louisiana Tech, New Orleans, LA
Completed Kempner-Tregoe Project Management Training

Technical skills: Unix, C, shell scripting, PERL, Linux, JavaScript, PHP, MS Excel,
Word, and PowerPoint

Former member, IEEE
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JOB OBJECTIVE

HIGHLIGHTS OF QUALIFICATIONS

PROFESSIONAL EXPERIENCE

Teresa Smith
123 Serendipity Lane
Pierre, SD 12345
(123) 555-1234
teresasmith@bamboo.com

Administrative Assistant

* Seven years combined administrative and rescarch experience.
* Adept at handling sensitive business issues with discretion and professionalism.
* Cited as one of the top administrative assistants at Kramer Associates, Inc.

2004-pres.  Kramer Associates, Inc, Pierre, SD
ADMINISTRATIVE ASSISTANT
« Charged with organizing and generating correspondence for major clients involved in
confidential government activitics.
* Re-designed the office computer system, enabling 125% more work to be processed.
+ Commended for creating weekly “Casual Day,” which brought a friendlier and more
cooperative atmosphere to the workplace
* Prepared legal and business documents using word processing and spreadsheet
applications.
2002-2004  University of South DaKota, Picrre, SD
RESEARCH ASSISTANT
* Conducted bibliographic research that contributed to paper delivered at the National
Psychology Symposium in Washington, D.C.
 Word-processed voluminous notes and provided accurate transcriptions of university
and professional lectures.
* Translated German scientific text and compiled readers for undergraduate and graduate
classes.
EDUCATION
B.A., Business Administration & German
University of South Dakota, Pierre, SD, 2002






OEBPS/irel_9781101195505_oeb_152_r1.gif
BROOKE MADDOX
School: Harvard University, Bos 345  Cambridge, MA 12345
Home: 123 Northlake Road » Los Angeles, CA 12345
(123) 5551234 * brookemaddos@unknown.com

Environmental Impact Assessment (EIA) Rescarch Analyst

EDUCATION

Harvard University, Cambridge, MA Class of 2009

= Honors Major: Environmental Science and Policy

= Overll GPA 3.4; Msjor GPA 3.75

* Honors Thesis: How effcctive are invasive species removal progeams? A case study from the.
Yosemite National Pack, CA

RESEARCH
Nature First, Infern, Yosemite, CA Summer 2008
* Designed and exceuted my own rescarch experiment on the cffectiveness of herbicide trearment in
reducing invasive specics cover in preserved under-story forest communi
* Worked independently in the ficld for cight wecks collecting 8500m? of data
# Completed literature rescarch and statistical analysis (manuscript in preparation)
Dept of Organismic and Evolutionary Biology, Kescarch Assistant all 2007-Present
* Perform terrestrial biogeochemical laboratory techniques, such as plant sample preparation
and strontium isorope analysis
* Participate in weekly lsb mectings with graduate students and faculry

Phillipstown Financial Group, Infern , San Dicgo, CA Summer 2007
* Worked directly under the financial advisor to organize financial data on over 1,500 clients

* Corresponded with 700 clients, with regular follow-up.

Rich & Sons Hardware, Green Researcher, Sanca Barbara, CA Summer 2007
* Researched and caralogued a myriad of green product suppliers into the master database

LEADERSHIP EXPERIENCE
Sustainability Consulting & Investment Partnership, Menmber Spring 2009-Present
* Advise local businesses how to reduce their impact on the environment and overall efficiency

Carcer Development Center (CDC), Peer Career Advisor 2008-Present
Women in Science and Engineering (WiSE), Menior Fall 2007-Present

* Advise freshman women students interested in the sciences on coursework and sruden life

Capital Outdoor Leadership Training, Parricipant, Culver Ciy, CO Fall 2006
+ Practiced lesdership skils while backpacking and pesiing two mountains

UC Davis Science and Sports Camp, Group Leader, Davis, CA Summer 200562006
= Helped teach science and math courses o young students at University’s Hall of Science

VARSITY ATHLETICS
Women's Varsity Grew, Oarsuwoman Fall 2005-Present

#2006 Season: Personally undefeated. Boat 2+ at Ivy League Championships
= 2007 Season: Personally undefeated. Boat 3¢ at Ivy League Championships
= 2008 Season: 5 wins/ 1 loss. Boar 3¢ vy League Championships

= 2009 Season: Personally undefeated. Boat 21 a¢ vy League Championships

SKILLS AND INTERESTS
Computer: Stara, SketchUp, Basic MatLab, and Microsoft Officc
Interests: Alpine skiing, sculing, backpacking, and hiking in the High Sic

as; baking desserts
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MAUREEN NELSON » 925.708.7476 + mpn@dorsey.org

AAWARDS AND HONORS

“Author with the Most Impact” Award, National Career Development Association, 2008
Outstanding Student of the Year, School of Management, John F. Kennedy Universtty, 2008
Celebration of Scholarship Award, John F. Kennedy Universiy, Pleasant HIl, CA, 2007, 2008
First Place, BrassRing.com’s Writing Contest on Careers and Technology, 2000

