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[bookmark: _Hlk144180200]Your Ageless Resume Checklist
☐ Set your career goals
☐ Simple template (no columns, graphics, pictures, no headers/footers)
☐ Your contact information 
City/state, email address, phone number, personalized LinkedIn URL

☐ Headline
Linked to target roles, show what sets your apart

☐ Executive summary 

☐ Skills
Review target roles and reference key skills

☐ Experience
	Brain dump
	Find old performance reviews
	Estimate results
	Quantify results wherever you can

☐ Education

☐ Volunteer Work (aka Community Leadership)

☐ Awards and Honors

☐ Certifications

☐ Relevant Coursework

☐ Executive Development

☐ Board Roles

☐ Language Skills

☐ Publications

☐ Presentations

☐ Professional Affiliations

☐ Technical Skills

☐ Proofread/Review Resume

Before you sit down to write your resume …
I want you to use this process to build your confidence.
We’re going to really think about all of the great work that you have delivered.
We’re going to take the time to highlight your results in a clear and concise way.
So many times, my clients don’t want to brag about their results.
For this process to be successful, I need you to stop and own your results. You have delivered value to your employers and I know that you can deliver value to future employers. But you need to take the time to write it out and own it. 
I want you to catch the employers’ eye with an awesome resume, but I also want you to internalize and know your value so that when you go into that interview, you are ready. You’re going to be confident in your skills and ready to go. 
Before we start, I’m going to assume that you have defined your career goals. If you haven’t defined your career goals, then please go back to “Build Your Ageless Career” to set your career goal before you sit down to write your resume.
99% of the time, you will not need different versions of your resume. Yes, you can make small tweaks based on each job, but your resume base should be enough and your changes shouldn’t take more than 5 minutes.

Think about:
What are your biggest career accomplishments and why?
What skills would you like to emphasize in your resume? (Hint: those should be aligned with the jobs that you are apply for – review the job description closely)
Do you have any volunteer work (aka community leadership), presentations, publications, patents, board work, or other areas that you currently aren’t giving yourself credit for in your resume and LinkedIn profile?

Bonus tips:
If you are looking for a “promotion” or jump in title (let’s say you want to move from Director to VP), then be sure to discuss how you currently do VP-type in your current role. Make sure to spell out how you advise VPs and/or highlight if you are reporting to a VP.
Be careful about getting stuck in a resume feedback loop – it’s good to have friends and/or peers review your resume, but if you have 10 people review your resume, you’re going to get 10 different opinions. Just because someone says that they wouldn’t do it that way, that doesn’t mean that you should change what you have. However, if you’re not getting results, it makes sense to revisit what you have.
Getting Started
General Guidelines
No picture (unless it’s an acting resume or executive bio)
City/State only (no home address)
LinkedIn URL 
Clean format (columns can be tricky)
Plain font
2 page maximum
Chronological (not functional)
Minimal graphics (really, you don’t need them)
No headers/footers
Professional sounding email address (Gmail is preferred)
No graduation year (unless you have graduated within the past ~5 years)

Words to avoid/delete:
Experienced, Seasoned, Detail-oriented, Results-oriented

5 phrases to remove from your resume:
"References available on request"
💡It's a given that you will provide references.
"Mobile number"
💡This is an age giveaway and not necessary.
"Seasoned executive"
💡Another age giveaway that doesn't suit you.
"Objective statement"
💡Share the value you can deliver (vs your goals)
"Responsible for"
💡Focus on impact and results (not responsibilities)


Resume Headline
You can be creative here. We are looking to catch the hiring manager’s eye.
[bookmark: _Hlk144372828]Think about what sets you apart from the competition – these are the things that we want to emphasize in your headline and executive summary.
You can tweak the headline for each resume based on the job title.
Or you can choose a general statement (i.e. Executive Leadership, Fortune 500 Leader).
You can also add in the top skills and keywords required for the role.
Sample phrases include:
· Fortune 500 HR leader
· VP, Procurement
· CMO Advisor
· Technology Transformation
· Award-Winning Sales Leader
· Multi-Million Dollar Projects
· M&A Expertise
· Army Veteran
· PMP Certification
· Community Board Leader (Do you volunteer in your community? If so, highlight this!)

Then, put it all together for a catchy headline: 
Fortune 500 HR Leader
Army Veteran | Multi-Million Dollar Projects | Community Leader

Executive Leadership: Healthcare Transformation

VP, Business Operations & Strategy
Fortune 50 Executive

Vice President, Real Estate & Facilities
Fortune 500 | Industry Board Leader

Director, Strategic Marketing
CMO Advisor | Award-Winning Revenue Growth



Executive Summary
Again, you want to *quickly* catch the reader's eye.
Use your executive summary to spark interest with the experience and results that set you apart.
· What message do you want to send to future employers?
· Find common threads in your experience
· Name drop (employers, clients, or both)
· Highlight top results (with numbers)
· Showcase skills
· Discuss graduate degrees or other qualifications that set you apart from the competition

If the 2nd page of your resume includes:
1. Board experience
2. Masters or advanced degrees
3. Pertinent coursework or certifications
4. Experience with a top name company
5. Big results and projects that you are proud of
... then you want to add that to your executive summary.

You want an opening sentence that really puts your experience together.  

1. Start with an adjective that describes you (versatile, insightful, innovative, award-winning, etc)
2. Then use a role description: either your title (SVP of Sales, Project Manager) or a descriptor (HR Executive, Procurement Leader)
3. Next, discuss what your value add is (delivering multi-million dollar growth, leading billion dollar projects, transforming HR organizations, etc)
4. Finally, discuss who you help (healthcare companies including UPMC Healthplan, start-ups and global technology leaders including Google, wide range of companies including Fortune 500 leaders AT&T and Comcast).

Now, put it all together: 
Versatile Manufacturing/Operations leader with 20+ years of experience launching high-tech processes and operations for wide range of organizations including Fortune 100 leader Cisco.

Forming your supporting statements
· Share your biggest career highlights
· Quantify results wherever you can
· Make sure to connect with target roles
· Use the action verbs on page 17 to show your highlights


10 potential statement starters:

Deliver
Known as
Expertise in
Recognized as
Build relationships with
Subject matter expert in
Serve as Strategic Advisor
Serve as Executive Advisor
Form high-performing teams
Consistently expand business skills

See the examples at the end of this guide for more examples of how to put together a strong executive summary.

