Resume Samples

Summarized here are the resume samples provided on the pages that follow.  These resumes are provided to guide you in your resume preparation.

1. Chief Executive Officer / Administrator, MHA - Health Care
2. International Liaison Manager / Consultant - Former Foreign Naval Officer
3. Manufacturer's Rep / Sales Manager, MBA - Manufacturing
4. Trainer / Training Consultant, PhD - Business, Industry, Education
5. Nurse's Aide - College Nursing Student
6. Office Manager / Accountant
7. Senior Computer Engineer, MSEE, MBA
8. Sales / Marketing Manager, MBA - Manufacturing/Wholesale
9. Operations / Production Manager - Retired Air Force
10. Senior Executive - Manufacturing - Marketing, Finance, Operations, International
11. Financial / Market Analyst, MBA - Recent College Grad



Chief Executive Officer / Administrator, MHA - Health Care

[image: ]Thomas M. Jones, MHA
1327 Abbey Road
Richmond, VA  23233
(804) 740-1930
tomj@aol.com


Chief Executive Officer / Administrator

A professional executive with 5 years’ experience as Hospital Chief Executive Officer and 12 years over-all experience in hospital/medical administration.  A profit-oriented manager with demonstrated expertise in turn-around situations and start-up operations.  A proven motivator able to derive maximum results from financial, personnel and material resources.  Now seeking a challenge that will test my experiences and educational background while offering the opportunity for personal, professional and financial growth.


Employment Highlights

As Chief Executive Officer/Administrator for Metropolitan Hospital (a subsidiary of Amerihealth, Inc.), I was responsible for P&L and the over-all management of $25,000,000 expense budget for a 180-bed medical/surgical facility with 310 FTE's and a medical staff of 450:

· Produced record profits during my tenure.
· Joint Ventured Sports Medicine Institute with the Medical College of Virginia.
· Established a 24-hour Emergency Room resulting in 700-800 visits and 80 admissions per month.
· Achieved full JCAH Accreditation and other necessary certifications.
· Implemented centralized personnel and marketing functions at hospital.
· Recruited ten major admitting physicians to the hospital staff.

As Chief Executive Officer for Port St. Lucie Hospital (Hospital Corporation of America), I was responsible for the start-up of a 150-bed hospital from the beginning of the $25,000,000 construction project through the first year of operation:

· Recruited and was responsible for training 250 employees and a medical staff of 180.
· Sold 75,000 square feet of medical office space to local physicians.
· Initiated several joint ventures, such as a medical office building outpatient surgical suite, sports medicine complex, and a stand-alone NMR on the hospital campus.
· Produced a profit margin of 24.2%, or $2,900,000, for the hospital in its first full year of operation.
· Obtained JCAH, CAP, AABB and other necessary accreditations for the hospital within fifteen months.

As Administrator for South Lake Memorial Hospital (H.C.A.), I was responsible for this 68-bed facility:

· Increased profitability resulting in record margins and cash flow.
· Established new services which included ultra-sonography, nuclear medicine, and CT scanning.
· Improved progress in community services.  Success was documented in HCA's annual report.

As Assistant Administrator for Raleigh General Hospital (H.C.A.), I was responsible for 9 hospital departments in this 266-bed facility and served as complete medical staff liaison:
· Supervised 100-bed construction addition.
· Authored certificates of need for CT Scanner, Nuclear Medicine Unit and Renal Dialysis Unit.
· Formulated extensive hospital public relations program.
· Supervised the staffing, purchasing and operation of nuclear medicine and CT departments.

Employment

1987-1995	Administrator - Metropolitan Hospital (subsidiary of Amerihealth, Inc.) - Richmond, VA
1977-1987	Hospital Corporation of America:
1982-1987  Chief Executive Officer - Port St. Lucie Hospital (H.C.A.) - Port St. Lucie, FL
1979-1982  Administrator - South Lake Memorial Hospital (H.C.A.) - Clermont, FL
1977-1979  Assistant Administrator - Raleigh General Hospital (H.C.A.) - Berkley, WV
1976-1977	Assistant Administrator - Jefferson Memorial Hospital/Shenandoah Home - Ranson, WV
1975-1976	Administrative Resident (M.C.V.) - Virginia Baptist Hospital - Lynchburg, VA

Education

1976		MHA - Medical College of Virginia, Virginia Commonwealth 	University - Richmond, VA
1973		BA, History - Washington and Lee University - Lexington, VA

Professional Organizations

			Member, The American College of Health Care Executives
			Virginian Hospital Association - Committee on Trustees
			Central Virginia Hospital Council
			Board of Trustees - Virginia Blood Bank

Honors And Awards

			Adjunct Faculty, M.B.A. Program, Florida Institute of Technology
			Guest Speaker - Kentucky Hospital Association - 1984
			Preceptor - Hospital Administration Program, Medical College of Virginia
			Rotary 4-Way Test Award