MEMBERSHIPS & COMMUNITY LEADERSHIP
Co-Chair, San Francisco Job Developers Association (SFIDA), 2008-Present
Member, National Career Development Association (NCDA), 2004-Present
Member, Association of Career Professionals International (ACPI), 2004-Present
Volunteer Host, San Francisco Career and Talent Development Forum, ACPI, 2006
Member, Outreach Committee, St. Paul's Episcopal Church, distribution of funds, 2003-2004
Executive Committee Member, Contra Costa Interfaith Housing, supportive housing, 2002-2004

Project Lead, Angel Tree/Red Bucket benefitting clients of Wardrobe for Opportunity, Christmas 2003
Gifs for disadvantaged women entering the workforce

Facilitator, Business Education Volunteer Program, Richmond High Schoo, 2000
Mentor, Welfare-to-Work Partnership, Bank of America (6-month commitment), 1998

Conference Facilitator, *An Income of Her Own,” Independent Means, 1997
"Providing incentive for poor teen gitls to becoming financially independent

Literacy Tutor for gang member, LEAP (Literacy for Every Adult) Richmond Public Library, 1996

‘CLIENT COMMENTS: "Helped me uite a bit with confidence” « *Extremely helpful in my job search”
"Solid resume guidance and good interview preparation” » “Gave me leads to people” » "Fast time to value’

SPEAKING & PRESENTATIONS

“Great Resumes for Every Client,” BEST Pro Train-the-Trainer Series, Jewish Vocational Service, SF, 2009
Guest, “At Work with Marty,” KALW, FM 92.7, Transgender in the Workplace, April 30, 2008

“Job Hunting Advice from Employment Experts” (panel), LGBT Center, San Francisco, CA, 2008
“Counseling Transgender Clients,” Graduate Panel of California Career Development Association, 2008
“Resumes & Cover Letters that Get Results,” Career class, Diablo Valley Colege, Pleasant Hil, CA, 2007
“Projecting A Professional Image,” brown-bag talk, Diablo Valley College, Pleasant Hil, CA, 2006

“Knock ‘em Dead Interviews,” EastBay Works (One-Stop Career Center), Concord, CA, 2004
“Informational Interview Etiquette,” Cal State East Bay, Hayward, CA, 2002

“High Tech Jobs for Low Tech People, Contra Costa College, San Pablo, 2000

“Creating A Career Portfoli for Any Industry,” Cal State East Bay, Hayward, CA, 1999

PUBLICATIONS

“Systems Thinking in Organizational Career Development Programs,” Career Convergence, NCDA, 2008
30 Tips for New Career Counselors,” Career Convergence, NCDA, 2007

Getting Your Ideal Internship, WetFeet, San Francisco, CA, 2006

“Beyond Training: Mentoring for Skill Transfer, Support World, November/December 2003
“Informational Interview Etiquette,” Webgrrls Intemational website, 1999

“Working for Nonprofits Can ‘Profit Your Career,” The Creative Group, 1999

“Do You Need a Career Coach?” The Creative Group, 1999
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Robert McFarland
123 Middlesex Street » Wethersfield, CT 12345 o (123)555-123¢ ¢ rmcfarland@bamboo.com

Construction Dispute Consultant

HIGHLIGHTS OF QUALIFICATIONS

« 16 years as construction consultant and owner of mid-sized construction firm.
« Extensive experience in woodframe construction.

« Skilled at resolving contract disputes.

RELEVANT EXPERIENCE

CONSTRUCTION BUSINESS MANAGEMENT

« Builta prominent construction business that grew from 0 to 250 employces and from annual
gross of $25K to $9M in six years.

« Managed approximately 300 construction projects, including:
New commercial buildings
Commercial tenant improvement
New and remodel residential work
Structural rehabs

« Oversaw 500,000 sq. ft. per year wood framing operation.

PROBLEM RESOLUTION

« Successfully negotiated numerous contract and labor disputes, initiating compromises that led
to resolutions of up to $125K.

« Collaborated with architects and owners to create most cost-effective designs on projects up to
$2.5M in value, frequently requiring resolution of competing interests.

« Continually generated technical and interpersonal solutions that met tight budget and time
constraints.
PRESENTATIONS

* Wrote hundreds of analyses for construction projects, focusing on financial, safety, and
time issues.

« As guest lecturer at local community college, spoke on resource-efficient construction.

'WORK HISTORY
2006-present  Construction Consultant/ Contractor, Cosgrove Contractors, Hartford, CT
19962006 President/ Operations Manager, Golly Co., West Hartford, CT
1990-1996  General Contractor, Ruby Construction, Hartford, CT

EDUCATION

B.A,, Religious Studies, Springfield College, Springfield, MA
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Clients included: Xerox Corp.
1BM
First Bank