Skills
· Review job descriptions to see what skills are most important
· Make sure to add these skills into LinkedIn
· Highlight both hard and soft skills
· Hard skills: IT solutions, financial statements, P&L management
· Soft skills: leadership, goal setting, problem solving
Whether you are changing careers, angling for a promotion, or just looking for an internal move within your current organization, determining transferable skills is critical. These are the skills that you are currently using (or have used in the past) that you can directly use in your new role.
Closely read the target job description and identify the top skills required. Sprinkle your experience with these skills throughout your resume and particularly highlight these skills in your Skills Section or Summary Paragraph. This is particularly important in your LinkedIn profile as recruiters will search for job candidates based on skills required. You don’t want to lose out on potential job opportunities just because your profile doesn’t match your current skill base.


Experience
Numerical Results are Everything
Recruiters and hiring managers want real evidence that you can do the job and the best way to demonstrate your capabilities is to quantify your results. 
Yes, you can figure this out no matter what your experience is — you’ll just need to take some time to brainstorm (or potentially estimate) the value that you have added to your organization. 
When writing these bullet points, I try to share the numbers first and then talk about how these results were delivered.
Examples include:
•	Processed 1500 applications in 12 months …
•	Improved test scores by 10% YOY through …
•	Managed $100,000 project …
•	Directed 5 employees to boost results, delivering ….
•	Slashed expenses by $50,000 through …
•	Boosted efficiency by 15% through …

I typically ask my clients as a way to prompt them to think about results. 
Here are some of my favorite questions to ask (along with skills/keywords/verbs to use by area).

[bookmark: _Hlk144281044]


General questions:
Who are you reporting to?
How large ($$) is your division?
How many projects did you lead?
How much savings did you deliver?
How many clients did you manage?
What is the size ($$) of your project?
How much (%) did you improve productivity?
What is the annual revenue of your company?
Did you manage a budget/P&L? If so, how big?
How many people report to you (direct/indirect)?
How many people are you leading on your project?
How much revenue is associated with your product?
How did you mentor/coach your project/team members?
Do you advise the CEO, C-Suite, Board of Directors?
If so, can you give highlights of how you have influenced decision-making?
Can you talk about how you influence short and long-term strategic planning?

Skills/keywords include: Strategic Planning, Executive Relations, Board Relations, Project Management, Global Programs, Strategic Projects, Recruiting, Organizational Design, Global Operations, Goal Setting



Sales/Marketing Focus:
[bookmark: _Hlk143095684]Can you name your clients?
If not, give general details (industry, size, etc)
How much revenue have you managed?
Did you attract new clients?
If so, who did you secure (and how much $$)?
Do you have any specific sales/marketing strategies that you are proudest of?
How much did you increase sales?
Did you earn any awards?
Did you manage a budget/P&L?
If so, how big was the budget/P&L?
Did you establish any new processes and procedures?
If so, how did those help to improve results?
Verbs include: Elevated, lifted, boosted, delivered, generated, landed, secured, bolstered, jumpstarted
Skills/keywords include: Enterprise Sales Growth, Commercial Accounts, Pipeline Strategy, Business Plans, Change Management, Product Launch, Brand Strategy, Market Share, Strategic Marketing



Technology/Engineering Focus:
Can you name your clients/vendors/consultants?
If not, give general details (industry, size, etc)
How did you drive innovation?
Did you launch new products?
If so, what was their revenue/impact?
Did you manage a budget/P&L?
If so, how big was the budget/P&L?
Did you deliver cost reduction? How much?
Did you establish any new processes and procedures?
If so, how did those help to improve results?
Verbs include: Launched, pioneered, strengthened, developed, boosted, invented, released
Skills/keywords include: Product Launch, Program Management, Product Innovation, Global Operations, Product Roadmaps, Software Development, AI/ML, Cross-Functional Teams, Consumer Products, Customer Experience, SaaS Products, Budgets, Digital Technology, Continuous Improvement



Finance/Accounting Focus:
Did you manage a budget/P&L?
If so, how big was the budget/P&L?
Did you deliver cost reduction? How much?
Did you establish any new processes and procedures?
If so, how did those help to improve results?
Did you advise the CFO/C-Suite? If so, how?
Did your organization complete any M&A work? 
If so, how were you involved in the M&A work?
Verbs include: Transformed, integrated, introduced, established, drove, strengthened
Skills/keywords include: Cash Flow Management, Business Planning, Forecasting, Cost Reduction, Restructuring, SOX Controls, Reporting, Scorecards, Revenue Growth, Working Capital, Financing, M&A Integration, Risk Management



Procurement/Supply Chain Focus:
Can you name your suppliers?
If not, give general details (industry, size, etc)
What areas of procurement do you specialize in (direct/indirect spend)?
How much spend do you manage?
How much cost reduction/avoidance have you delivered?
Can you talk about how you have negotiated?
What processes and systems have you introduced?
How have you improved productivity/efficiency?
How have you improved supplier quality?
Verbs include: Uncovered, recovered, systemized, cut, slashed, optimized
Skills/keywords include: Global Sourcing, Governance, Portfolio Management, Risk Assessment, Direct/Indirect Spend, Due Diligence, Negotiations, Continuous Improvement, Processes & Tools, RFPs, KPIs, Category Management, Roadmaps



HR/Recruiting Focus:
How many people were in the organization that you supported?
What kinds of processes and systems did you introduce?
How did those processes and systems improve results?
How many people did you interview/hire?
Do you have metrics on retention, promotion, etc?
How did you improve employee/candidate experience?
How did you build trust with the executive leadership team?
What kinds of strategies did you introduce for organizational development?