Civic, Fraternal and Religious Organizations

			Beta Theta Pi Social Fraternity
			Board of Trustees - Tuckahoe Football Little League
			All Saints Episcopal Church
			Board Member - Richmond Civil War Roundtable
			Sons of Confederate Veterans
			Director - Hospital Division of United Way of Richmond

Articles Published

			"Educational Program at RGH Improves Maintenance Skills," HCA Interchange Magazine
			"Hospitals and the Use of Donated Commodities," Hospitals Magazine
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International Liaison Manager/Consultant - Former Foreign Naval Officer

[image: ]William R. Robertsen
3399 South Boyers Lane
Salt Lake City, UT  84117
(801) 277-0001
williamrobertsen@yahoo.com



International Liaison Manager / Consultant


A strong, innovative, people-oriented executive with proven success in the international arena.  Very skillful and quick in analyzing problem situations and organizing available resources for immediate and the most profitable results.  A quick study able to adapt and contribute to new and changing situations rapidly.  Have produced results within as short a time period as a few weeks with no prior knowledge or experience.  Long and short-term assignments are of equal interest.  Breadth of skills and experience:			
  International Liaison							  Project/Program Management
  Regulatory Affairs							  Strategic Planning
  Business Development						  Public Relations
  Marketing/Sales								  Recruiting/Training
  Contract Negotiations						  Chairing International Conferences


Career Highlights

As Production Manager/Technical Affairs/Liaison Manager with EINSCO Ltd., a $12 million manufacturer of fully automated fuel dispensing pumps and related equipment:

· Organized assembly line and re-motivated personnel.
· Established presence in regulatory affairs bodies such as the National Conference of Weights and Measures, Underwriters Laboratories, Canadian Standards Organization.
· Redesigned European models to fit US market and US safety regulations.

As Chief Exercise and Support Communications for the Supreme Allied Commander Atlantic, Norfolk, VA:

· Saved several millions of dollars annually by convincing NATO of necessity of encryption computerization by a USA appropriate body.  This took two years of hard work, research and negotiations to overcome 25 years of systematized tradition and the veto power of 15 member nations.
· Chaired several international conferences per year making presentations to high level international groups.  Traveled extensively with an international briefing team.  Dealt with the media extensively.
· Ironed Out international differences as a member of an international planning staff. 

As Commander of a ship at sea, turned around morale and productivity upon change of command.  Convinced the crew they could be the best ship in the squadron.  The ship was selected to represent the Royal British Navy as unit of the first NATO Minesweeping Squadron.  Showed the flag in many countries on the occasion of a special cruise to commemorate 10 years NATO.

Employment

1993-present	Manager Technical Affairs/Liaison - EINSCO, Ltd. - Salt Lake City, UT
1988-1993		Production Manager - EINSCO, Ltd. - Salt Lake City, UT
1984-1987		Manager Inert Gas Systems - The Stanwick Corp - Dallas, TX
1979-1984		Sales Executive - Industrial Presentations Inc - Houston, TX
1952-1979		Various assignments of increasing responsibility including command at sea as well as national and international staffs worldwide - Royal British Navy


Education

1972				MA equivalent in International Affairs - Royal British Naval Postgraduate School
1960				MS, Communications Management and Technology - London Postgraduate Communications School
1952				BS, Naval Sciences (Physics and Math related courses) - Royal British Naval Academy


Manufacturer's Rep / Sales Manager, MBA - Manufacturing

[image: ]James L. Lester, MBA
4509 Laurelwood
San Francisco, CA  23113
(804) 254-0505
jl@hotmail.com


Manufacturing Representative / Sales Manager


A results-oriented professional with documented successes in sales, marketing, product management, financial analysis and planning.  A dynamic individual with an M.B.A. on the fast-track to upper management.  Major Achievements:

· Ranked #1 in sales of 75 Account Managers nationally for 1993; established company all-time performance records.  Ranked #2 in 1994.
· Introduced successfully, as Marketing Specialist/Product Manager, several new electronics products while eliminating others from the product line.
· Created the company's first long-range financial planning model and corporate plan stressing accountability at various significant levels.
· Developed International Marketing Plan which was implemented, with some minor modifications, resulting in the achievement of 135% of forecast.

Now seeking a position as Sales Manager; immediately, or after a brief orientation period.  Desire strong challenge and the opportunity to demonstrate superior ability.  The opportunity for substantial career advancement, based upon performance, is of major importance.

Career Highlights

With Diebold Incorporated, a major manufacturer of automation and electronic banking equipment located in Canton, Ohio, from 1987 to present.