Verbs include: Hired, coached, interviewed, mentored, strengthened, elevated
Skills/keywords include: Organizational Development, DEI, Reporting, Talent Assessment, Succession Planning, Career Development, Training & Development, C-Level Coaching, Reorganization, Pipeline Management, HR Information Systems (HRIS), Project Management, Vendor Relations





These are my favorite action verbs (and descriptive words) to use in writing resumes.
As you think about all of the great work that you have completed, use these words to think about your accomplishments and use these action verbs in your new resume!
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Achieved
Activated
Administered
Advanced
Advised
Aligned
Amplified
Analyzed
Attended
Awarded
Balanced
Bolstered 
Boosted
Built 
Captured
Chaired
Championed
Coached
Co-Chaired
Collaborated 
Complied
Conducted
Connected
Considered
Contributed to
Convinced
Created
Cultivated
Curated
Cut
Delivered
Deployed
Determined
Developed
Directed
Doubled
Drove
Earned
Elevated
Eliminated
Empowered
Enabled
Established
Evolved
Exceeded
Expanded 
Facilitated
Focused
Formed
Formulated
Fostered 
Fueled
Furthered
Generated
Grew 
Guided
Handpicked
Hired
Hosted
Identified
Improved
Increased
Influenced
Initiated
Innovated
Instrumental to
Introduced 
Invented
Investigated
Jumpstarted
Kickstarted
Known as
Landed
Launched 
Led 
Lifted
Managed
Mentored
Minimized
Named to
Navigated
Negotiated
Optimized
Orchestrated
Outlined
Outperformed
Overhauled
Oversaw
Pioneered
Positioned
Prepared
Presented
Procured
Promoted
Protected
Provided
Published
Raised
Recognized as
Repositioned
Represented
Resolved
Revamped
Saved
Secured
Served
Slashed
Sparked
Spearheaded
Steered
Streamlined
Strengthened
Surpassed
Transformed
Transitioned 
Triggered
Updated
Upgraded
Utilized
Won


Education
You don’t need to show years of graduation
You can show if it’s in progress (with expected completion date)
You can show relevant coursework separately (or if it was completed from a university, you can share that in the Education section)

Education Examples:

[bookmark: _Hlk144209035]FORMAL EDUCATION

Master of Business Administration (MBA), Finance and Strategy
University of Pittsburgh, Joseph M. Katz Graduate School of Business

Bachelor of Science, Mechanical Engineering and Engineering and Public Policy
Carnegie Mellon University; Pittsburgh, Pennsylvania



FORMAL EDUCATION

Business Coursework
University of Phoenix



FORMAL EDUCATION

MBA (Expected Completion: June 2023)
University of Pittsburgh


PROFESSIONAL CREDENTIALS & CERTIFICATIONS

Certified Financial Planner (CFP®) Candidate (Expected Completion: March 2024)
Accredited Investment Fiduciary® (AIF®) in progress (Expected Completion: December 2024)



EXECUTIVE DEVELOPMENT

Business Strategy, Harvard Business School (In Progress)



[bookmark: _Hlk144884867]What if I haven’t written a resume in years?
· “Brain dump” 
· Bullet points/brainstorming past experience
· Find old performance reviews
· Look through your emails
· Review job descriptions
· Use sample questions 
· Use LinkedIn for help



How do I talk about early career work experience?

The answer is: it depends.


Is the early experience relevant to the roles that you are applying for? 
Is it with a “big name” company? 
Is it work that you would like to emphasize?

If the answer is NO, then you can choose to keep it off of your resume and we can discuss this as a brief career note at the end of your resume and share this without the years that you worked. Examples:

Experience includes roles as Project Manager for ABC Company and Business Analyst for XYZ Corporation. Highlights include managing team of 10 to drive 10% reduction in quality defects.
Experience includes various IT roles with ABC Consulting. Key accomplishments include delivering $10M technology upgrade for global Fortune 50 transportation leader (FedEx).
Experience includes HR leadership roles with Westshore Electronics and HP.

If the answer is YES, then we can discuss this experience in more detail, highlighting this experience in your Executive Summary and Experience sections. Here’s an example:

Experience includes leading roles including Senior Vice President, Marketing & Promotions for Fortune 500 Company and Marketing Director for ABC Corporation. Key highlights include:
· Spearheaded $8 million advertising sponsorship, partnering with leading consumer brand.
· Drove thought-leadership and created an advisory board and event series with prominent keynotes.
· Sponsorship development drove billions in advertising revenue for multiple networks.
· Developed integrated media sponsorships, custom content, and brand integrations; included award-winning programs.
· Strategies generated millions in revenue and significant earned media promotion.
· Directed publicity and promotions for a location-based entertainment concept, including crisis management strategy.


[bookmark: _Hlk144884902]

How do I discuss my career break on my resume?
I use a Career Note to discuss career breaks on resumes. 

Career Note: Currently working on consulting project for XYZ Corporation. Highlights include driving 10% sales growth through optimizing online media strategy.

Career Note: Completed volunteer work with North Hills Community Outreach and completed PMP coursework from 2021-2022.

Career Note: Was on caregiving leave from 2014 – 2017, serving as McKnight Elementary School PFA President. Led $25K fundraising campaign to purchase new playground equipment.

MILITARY EXPERIENCE: Experience includes roles as HR Specialist and Recruiter with United States Navy and United States Army Reserves. Held Top Secret SCI Security Clearance. Won numerous awards for service.

You will see several examples at the end of this guide to show how to incorporate these into your resume.

How do I talk about consulting projects that I completed during my career break?
You can talk about these consulting projects as a career note (see above) or as a separate section (see my resume in Example 1 for how I discuss my work as an Independent Contractor). I think either of these methods are fine – if you don’t have a lot of room, then the career note should be OK. If you are looking to emphasize this work, then you can list this work out as a separate section. You can create a LinkedIn business page so that this work appears more cleanly in LinkedIn.

How do I write a career change resume?
If you are looking to change careers, you are going to have to show how your transferable skills will apply to your new role.
Let’s say that you are looking to move from engineering to financial analyst: you are going to emphasize all of the skills that you used as an engineer (i.e. problem solving, project management, analytics, research, etc) and show how you will use those skills in your goal role.
One quick job search hack is to filter job postings and look for those that consider "transferable skills" - this will give you an idea of companies that are actively accepting career changers.



How do I target remote roles?
As I’m sure that you have heard, the number of remote roles is declining dramatically.
If you are looking to land remote work, you need to show how you have succeeded in a remote work situation in the past.
Be specific! Say things like:
· Formed new remote organization, coaching team of 15 new direct reports and building collaborative group with focus on teamwork and communications.
· Built cross-functional relationships in remote work environment, setting goals and clearly identifying growth opportunities.


How do I target part-time roles?
I typically use FlexJobs when looking for part-time roles (there is a cost to join, but if you want part-time work, it is a good source of jobs). If you have previously worked on a part-time, flexible, or contract basis, I would discuss this:
· Evaluated admissions applications for Top 20 MBA program, providing support on a seasonal basis.
· Drove success for healthcare start-up in part-time role, serving as social media subject matter expert.


How do I discuss a short-term job on my resume? What if the role wasn’t a fit and I left the job quickly (i.e. within a few weeks/months)? 
This happens all of the time. I would prefer that you discuss the role in some way on your resume – this is a lot more common than what you think it is and I believe it’s better to show this (versus hide it or pretend that it didn’t happen). I would discuss it as a career note – when you go into the interview, I would not speak negatively about the employer, but would briefly frame what you learned from the role (and emphasize how you can use those learnings in your new role if you can do so).



How do I transition from entrepreneurship?
Entrepreneurs re-entering the paid workforce can give employers pause for a number of reasons. Employers will wonder: 
Can I pay you enough? 
Can you take direction as an employee (vs giving direction as an entrepreneur)?
Will you leave when something better comes along?
How will your entrepreneurial experience translate to the new business?
Here are my tips:
1. Narrow your search: you could probably go in a lot of different directions, but be clear on the types of roles/companies that you are targeting.
2. Demonstrate how you can solve the employer’s pressing issues: as an entrepreneur, one of your superpowers is solving problems. Closely read the job description and research the company’s current situation. Outline how you can step in and drive growth, cut costs, etc.
3. Tackle the elephant in the room in your cover letter, LinkedIn, and interview: be transparent about your goals and counter potential concerns throughout the process. Show that you are committed to building relationships.
4. Be careful about using lofty titles: You might have been CEO of your company, but some companies are going to be afraid of the CEO title – especially if you are targeting a VP or below role. Don’t be afraid to change your title in your resume and LinkedIn so that it’s closer to the title that you are targeting.

Should I use a functional resume format?
I don’t recommend using a functional resume format
Use your Executive Summary to summarize your experience and show the common threads in your experience. If you really want to, you can use a “Selected Career Highlights” section

How should I break out my experience if I have been with the same company for a long time?
Can I show multiple roles together? Answer: It depends!
Our goal is to position you for your target roles, so you always want to highlight the experience that aligns with your target.
You can break out experience in projects or with bullets – whatever you feel tells your story best.

Should I show my hobbies on my resume?
Unless your hobbies/interests are aligned with your goal role, I don’t recommend it.
10 resume examples for you to use as you build your new resume
Example 1: My resume from November 2022.
Key takeaways: Executive summary discusses Fortune 50 experience from 15+ years ago, Additional Experience shows this experience without years. Independent Contractor section shows how you can share entrepreneurial/project experience.
Example 2: Beth Johnson (Manufacturing, Ops Focus)
Key takeaways: Reference work as COO advisor (since this is target role). Again, show early experience in Additional Experience section.
Example 3: Robert Smith (Software Engineering, Project Management Focus)
Key takeaways: Discuss certifications in executive summary. Additional, non-relevant experience is briefly discussed at the end of the resume.
Example 4: Linda Jones (CEO, Board Member)
Key takeaways: Linda had been with her company for 35 years. We only discussed her experience in the past 15 years and shared her previous role titles without years. We also split her experience by area (to get away from having more than 6 bullets together).
Example 5: Jim Johnson (Director/Sales)
Key takeaways: Jim had taken time out of the workforce prior to September 2012 due to caregiving needs. We discussed his past sales experience on the 2nd page of the resume without dates, but made sure to name drop those companies in the executive summary and show how all of his experience linked together.
Example 6: Jill Clark (VP/Communications)
Key takeaways: Jill was laid off in 2017, so we shared what she was doing during that time in a career note. We also discussed her experience from the 1980s and 1990s in a career note at the end of the resume. Since this was relevant, big-name experience, we also name-dropped those companies in the executive summary.
Example 7: Carl Hayes (VP/Operations & Sales)
Key takeaways: Carl had a brief role that he wanted to de-emphasize in 2008-2009, so we included a career note to discuss that experience.
Example 8: Jennifer Johnson (Engineering, Operations, Quality)
Key takeaways: Jennifer was laid off in 2022, so we showed that she was taking PMP coursework during her career break through a career note.
Example 9: Lynn Jones (Finance Manager)
Key takeaways: Lynn had experience with a top name bank in the 90s, so we discussed that in the executive summary.
Example 10: William K. Smith (Director of Marketing)
Key takeaways: We removed the names of the business partners that William had built relationships with for this example, but please add them back in when you are writing your resume!
[bookmark: _Hlk144897399]COLLEEN M. PAULSON
Pittsburgh, PA • Phone Number 
colleen@agelesscareers.com • https://www.linkedin.com/in/colleenmpaulson/


CAREER COACH | RESUME & LINKEDIN PROFILE WRITER
FORTUNE 50 LEADER | COMMUNITY BOARD PRESIDENT

Versatile Career Consultant with 15+ years of experience guiding executive clients, career changers, and students across career development activities including resumes, interviewing, and LinkedIn.
· Reviewed/originated 1000s of resumes and interviewed 250+ candidates on 6 continents as Certified Professional Resume Writer (CPRW) and External Reader/Interviewer for Top 20 MBA program.
· Cultivated trust with wide range of clients, delivering customized job search advice and support.
· Presented career development expertise in resume and LinkedIn best practices for 2 universities.
· Insight into Corporate America with 9+ years of experience in engineering, financial analysis, and leadership roles for Fortune 50 leaders Procter & Gamble and FedEx, leading up to 30 staff.
· Serve as trusted community board leader as President of Brook Park Swim Club Board of Directors, jumpstarting campaign to save pool and leading $80K budget turnaround in 12 months.


Career Development • Thought Leadership • Content Development • Higher Education
Goal Setting • Strategic Planning • Content Development • Trend Analysis • Social Media
Job Search • Project Management • Client Relations • Workplace Dynamics • Communications


PROFESSIONAL EXPERIENCE

INDEPENDENT CONTRACTOR, Pittsburgh, Pennsylvania (November 2006 – Present) 
Career Consultant | Freelance Writer
Collaborate with wide range of clients as Certified Professional Resume Writer (CPRW) and Career Coach, delivering customized marketing materials and job search advice. Review client LinkedIn profiles and provide customized recommendations to improve online presence. 
· Transformed resumes for executive clients in fields ranging from technology to finance with 99.9% client satisfaction rate and focus on tangible client business results.
· Vetted by LinkedIn to offer resume writing, LinkedIn profile upgrades, cover letter, and career coaching services to LinkedIn members through LinkedIn Profinder Professional Program.
· Presented expert resume and LinkedIn guidance to students and executives through presentations with the Carnegie Mellon University Alumni Association and Point Park University.
· Successfully launched writing business, delivering insightful articles in areas including personal finance, investment analysis, education, consumer products, product pricing, and career changes.
· Published original articles across digital and print venues including Investopedia, BusinessWeek.com, Pittsburgh Post­Gazette, Woman Engineer, Multichannel Merchant, and AQUA Magazine. 
· Predicted industry trends and translated complicated financial data into concise analysis as a regular contributor to award-winning personal finance website The Motley Fool.