As Account Manager, calling on major financial holding companies within the state of California, from 1993 to present:

· Ranked #1 in sales nationally of 75 Account Managers for 1993 and established a new sales volume record of $4.3 million which was 225% of quota.  In 1994 ranked #2 nationally exceeding last year's production and all quotas despite the cancellation of $1.0 million in business due to acquisitions and mergers.  Won every sales award in 1993 and 1994.
· Developed major new accounts with bank holding companies after solving logistical and service problems.  Convinced company to modify existing service personnel allocations so as to best satisfy customer needs resulting in substantial new sales.  
· Recommended product design changes to company which resulted in significant sales volume.
· Elected to New Product Design Committee for 1995 as Corporate Marketing Specialist/Electronic Products Division from 1992 to 1993.
· Developed International Marketing Plan which was implemented, with some minor modifications, resulting in the achievement of 135% of forecast.
· Managed and Coordinated the release of a new automatic banking line which included conducting all the necessary market research, pricing, forecasting, production scheduling, product introduction/training to sales force, and demonstration to prospective customers.
· Convinced management to assemble 300 automatic teller units from parts inventory.  Conducted sales promotion to reduce inventory.  Sales promotion successfully covered production cost and sales expense, thus eliminating the $300,000 write-off while keeping the competition off balance on sensitive deals.

As Product Manager of Electronic Terminal Systems from 1990 to 1992:

· Conducted product-planning research resulting in design specifications for engineering and software.  Convinced management to allocate funds for product development.  Managed the development of several new products.

As Manager, Financial Analysis and Planning (Domestic and International), 1987 to 1990:

· Developed first-ever financial models for the forecasting of sales and profits.  Created studies for the phase-out of products and manufacturing facilities.  Prepared and wrote monthly and quarterly reports explaining the company's progress and performance against the Corporate Plan.
· Created new software planning system to incorporate sales/product forecasts with accountability via quotas, budgets, or allowances at all operating levels.  Created Finance Group to monitor performance of foreign sales and profits.


Employment

1987-Present	Various positions of increasing responsibility - Diebold, Incorporated - San Francisco, CA

1985-1987		Project Administrator - McDermott, Inc. (formerly the Nuclear Division of Babcock & Wilcox) - Oakland, CA  

1982-1983		Technical Design Analyst - Davy McKee Co. - San Jose, CA 


Education

1986		M.B.A. (Major in Marketing) University of Akron - Akron, OH.  Authored case study for International Marketing Program that is still used in the University of Akron's Master’s Program for International Marketing.  Elected to National Marketing Honor Society.

1978				B.A. Business Administration (Major in Finance) - Kent State University - Kent, OH

1975				A.S. Civil Engineering - University of Akron - Akron, OH


Trainer/Consultant - Business, Industry, Education

[image: ]Patricia A. Wallerton, PhD
6015 Longhurst Lane
Aurora, CO  59404
(804) 397-0286


Trainer/Training Consultant

An expert trainer and training consultant with a Ph.D. and over 20 years combined experience in business, industry and education.  Proven track record as a learning facilitator in designing and conducting training programs for adults and young people.  An articulate speaker with the ability to quickly establish rapport with trainees by utilizing motivational teaching techniques and imparting a genuine concern for individuals.
				 Ph.D. (Adult Ed and HRD)						 Employee Relations
				 Who's Who of Emerging Leaders				 Productivity Enhancement
				 Who's Who of American Women				 Troubleshooting/Problem Solving


Career Highlights

As a Trainer and Consultant, 1988-Present:

· Ascertained client goals and objectives.
· Assessed training needs and personnel characteristics.
· Designed, implemented and conducted training programs tailored to meet client needs.
· Wrote and produced training materials.
· Conducted follow-up sessions and evaluations.

As Adjunct Faculty, Virginia Commonwealth University and University of Virginia, 1992-1995:

· Developed and taught graduate level courses for administrators, supervisors and teachers which resulted in documented desirable behavioral changes.
· Designed courses based on the principles of adult learning, leadership and management.

As State Education Supervisor, 1988-1992:

· Consulted with school divisions on a variety of topics.
· Planned and implemented training institutes for administrators and supervisors.
· Organized conferences, seminars and workshops.


Selected Training Topics

			 Situational Leadership						 Training the Trainer
			 Thinking Styles								 Communication for Managers
			 Stress Management							 Self-Image Enhancement
				 Creative Thinking							 Writing Performance Objectives
				 Business Etiquette							 Assertiveness Training
				 Interpersonal Communication				 Writing Skills
				 Making Effective Presentations				 The Change Process
				 Problem Solving								 Conflict Resolution
				 Productivity Enhancement					 Employee Relations
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Employment

1992-Present	Training Consultant - Denver, CO

1991-1992		Associate Director of Middle Schools and Special Projects - Idaho Department of Education - Boise, ID    

1988-1991		Supervisor, Middle School Education - Utah Department of Education - Salt Lake City, UT

1982-1988		Principal - Parksley Middle School - Accomack County Schools - Denver, CO  

1977-1981		Assistant Principal - South Accomack Elementary School - Denver, CO

1967-1977		Classroom Teacher - Various School Districts - Colorado and Utah


Education

1985			Ph.D. in Urban Services - Virginia Commonwealth University - Richmond, VA (Concentration in Adult Education/Human Resource Development - 3.9 GPA)
1974			MEd. in Reading - University of Montana - Missoula, MT - 4.0 GPA
1967			B.S. in Education - Salisbury State College - Salisbury, MD - (Deans List 4 years)