CEO CONNECTION, Remote Office (July 2019 – May 2020)
Board Connection Director
Built relationships with Mid-Market CEOs, understanding their goals, identifying potential opportunities, and connecting them with potential board roles. 
· Curated networking opportunities for CEOs including Board Connection Receptions, cultivating strategic alliances with Private Equity/Venture Capital firms, start-ups, and other advisory contacts.

CARNEGIE MELLON UNIVERSITY, Pittsburgh, Pennsylvania (January 2014 – March 2020) 
MBA Admissions | External Reader | Interviewer (Part-Time), Tepper School of Business
[bookmark: _Hlk144887986]Evaluated admissions applications for Top 20 MBA program, providing support on a seasonal basis. Considered 1,000+ global and U.S.-based candidates, assessing applicant work experience (resume), GMAT and/or GRE scores, undergraduate education, career objectives, and essay quality. Interviewed 250+ potential students on 6 continents, utilizing behavioral interview techniques.
· Served as part of leadership team establishing admissions standards for Master of Science in Product Management (MSPM) degree offering.

COLLEEN M. PAULSON • Page 2 • colleen@agelesscareers.com


FORTUNE 100 MANAGEMENT / ANALYTICAL EXPERIENCE

FEDEX, Pittsburgh, Pennsylvania 
Senior Marketing Analyst | Strategic Pricing/Business Analysis 
Instrumental in global air/ground transportation business exceeding revenue and growth targets, developing strategic pricing programs. Built strong relationships across functions, collaborating with sales directors. Proficient in various pricing methodologies including market and cost-based pricing methods.
· Originated customized strategic pricing programs for Fortune 500 customers with shipping revenues exceeding $100 million.
· Established price points and created cost­based analysis model for new FedEx product. 
· Awarded Global Marketing Rising Star and Bravo Zulu awards for outstanding contributions.  

PROCTER & GAMBLE, Feminine Care ­ Product Supply Division 
Production Manager/Technical Engineer, Belleville, Ontario & Greenville, North Carolina 
Orchestrated all aspects of production for 2 manufacturing lines, producing 1.5 million cases of product per year. Managed 30 technicians and directed product quality, budget management, and personnel development. Designed multi-million dollar production equipment in collaboration with external vendors. Provided cross-functional leadership on global projects, working with international colleagues and vendors to optimize operations.
· Drove profit growth by 10%, increasing line production speed while reducing expenses. 
· Led product quality improvement, reducing defects by 30% via use of Six Sigma principles.
· Streamlined operations as part of team relocating manufacturing equipment to Canada. 

COMMUNITY LEADERSHIP

BROOK PARK SWIM CLUB, Pittsburgh, Pennsylvania (October 2017 – Present)
Vice President/Membership Chair (January 2021 – Present)
President, Board of Directors (October 2017 – January 2021)
Lead $100K operations, managing cross-functional projects and jumpstarting marketing efforts. 
· Spearheaded campaign to save community pool, turning $70K shortfall into surplus within 12 months.
· Determined proper construction methods to resolve pool leakage issues, negotiated with sewage/water authorities, and lowered property assessment for 21 acre facility by 55%.
· Expanded membership base by 45% in 2 years via strategic marketing programs including website development, email marketing, and social media initiatives.

FORMAL EDUCATION

Master of Business Administration (MBA), Finance and Strategy
University of Pittsburgh, Joseph M. Katz Graduate School of Business

Bachelor of Science, Mechanical Engineering and Engineering and Public Policy
Carnegie Mellon University; Pittsburgh, Pennsylvania

PROFESSIONAL AFFILIATIONS, COURSEWORK, & CERTIFICATIONS

Certified Professional Resume Writer (CPRW)
How to Get on a Board Workshop, CEO Connection
Communications Committee Chair, Pennsylvania Career Development Association (PACDA)

VOLUNTEER COMMITMENTS

Board Member, Baierl Family YMCA (2022 to present)
Brook Park Manor Civic Association: Board of Directors (2017 to 2022)
Girl Scouts of Western Pennsylvania: Troop 28865/52399 Cookie Manager (2013 to 2020)


BETH JOHNSON
Austin, TX • 123.456.7890
Email Address • LinkedIn

EXECUTIVE LEADERSHIP | HIGH-TECH MANUFACTURING | OPERATIONS

Versatile Manufacturing/Operations leader with 20+ years of experience launching high-tech processes and operations for wide range of organizations including Fortune 100 leader HP.
· Well-versed in best practices including Lean Six Sigma, DFX, PLM, and Continuous Improvement.
· Build diverse, high-performing teams including program managers, business leaders, engineers, and technicians with a focus on coaching and developing personnel capabilities.
· Experience across start-ups, M&A, and turnaround operations, leading up to $500M in production.
· Develop strategic business plans, leading teams through business reductions and exponential growth.
· Subject Matter Expert across design, test, engineering, production, and vendor management, honing expertise via Supply Chain Management Certificate earned at Stanford Graduate School of Business.


Strategic Planning • Start-Ups • Manufacturing Operations • Design Teams • Process Optimization
Global Supply Chain • Continuous Improvement • Lean Manufacturing • Service & Repair • Product Lifecycle
Product Development • Coaching & Mentoring • Training & Development • Safety & Compliance


PROFESSIONAL EXPERIENCE

ABC CONSULTING, Global Locations • November 2013 – Present
Interim Operations Executive, New Product Development & Operations
Jumpstart early-stage start-up success as Interim COO, bringing hardware/electronics products to market. Introduce critical processes and procedures including S&OP processes and architecture/design reviews. Consider manufacturability, cost, quality, and supply chain in product development and operations decision making. Develop global supply chain and inventory management programs, forming business requirements and negotiating Master Service Agreements (MSAs) with international vendors. 
· Launched operations for enterprise, B2B, B2C, and Hardware as a Service (HaaS) products across wide range of markets including industrial, health, fitness, entertainment, and security areas.
· Negotiated up to $50M in spend, introducing custom supply chain designs based on business needs.
· Identified and qualified suppliers across ODM/OEM/JDM models, focusing on first-in costs and quality.
· Forecasted inventory requirements, originating supply, fulfillment, and logistics financial models.

XYZ CORPORATION, Sunnyvale, CA • July 2004 – November 2013
Vice President, Systems Manufacturing (2010 – 2013)
Headed $500M manufacturing operations, leading team of 120 across New Product Introduction (NPI), Project Management Office (PMO), procurement, engineering, strategic planning, supplier management, quality, and maintenance. Proactively managed $25M budget and $300M material expense. Selected suppliers, negotiating contracts and ensuring manufacturing capabilities met product requirements. Built cross-functional relationships with engineering, marketing, finance, and sales teams.
· Started operations from the ground up, bolstering to $500M in 3 years and architecting production processes for world’s 1st Photonic Integrated Circuit (PIC)-based Optical Transport Network System.
· Spearheaded process improvements delivering 57% reduction in overhead, 90% reduction in excess/ obsolete inventory, and 50% reduction in lead time while maintaining 99%+ On Time Ship rate.
· Closely supervised supplier relations, increasing vendor on-time delivery by 40% with 20% YOY product cost reduction while reaching 100% of customer direct product fulfillment from global suppliers.
· Optimized inventory levels, doubling inventory turns while rapidly expanding product SKUs and cutting inventory and customer lead time through Vendor Managed Inventory (VMI) and postponement.
· Introduced NPI program management and business processes for SAP ERP and Agile implementation.
· Lifted customer satisfaction, guaranteeing delivery in less than 10 days through rapid fulfillment process.
· Improved deployment efficiency via staging infrastructure to pre-provision multi-site network nodes.
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XYZ CORPORATION continued
Senior Director, Materials & Technical Sourcing (2007 – 2010)
Expanded Infinera product development through 100% outsourced operations, leading executive team of 3. Introduced Technology/Quality/Responsiveness/Delivery/Cost (TQRDC) model for supplier management. Utilized Key Performance Indicators (KPIs) to set strategic business goals in-line with product roadmap.
· Grew revenue as co-founder of Beijing-based operations, launching ATN data center/network platform.
· Improved supply chain via Agile PDM and CAD system integration, delivering parametric part solution.

Senior Director, Manufacturing Engineering & Production (2004 – 2007)
Designed world-class cellular manufacturing processes, leading team of 20 engineers and production team of 30. Established test/assembly strategies in-line with Lean Six Sigma methodologies. Created results-based phase-gate product development and release process, collaborating with product development team
· Delivered 24/7-level of production with 1 shift/day, originating automated production control systems.
· Earned ISO9001 and TL9000 certifications while complying with telecommunications product standards through process development and change control systems.
· Hired/developed production team including assemblers, technicians, engineers, buyers, and logistics.
· Elevated product quality through Six Sigma methodologies including FMEA and DPMO programs.
· Eliminated financial physical audits through new product material management procedures.

ADDITIONAL EXPERIENCE

HP, San Jose, CA 
Senior Manager, Engineering Operations 
Seamlessly integrated product design and project management processes, leading indirect team of 20
· Introduced corporate Product Lifecycle Management (PLM) systems, focusing on collaboration, data management, program management, and change management.

Senior Manager, Engineering & Production 
Directed $4B Business Unit production operations, leading team of 30. Led process design, equipment deployment, and production support.
· Expanded production by 300% within 3 months, developing infrastructure to support operations. 
· Cut overall projected capital investment by 70% through innovative design and test methodology.
· Customized application-specific parametric test station, driving 75% cost reduction over vendor solution.
· Boosted 1st pass yields by 50% via innovative design, test, and process improvements.

New Product Introduction Engineering Manager 
Launched Remote Access products with Design for Manufacturing, Test, Quality, and Support (DFX) focus. Instrumental to Quality Assurance (QA) as part of customer critical response team.
· Built 1st Remote Access products to $500M in annual revenue, accelerating production capabilities. 


FORMAL EDUCATION

Bachelor of Science, Electronic Engineering
XYZ University


CERTIFICATES

Supply Chain Management Certificate, Stanford Graduate School of Business


COMMUNITY LEADERSHIP

STEM/STEAM Education Volunteer 
ROBERT SMITH
123.456.7890 • BobSmith@gmail.com
Email Address • LinkedIn

IT LEADERSHIP: SOFTWARE ENGINEER/ARCHITECT, PROJECT MANAGER

Innovative Senior Application Analyst/Project Manager with more than 20 years of experience delivering cutting-edge project leadership to companies including Cap Gemini and Fortune 1000 leader Penn Energy. 
· Possess wide range of software development skills including .NET programming languages.
· Provide increased value through insightful IT solutions, cutting costs and increasing productivity.
· Strengthen IT processes, mitigating risks and utilizing industry best practices to improve SDLC.
· Continuously expand IT skills with Project Management Professional (PMP) and Microsoft Certified Solution Developer (MCSD) certifications in progress and completed IT development programs.
· Widely recognized as a focused leader, fast learner, articulate communicator, and deliberative thinker who instinctively anticipates and proactively resolves potential issues.


Expert Software Development • System Design • Strategic Planning • Process Streamlining
PMI Methodologies • Cross-Functional Team Leadership • Problem Solving • Consulting • Cost Reduction 
Database Conversion • Software Development Life Cycle (SDLC) • Risk Mitigation


PROFESSIONAL EXPERIENCE

PENN ENERGY, Anytown, USA • 2013 to Present
State’s largest energy utility with annual revenue of $3 billion.

Senior Application Analyst
Spearhead system development and maintenance for 7 computer systems, skillfully identifying process improvements and successfully increasing business capabilities. Mitigated risks, evaluating system compliance with Sarbanes-Oxley regulations and collaborating with cross-functional team and Project Management Office (PMO).

Demonstrated Project Success:
· Cut HR expenses via automated conversion tool migrating data from MVS to UNIX for client data and retrieval system (CDRS), reducing HR staff from 10 to one.
· Introduced Regulatory Financial Data Repository (RFDR) system, leading offshore development.
· Slashed data entry duplication, directing development of Distribution Management System (DMS) interface with mobile wireless system.
· Created contingency plans for Data Center relocation, migrating hundreds of critical systems.
· Established Isolated Gas Facilities (IGF) C# and Oracle-based client-server application.