Special Recognition

1987				Listed in Who's Who of Emerging Leaders
1986				Listed in Who's Who of American Women
1986				Letter of Recognition for Quality Research, Virginia Educational Research Association
1979				Distinguished Service Award, Virginia Education Association
1973				Listed in Outstanding Educators of America


Nurse's Aide - College Nursing Student

[image: ]Robyn E. Merrill
477 South Way
Mesa, AZ  87508
(602) 488-3226

Nurse's Aide

Recent high school graduate beginning a two-year scholarship in Nursing in the fall.  My immediate career goal is to graduate with a degree in Nursing.  My strengths described by superiors include: "...very organized, conscientious, hardworking, and persevering... energetic and enthusiastic...confident, capable, and intelligent...logical and analytical...creative and innovative with an original mind...a possibility thinker...very perceptive...independent and goal oriented...sympathetic, gentle, and warm...charismatic leader...can motivate others...naturally concerned about others...even tempered and diplomatic...decisive with natural leadership ability...engenders confidence in others through natural warmth and leadership...."  Seeking an opportunity to contribute and learn in nursing while completing my formal education.


Work Experience

1994-present	Habilitation Trainer (assist mentally retarded and developmentally disabled with living skills to become more independent) - Mesa Vista - Phoenix, AZ
1994			Kitchen Assistant (food preparation and service) - Seville - Mesa, AZ
1993-present	Mother's Assistant (chauffeuring, cooking, cleaning, shopping) - Mesa, AZ
1990-present	Babysitter and Housekeeper - Various homes

Volunteer Service

1994-1995		Youth Organization Presidency, 1st and 2nd Counselor - plan weekly activities.
1994  				Youth Camp Leader - represent ward youth in planning summer camp activities.
1993-1994  	Volunteer at Rest Home - visit the elderly weekly, and entertain them by singing.
1992-1993		Sophomore Class President - conduct meetings, plan/oversee activities.
1992-1993		Youth Council Member - plan firesides, social activities, and conferences.
1992				Candy Striper (food preparation, cash register) - Utah Valley Medical Center - Provo, UT

Education

1995		Diploma - Skyline High School - Mesa, AZ
		3.9 GPA, National Honor Society, Presidential Scholarship to Ricks College, Accepted to BYU and Ricks; Member, 1993 Cross Country Team; Member, 1993 and 1994 Track Team; Member, HOSA 1994-1995; Member, FHA 1994-1995

References

			James and Susan Brown			Vern and Deanna Poultree			Dean and Julie Morton
			474 Salty Road					926 Westerly Way					5590 Alter Way Road
			Mesa, AZ  87508				Phoenix, AZ  80859				Salt Lake City, UT 84435
			(602) 261-6122					(602) 889-2188						(801) 225-8997

Office Manager / Accountant
[image: ]
Wendy M. Larsen
8031 Emerson Road
Seattle, WA 23455
(804) 440-6642

Accounting / Office Management

A mature, self-motivated administrator with over 20 years’ experience in all aspects of administration, with expertise in general accounting and office management.
						 Financial Analysis						 Financial Statements
						 Internal/External Audits					 Receivables/Payables
						 Forecasting/Planning					 Payroll
						 Budgeting								 General Ledger

Employment

1992-1995	Controller for The Mellon Group, consultants in Seattle, WA:

· Organized and brought current all financial statements, accounts payable, accounts receivable and general ledger.
· Created ledgers, set up balance sheets and distributed costs between two offices.
· Managed all payroll for commissioned and salaried personnel.

1990-1992	Controller for National Research and Marketing in Seattle, WA:

· Managed payroll for 60 employees weekly, both salaried and commissioned.

1987-1989	Controller and Office Manager for Bayshore Realty, Rocky Beach, OR.
1982-1987	Auditor for Baymark Development Corporation, Portland, OR.

· Set Up accounts for projects, identified construction draws and applied to correct project.
· Figured closing cost statements for sales on each unit sold, cash distribution for replacements of draws and profit margins.

1970-1981	Controller and Office Manager for Southern Beauty Supply, Tacoma, WA:

· Reduced loss in accounts receivable by 15%, after converting system from manual to mini-computer.  Hired, trained and supervised accounting staff, office and warehouse personnel.
· Managed a promotion program in scheduling flights, cruises and lodging for overseas travel.  Saved over $300,000 within 5 years.

Education

Rockhurst College - Kansas City, MO - Majored in Accounting, Auditing and Taxes.

Senior Computer Engineer, MSEE, MBA
[image: ]
Stephen R. Gibson
4894 Orchard Avenue
Redwood, NJ  07405
(201) 245-2382


Senior Computer Engineer

Over 30 years’ experience in computer/electronic engineering.  My career has evolved from circuit design of digital systems to systems development.  Experience includes application and system software development, system programming, computer system simulation, communication networks, computer security, information retrieval, and database design.  My strengths described by superiors include: "...conscientious...confident expert...self-reliant...very productive and resourceful...rational, objective, logical, analytical...practical and realistic...good natured, friendly, respected...sense-of-humor...."  Currently seeking an opportunity in product/systems development.  Preference would be client/server software development in a windows-based environment.