Proven IT Leadership:
· Elevated internal standards, synchronizing software development life cycle (SDLC) with PMI Project Management Body of Knowledge (PMBOK) and Carnegie Mellon’s Capability Maturity Model (CMM).
· Instituted key Data and Applications Services Group risk mitigation utilizing IT Governance Institute’s Control Objectives for Information and related Technology (CobiT) framework.
· Delivered ground-breaking Mobile Work Force (MWF) programs via VB.NET, VB6, ASP.NET, and Oracle, originating websites, documents, OCX add-ons, and client-server applications. 

ROBERT SMITH ENTERPRISES, Anytown, USA • 1993 to Present
Software development and consulting service company.

Principal
Develop astute financial software development programs, analyzing client portfolios.
· Established comprehensive tools providing key technical, fundamental, and economic analysis.
· Propelled profits while cutting losses via neural networks and systems improving trend recognition.
· Automated data interface between separate systems via Web Services and Biztalk orchestration.
· Innovated conversion processes, rewriting programs from 4GL to Java and COBOL to C#.
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ADDITIONAL EXPERIENCE

CONSULTING FIRM, Anytown, USA • 2011 to 2012
Senior Consultant
Facilitated development of first internet application for 3rd party workers compensation claims administrator.
· Generated real-time data via Java/SQL-based system, leading team of 7 to project success.
· Saved $500,000 via streamlining pre-generated report process while providing PMI-based leadership.

INFORMATION SCIENCES COMPANY, Anytown, USA • 2007 to 2012
Senior Consultant
Orchestrated custom software solutions for key clients, leading staff of 2 developers.
· Revitalized legacy systems, converting to Customer Information System from several hundred legacy accounting interfaces and eliminating Model204 legacy system with COBOL CISC system.
· Seamlessly upgraded more than 200 programs in corporate-wide Y2K project.
· Decreased runtime by thousands of hours as pivotal DB2 resources for 8 application developers, lifting performance via revamping database engine access paths.

START-UP CONSULTING FIRM, Anytown, USA • 2005 to 2007
System Engineer
Consistently targeted 100% computer system uptime while upgrading critical systems.
· Simplified operations, transitioning from 4 database types to one while moving from 18 servers to 6.

CAP GEMINI, Anytown, USA • 1998 to 2005
Senior Consultant
Delivered innovative customized software solutions to wide range of clients including Blue Cross Blue Shield.
· Optimized Lamonts’ inventory levels and checkout times via real-time bar-code pricing systems.
· Updated several hundred CICS programs for Fortune 500 firm, supporting new products in online systems.
· Consolidated databases and maintained mainframe systems for Blue Cross Blue Shield.
· Created mainframe-based 24/7 real-time transaction processing program for ATM use.
· Expertly managed projects via PERFORM and PMBOK methodologies, delivering value to clients.

Note: Experience includes additional Programmer/Analyst role with NORTHWEST LIFE.

FORMAL EDUCATION

Bachelor of Science, Business Administration
Your University Here


PROFESSIONAL DEVELOPMENT

Microsoft Certified Solution Developer (MCSD) Certification (In Progress)
Project Management Professional (PMP) Certification (In Progress)
Windows, Java, and Project Management Certifications, University of Washington

PROFESSIONAL AFFILIATIONS

Project Management Institute (PMI)

EXPERT TECHNICAL SKILLS

ADO.NET • ASP.NET • NET C#, F#, Visual Basic • Java • Oracle • Unix • XML
AJAX • Biztalk • LINQ/PLINQ • SQL Server • Microsoft Project, Office, & Windows



LINDA JONES
Anytown, USA • Phone Number
Email Address • LinkedIn

CEO | BOARD MEMBER
LEADERSHIP & DEVELOPMENT CONSULTANT

Insightful CEO and committed Board Member with 20+ years of experience developing both thriving organizations and successful executive leaders as part of Fortune 500 leader XYZ Corporation.
1. Skillfully lead teams through change, guiding 2000+ person team while doubling revenue to $600M.
1. Grow revenue through launching new business units and products while leveraging existing technology, starting new business units, introducing innovative new technology services, and identifying new markets.
1. Coach executive team members into leadership roles, developing 5 SVPs across the US and named Executive of the Year for leadership contributions.
1. Spearhead profit growth while overseeing expansion with initiatives including merging 4 locations and functions into new 200,000 sq ft corporate headquarters.
1. Focus on unique customer business requirements, serving 20,000+ clients including leading local health care systems, The Ohio State University, and Forbes Top 40 Largest Private Corporation.
1. Serve as a trusted business and community leader in roles as Outside Board Member for ABC Corporation Board Member of numerous organizations (name drop here).


Leadership Development • Strategic Planning • Start-Ups • Product Launch • ESOPs • Board Leadership
IT Services • Team Building • Product & Market Development • Mergers & Acquisitions (M&A) • Best Practices
Print Services • Relationship Building • Negotiations • Customer Service • Community Development


PROFESSIONAL EXPERIENCE

XYZ CORPORATION, Various Locations
President and CEO (2008 – 2018)
Directed $600M business solutions operations, leading up to 800 team members. Set strategic vision throughout organization in dynamic business environment, creating annual business plans. Actively coached and mentored executive leaders, building both team and individual capabilities. Led negotiations with key suppliers and clients, fostering trust with major account clients.

Dedicated Team Leadership:
1. Instrumental to success growing operations from 50 employees and $10M in revenue to 800+ employees and $600M in revenue.
1. Managed organization through change, doubling sales from $200M to $400M in 10 years while improving EBITA from 10% to 14%.
1. Expanded leadership capabilities across executive team, developing VP of HR who became head of global women’s leadership program.
1. Skillfully steered organization through change including 5 acquisitions and 2 systems integration platforms.
1. Earned 97% CEO Approval Rating on Glassdoor via anonymous employee feedback (average is 73%).
1. Named Executive of the Year in 2016 and 2017 for continued leadership contributions.

Business Development/Product Launch Expertise:
1. Started New Product in 2016 with 5 initial team members, growing to $30M business in 2023.
1. Launched New Business, delivering $5M in 1st year and expanding to $10M in revenue in 2023.
1. Established Additional New Business in 2012, growing to $10M in annual sales in 2023.
1. Oversaw technology transition in 2009, leading sales and service teams in switch to new solutions.
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XYZ CORPORATION continued:
Proven Profit Growth:
1. Seamlessly merged 4 locations into new 200,000 sq ft Corporate Headquarters, delivering $1M in savings and mobilizing Sales, Service, Administration, and Distribution Center in one new location.
1. Boosted EBITDA from 10% to 14%, identifying and implementing annual savings opportunities by market. 
1. Generated record revenue and $3M in annual cost reduction while closing 9 out of 17 sales locations in 2017.
1. Sparked $1M+ in savings in 3 years via “Big Project” program, introducing company-wide best practices program generating 400+ technology and personnel improvement suggestions.