Languages

				 Many Assemblers (27 yrs)			 C (10 yrs)
			 BASIC (14 yrs)					 FORTRAN (4 yrs)

Operating Systems Software

			 Windows 3.1 (3 yrs)					 Windows for Workgroups 3.11 (1 yr)
				 MSDOS (10 yrs)				 UNIX (4 yrs)
				 VM (2 yrs)					 MVS (2 yrs)

PC Applications Software

			 WordPerfect (6 yrs) and Word (1 yr)			 Lotus 1-2-3 (8 yrs) and Excel (1 yr)
			 Drawperfect and Harvard Graphics (1 yr)	 Dbase III+/IV (5 yrs) and Access (1 yr)
				 PCXWARE (2 yrs)				 CYMA Accounting Software (4 yrs)

Tools/Protocols

			 TCP/IP (2 yrs)					 IBM SNA/SDLC (8 yrs)
				 BISYNC (8 yrs)				 Asynchronous Communications (10 yrs)
			 IBM QuickC Development				 CTOOLS (1 yr)
		 		 IBM Programmers Workbench (3 yrs)


Hardware

				 IBM PC (10 yrs)				 DEC VAX 11/780 (2 yrs)
			 IBM 370/155, 360/75, 360/50, 7040 (8 yrs)	 Honeywell 6000 (2 yrs)
			 IBM ES/9000 (2 yrs)					 Many Unix work stations (2 yrs)
				 Intel 8080/8085 (12 yrs)			 Zylog Z80 (4 yrs)


2

	
Selected Achievements

· Awarded Outstanding Performance Certificate and Bonus for designing the database system for the first automated United States Customs import/export system.
· Developed software for an IBM compatible terminal cluster controller with extensive on-line configuration utility.
· Developed a special accounting system for a credit union.  The system included accounts receivable, inventory control, general ledger, and some management information functions.
· Designed new software and integrated with existing software in a new hardware platform.  Verified hardware design.  As a result, four new products were brought to market.
· Completed the sale of a mini-computer hardware and software system to a credit union.  This was a "take-over project" and was accomplished with no prior knowledge of the computer system, its programming facilities, or the accounting system.  The work was completed within 3 months on-site with the customer.

Employment

1992-present	Software Engineer - OpenConnect Systems, Inc. (interconnectivity software/hardware) - NY, NY
1989-1992		Software Engineer Consultant - Terminal Connexions, Inc. - NY, NY
1989			Software Engineer - Terminal Connexions, Inc. (IBM compatible terminals) - Roseland, NJ
1976-1988		Software Engineer - Beehive International, Inc. (computer terminal manufacturing) - Roseland, NJ
1975-1976		Principal Systems Programmer - UNISYS - Salt Lake City, UT
1972-1975		Computer Specialist - U.S. Customs Service - Washington, D.C.
1969-1972		Technical Staff - Mitre Corporation (systems engineering/analysis) - McLean, VA
1961-1969	Electronic Engineer/Mathematician (geophysical data analysis/computer software design) - U.S. Air Force Active Duty
1959-1961		Electrical Engineer (circuit design) - R.C.A. Corporation - Camden, NJ

Education

1989			M.B.A. - University of Utah - Salt Lake City, UT
1963-1965	Ph.D. in Computer Science requirements completed except the dissertation - University of Pennsylvania - Philadelphia, PA
1961			M.S., Electrical Engineering - University of Pennsylvania - Philadelphia, PA
1959			B.S., Electrical Engineering - University of Pennsylvania - Philadelphia, PA
	Graduated with Distinction.  Tau Beta Pi and Eta Kappa Nu Engineering Honorary Societies.

Professional Affiliations/Publications

Member, Association for Computing Machinery.  Member, New York City PC User's Group.  Numerous seminars on computer related topics.  "Developing a Comprehensive System Program Database to Improve the Management of Software Resources" presented to the VII International Congress on Cybernetics (1973) and American Management Association Seminar (1972).


Sales / Marketing Manager, MBA – Manufacturing / Wholesale

[image: ]Kelly R. Andreasen, MBA
11427 Willowview Way
Boca Ratan, FL  89204
(514) 574-1843


Sales/Marketing Management

Over 12 years successful experience in Sales and Marketing Management with Frito-Lay and Dreyer's Grand Ice Cream, two of the nation's top marketers of consumer products.  Ability to teach, train and motivate others in sales and management skills.  Certified instructor for Frito-Lay Selling Skills course.  My skills and strengths described by superiors include: "...visionary natural leader...respected as well as liked because of his natural warmth...works best in organizations where opportunity exists to rise to the top...ambitious and hardworking...honest and direct...good complex problem solver...able to make logical decisions...able to keep long and short term goals in mind...able to develop immediate rapport...promotes harmony and builds cooperation around him...respects variety of opinions and input...good public speaker and facilitator of group discussions...productive, decisive, well-organized team player...."  Currently seeking an opportunity in Sales/Marketing Management.  I will make a difference!
					 Sales/Marketing Management		 Product Management
				 Recruiting/Training/Motivating		 Distribution
				 Merchandising/Space Allocation		 Displays
					 Communications				 Results-oriented


Career Highlights

As Division Sales Manager for XYZ Ice Cream, my original objective was to turn around the company's lagging sales and reputation from #4 position and 4% market share, to become the leading ice cream distributor in Florida, by 1995:

· Hired and trained the best route salesmen available.  Challenged and motivated them to increase sales and market share.  Motivated them with better compensation and incentives than our competitors.
· Developed more impacting presentations which have become market standards.  We have become known by our customers as "the category experts."
· Increased selling space by +330% and +350% at Albertson's and Smith's respectively.  Gained 100% distribution on all major brands in all supermarkets by the fall of 1994.  Gained "set captain" status in all major accounts.
· Achieved sales volumes of +7% and +15% over annual sales objectives for 1993 and 1994 respectively.
· Increased sales volume +96% from 1992 to 1994.
· Increased average sales from $22,000 per week in 1991 to $141,000 per week in 1994.
· Increased market share from 2.3% to 11.7% by 1993.
· Increased market share to 24% by 1994-year end to make XYZ the top distributor.  We are currently fighting to stay on the cutting edge of top-quality service.

As Region Manager for Frito-Lay:

· Reduced overall expenses by 25%.  This was the greatest expense reduction of any region in our division.
· Proposed an exclusive account relationship to 7-11, our largest convenience store account.  This resulted in a 35% increase in sales, and over $250,000 in incremental volume.  This was one of the first divisions of 7-11 to implement such a program.
· Achieved convenience store segment growth of over 36% for the year and ranked the region #1 in the entire U.S.


Employment

1991-present	Division Sales Manager - XYZ Ice Cream - Boca Ratan, FL
1990-1991		Regional Sales Manager - Borden, Inc. Clover Club Foods - Richmond, VA
1986-1989		Region Manager - Frito-Lay, Inc. - Richmond, VA
1984-1986		Trade Development Manager - Frito-Lay, Inc. - Richmond, VA
1983-1984		District Sales Manager - Frito-Lay, Inc. - Richmond, VA
1984-1986		Route Salesman - Frito-Lay, Inc. - Richmond, VA


Education/Training

1982			M.B.A. - University of Utah - Salt Lake City, UT
1981 			B.S., Marketing - Brigham Young University - Provo, UT


Personal

Married with 5 children.  Excellent health.  Willing to relocate.  Leisure activities include: basketball, volleyball, softball; camping, hiking, golf; active leader in church service and Boy Scouts of America.

Appendix I - Resume Samples
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Operations/Production Manager - Retired Air Force
[image: ]
Dennis B. Williams
2334 East Cobblecreek Road
Salt Lake City, UT  84504
(801) 277-6428

Operations/Production Management

Over 20 years’ service in the Air Force culminating as Master Sergeant.  Excelled in every job function and management role.  Adapted to diverse environments despite many job changes (without prior experience), family separations, relocations, changing political climates and budget fluctuations.  Guided and coached young people to excel where they had no prior experience, and convinced colonels and generals I had the best idea.  Managed people, money, equipment and aircraft in meeting deadlines to ensure successful mission objectives.  Conceptualized and refined new ways for the Air Force to fly quality aircraft.  Skills and strengths include:
		 Visionary/Results Oriented						 Quick Study
		 Recruiting/Training/Motivating					 Initiative/Goal Oriented/Proactive
		 Commitment to Learn/Improve					 Excellent People Skills/Well Liked
		 Loyal/Dependable/Reliable/Hard Working		 Enthusiastic/Confident
		 Conscientious/Detail Oriented					 Accountable/Responsible
Currently seeking to apply my skills in different and exciting ways in Operations and/or Production Management.

Career Highlights

· Consolidated, rewrote and taught seven new courses, all within six months, saving the Air Force $250,000.  This was necessary due to a merger between two major command organizations.
· Reorganized training staff and lesson plans and reduced training time by more than 50% – from over eighteen, to less than nine months.  Wrote new policy and procedure guidelines.
· Organized a conference of all European US Air Force Base key aircraft technical management personnel.  Set and maintained an effective conference agenda for dialogue and training.  The conference was so successful, that aircraft flight readiness and condition improved immediately and significantly.  Aircraft in-commission increased 15%, non-flyable rate dropped by 20%, and a 30% drop in repeat malfunction rates.
· Rewrote within six weeks an out-of-date Air Force maintenance policy regulation at the critical beginning of the Persian Gulf War.  Got it published and distributed within 58 days.
· Recommended a revolutionary new quality assurance methodology that will be implemented throughout the Air Force in January of 1995.  My idea was based on the writings of W. Edward Deming and Joseph Juran.  It increased quality assurance by 10% and reduced required manpower by 3%.
· Awarded a medal for solving a chronic problem with an aircraft Navigational System.  Increased the Mean Time Between Failure rate by 400%, from 5 to 20+ hours; and decreased the Repeat Rate 1500%.
· Improved rapport between quality assurance inspectors and maintenance personnel.  This was done by requiring inspectors to coach and assist, rather than find fault and condemn.
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· Named Non-Commissioned Officer of the Year at Nellis Air Force Base in 1985 for solving a chronic fuel quantity indicator problem on the F-16.
· Trained 18 new personnel, without any prior experience or training, with on-the-job-training, to be qualified on certain tasks without supervision within one month.  All 18 were completely trained within 9 months.  Awarded an Air Force Commendation Medal for this accomplishment.
· Motivated my understaffed crew, under "alert" and extreme hardship conditions, to maintain zero defects on radar for F-4 aircraft.  For 2 years running, we were rated the best radar shop in the Air Force.  This was my very toughest and best assignment.

Employment History

1991-1994	Assistant Chief, Air Combat Command Academic Aircraft Maintenance Training; Interactive Video Development Supervisor and Quality Improvement Facilitator - 388th Maintenance Training Flight - Hill Air Force Base, Utah
1989-1991	Quality Assurance Functional Manager and Superintendent, Aircraft Maintenance Policy - Headquarters United States Air Forces Europe - Ramstein Air Base, Germany
1986-1989	Production Superintendent/Section Superintendent/Chief Quality Assurance Inspector - 48th Tactical Fighter Wing - Royal Air Force Lakenheath, England
1983-1986	Production Superintendent/Maintenance Expediter/Shift Supervisor/Electronics Technician - 474th Tactical Fighter Wing - Nellis Air Force Base, Nevada

Education/Training

1994		BA, Business Administration - Columbia College - Columbia, MO
1994		Occupational Instructor Certificate - Community College - Maxwell Air Force Base, Alabama
1991		AA, Business Administration (Dean's List) - University of Maryland - College Park, Maryland
1988		AAS, Avionic System Technology - Community College of the Air Force - Maxwell Air Force Base

· Total Quality Management, Process Improvement Facilitator, Quality Performance Measurement, Malcolm Baldridge National Quality Award Assessment.
· Various courses including: Electronic Theory and Troubleshooting, Radar Theory, Display System Theory, Flight Control Theory.
· Selected for all Senior Non-Commissioned Officer Academies and Leadership Schools.  Commandant's Award for Outstanding Leadership, 1988.

Awards

· Air Force Meritorious Service Medal for sustained superior performance.
· Three awards of the Air Force Commendation Medal for sustained outstanding performance.
· Two awards of the Air Force Achievement Medal for outstanding contributions.
· Non-Commissioned Officer of the Year, 1985, at Nellis Air Force Base, Nevada.

Senior Executive: Manufacturing, Marketing, Finance, Operations, International
[image: ]
Joseph M. I. Walsh, III
295 Southwest Painer Rd.
Carolton, TX  81767
(214) 558-3622

General Management Executive
Marketing  Finance  Operations  International
	
Over 15 years’ experience in strategic planning, international development and general management of large and small manufacturing, wholesale and retail operations.  My skills and strengths described by superiors include: "...experienced leader in a fast growth environment...knows how to recruit, train and lead a growing work force...knowledgeable in manufacturing, distribution, and customer service issues...solid track record in building market share...knows how to balance market share with profitability...understands the promotional issues...take charge decision-maker...loves challenges...ingenious complex problem solver...strives to perfect systems...values truth above all else...honest, frank, direct and hearty style...hardworking... innovative, visionary strategic planner...able to keep long and short-term goals in mind...."
				 Fortune 500 experience						 International experience
				 Open new markets							 Increase market share
				 Launch new products						 Strategic planning
				 Build sales forces								 Mergers/Acquisitions
				 P&L responsibility							 Network marketing experience
				 Manage high growth							 Entrepreneurial start-ups
				 Manufacturing operations					 Distribution operations
Currently seeking an opportunity to manage a challenging growth or turnaround company.


Career Highlights

As President of the International Division of Kaiser International, a $800MM sales/8% profit manufacturer and distributor of machines, equipment and supplies for the mining and construction industries:

· Restructured the "illegal" and unprofitable Malaysian business with declining sales and no local credibility.  Hired new marketing and financial managers.  Solicited and obtained Ambassador's support.  We quickly reached breakeven and, as a competitive advantage, we were the first to have products licensed and to achieve "Presidential Distributor" status.
· Restructured overstaffed, underperforming, noncompliant Mexican business.  Provided direction and goals, replaced managers, reduced costs, recruited and trained leaders, and implemented policies and procedures.  Breakeven was substantially reduced, sales increased, business became immediately cash self-sufficient, and we experienced emerging successes.
· Reorganized the division staff which was ineffective and expensive.  Established goals, training programs, and a different method for opening new countries.  Staff overhead cost was reduced by $700,000 (lean but very capable), and we were ready for opening Argentina, Uruguay, Chile, New Zealand, Australia, and Hong Kong.
· Realigned corporate staff and strengthened the board of directors.  Focused on US growth to accelerate cash flow, established operating budgets, and persuaded owners to delay initial public offering.  As a result, cash flow and staff communications improved.

As Vice President of Special Projects for ZimeriCare Industries Inc., a $744MM sales/$83MM profit manufacturer and marketing distributor of personal care products:

· Restructured the Worldwide Direct Selling Group.  Profit margins had declined from 13% to 8% on flat sales.  Developed a "next generation" business plan.  Developed a test market in Spain.  Turned around sales and returned profits to historical margin levels.  Increased the credibility of the strategic planning process.

As General Manager for the Inconso Division of ZimeriCare Industries Inc.:

· Designed, staffed, and managed a new start-up subsidiary business.  Reduced product costs to users by 50%.  Realized internal and external sales of $6MM and 13% pre-tax margin within 2 years.
· Acquired a large company and merged with the Inconso Division.  Established Hong Kong subsidiary that absorbed both activities and improved overall cash management.

As General Manager for ZimeriCare Industries Inc. Chile S.A.:

· Proposed, planned, launched, and managed a new business in Chile.  Prior to this, no successful new business had been started or acquired, and no one would risk trying new operating techniques.  Business was profitable within 9 months.  Returned all start-up funds within 18 months and initiated a mini-mart concept in the industry.

As Manager of Corporate Planning for Mohasco Corp., a $700MM manufacturer and distributor of furniture and carpeting:

· Set up an econometric model to predict sales/profits with varied economic scenarios and competitive actions.
· Researched, acquired and blended six companies into the corporate structure.  As a result, we realized a very strong new source of Return On Investment.

As General Manager of the Skycenter Hotels/Manager of Planning for Hertz, a subsidiary of RCA Corp.:

· Turned around an unprofitable hotel property and then sold it.
· Turned around unprofitable Canadian operations by purchasing the most profitable franchise in Toronto and franchising the unprofitable losers.  As a result, we became profitable.
· Turned around unprofitable operations in Europe.  Sold chauffeur drive business in England.  Closed truck rental business in France.  Franchised car rental businesses in Portugal, Norway and Greece.  Used Spain to aid ingenious rescue of the Portuguese business and its general manager.  As a result, no more losses in Europe.
· Turned around truck rental division and franchised it to Penske.

Employment

1995-present	President, International Division - Kaiser International - Houston, TX

1979-1993		Various Positions - ZimeriCare Industries Inc.- Houston, TX
1993-1993		Vice President, Special Projects
1989-1993		Group Vice President, Strategic Planning
1985-1989		Director, Market Development
1983-1985		General Manager, Inconso Division
1982-1983		Director, International Planning
1980-1982		General Manager, ZimeriCare Industries Inc. Chile S.A.
1979-1980		Manager, International Planning
1977-1979		Manager, Corporate Planning - Mohasco Corp. - Amsterdam, NY
1969-1977		Various Positions - Hertz (subsidiary of RCA Corp.) and RCA Corp.
1975-1977		General Manager, Skycenter Hotels - Hertz Corp. - New York, NY
1972-1975		Manager, Financial Studies - Hertz Corp. - New York, NY
1972-1972		Manager, Treasury Operations - RCA Corp., Computer Division - Cherry Hill, NJ
1969-1972		Manager, General Accounting - RCA Corp., Computer Division - Cherry Hill, NJ

Education/Training

1969				MBA Program - RCA Corporation
1968				BS, Industrial Management, Engineering, Economics - Purdue University


Financial / Market Analyst, MBA - Recent College Grad

[image: ]Joseph D. Marker, MBA
529 Elmwood
Orem, UT  84580
(801) 221-7898



Financial / Market Analyst

Recently graduated MBA with undergraduate degree in Economics and Finance.  My skills and strengths described by superiors include: "...serious and responsible...practical and realistic... painstakingly accurate, precise, and thorough...great powers of concentration and discipline...very organized...hard working...good judgement...memory for details...logical and analytical...stable, dependable, and can be counted on to follow through...."  Currently seeking a career opportunity as Financial or Market Analyst.

Education

1995			MBA, Finance - Brigham Young University - Provo, UT
1993			BA, Economics and Finance - Brigham Young University - Provo, UT
1990			Diploma - Mountain View School - Orem, UT
			3.98 GPA, National Honor Society, BYU Trustee Scholarship (4-year full tuition) Tandy Scholar, AP Scholar with distinction, Bruin Scholar Award, Presidential Academic Fitness Award

Experience

1993-present	Market Researcher - Jones and Associates - Provo, UT
1992-1993		Delivery Driver - Godfather's Pizza - Provo, UT
1992			Construction Laborer (landscaping and roofing) - D.R.D. Construction - Orem, UT
1989-1992		Line Cook/Trainer - Garcia's Mexican Restaurant - Provo, UT

References

	Gary R. Readings, President		Dennis R. Dunn, President	Evan Bruce, Counselor 
	The Questor Group 			D.R.D. Construction		Skyline High School
	6148 San Carlos Boulevard 		750 South 1245 East		600 West 1114 South
	Monterey, CA  89034				Orem, UT  84058		Provo, UT  84064
	(714) 598-2160					(801) 225-8370			(801) 376-0972
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