Key Relationship Management:
1. Fostered trust with wide range of clients including Forbes Top 100 Largest Private Corporation.
1. Built relationships with CEOs/Chairman at top companies including *Name Drop Company*.
1. Delivered print/business solutions to leading universities and school systems, collaborating with key leaders at *Name Drop Schools*

Previous roles include:
Senior Vice President 
Vice President
General Manager
Branch Manager
Marketing Representative



FORMAL EDUCATION

Bachelor of Arts, Business
Your College Here, College Town, PA


BOARD ROLES & COMMUNITY LEADERSHIP

Outside Board Director, ABC Corporation
Audit Committee, Strategic Planning, Governance Committees

Emeritus Trustee, Board Member, Community Group

Board of Directors & Committee Member, Chamber of Commerce


AWARDS & HONORS

Executive of the Year


PRESS COVERAGE

Articles List Here


JIM JOHNSON
Anytown, USA • 123.456.7891
Email Address • LinkedIn

DIRECTOR | PARTNERSHIPS
COMMUNITY BOARD LEADER

Innovative Director with 20 years of experience jumpstarting sales growth for top entertainment and CPG firms including Top National Venue and Fortune 500 leaders ABC Corporation and XYZ Company.
· Cultivate trust with clients across industries, actively managing major national/regional accounts, identifying and closing opportunities, finding new ways to grow brand awareness, and helping clients reach goals.
· Expertise in sponsorships, digital marketing, negotiations, goal setting, trend analysis, and promotions.
· Deliver community leadership as Big Brothers Big Sisters Board Member, driving fundraising and diversity.
· Won awards including Sales Leadership Award for innovative CPG sales and marketing strategies.
· Known as an active listener, articulate communicator, dynamic presenter, and true connector who thrives as part of cross-functional teams and in independent, remote work environments.


 Strategic Planning • Strategic Accounts • CPG Sales • Digital Marketing • Trend Analysis • Best Practices
Coaching & Training • Event Planning • Promotions • Sponsorships • Product Launch • Project Management
Business Development • Goal Setting • Communications • Relationship Building • Corporate Entertainment


 RECENT PROFESSIONAL EXPERIENCE

TOP NATIONAL VENUE, Denver, CO • September 2012 – March 2022
Director of Sponsorship and Premium Seating
Spearheaded sales growth for premier 4000-person capacity indoor/outdoor concert venue. Directed business development for sponsorships, identifying potential clients, recognizing client goals, creating sales presentations, negotiating/writing contracts, and managing multi-year agreements. Formed partnerships with leading universities, banks, and retailers. Drove VIP/premium subscriptions, focusing on customer experience.

Demonstrated Sales Growth:
· Launched world-class venue, growing to brand ranking #1 in sales as compared to similar size clubs.
· Grew $2 million sponsorship revenue by 5% annually over 10 years through event marketing, branding packages, corporate entertainment, and focused customer retention initiatives.

Relationship Building Skills:
· Built relationships with local, regional, and national companies including (NAME DROP HERE).
· Named Women in Business Award winner for contributions in Denver business. 

Strategic Sales Strategies:
· Boosted sales via innovative digital marketing strategies, incorporating social media tie-in to sponsorship packages and introducing promotions to increase client exposure and revenue.
· Strengthened strategic planning and goal setting, creating short-and long-range forecasts in collaboration with the Global Team.
· Conducted trend analysis on local market, identifying top prospects via spend and alignment with industry.

BOARD LEADERSHIP

BIG BROTHERS BIG SISTERS, Denver, CO • 2012 – 2022
Board of Directors
Instrumental member of leadership team, facilitating strategic planning for this award-winning youth mentoring agency. Jumpstart annual giving and attend monthly board meetings. Served as Diversity, Equity, & Inclusion (DEI) Committee Chair and Fund Development Committee Chair.
· Led 8-person Fund Development Committee, fundraising via corporate sponsorships and direct donations.
· Established DEI charter, driving efforts and initiating programs to increase diversity on board and with staff.
· Chaired key events including 2017 Illumination Event and 2015 Fly Away Bash (50th Anniversary), directing 600-person event raising $150,000 in net profit for non-profit organization.
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ADDITIONAL PROFESSIONAL EXPERIENCE

ABC CORPORATION, Anytown, USA
Customer Business Manager
Drove $24 million in Food business, expanding sales via consumer and trade promotions, space optimization, and contests. Elevated organization skills through coaching and training new team members.
· Sparked sales growth through relationship building, collaborating with major accounts in region including (Name Drop Here).

H ENTERPRISES, Anytown, USA
Category Manager/Sales Analyst
Delivered category leadership for large food broker, serving as intermediary between large food manufacturers and top supermarket chains. Drove growth via manufacturer analyses and reports, evaluating trends.
· Presented to top food retailers including Food Lion and Lowe’s, developing category reviews, introducing new products, conducting business reviews, and interviewing new manufacturers.

XYZ CORPORATION, Anytown, USA
Account Manager | Sales Representative
Managed $1.5 million in sales for Top National brand, growing revenue at retail-level and building relationships with large chain and smaller independent stores.
· Boosted sales by double digits annually, earning Sales Leadership Award and earning national and local recognition for innovative sales and marketing strategies.



FORMAL EDUCATION

Bachelor of Business Administration (BBA)
Your College Here, Anytown, USA


HONORS & AWARDS

Women in Business Award
Sales Leadership Award



JILL CLARK
Village, USA • 123.456.7890
Email Address • LinkedIn

VP CORPORATE COMMUNICATIONS
FORTUNE 500 EXECUTIVE | BOARD LEADER

Innovative VP of Global Communications with 20+ years of experience driving growth and change for thriving startups and world-class companies including Fortune 500 leaders (Name Drop Here).
· Transform communications and marketing operations, building focused teams from scratch and up-leveling staff skills while creating new processes and systems to empower teams to deliver on growth targets.
· Skilled at converting complex ideas and concepts into easy-to-understand, visually-impactful narratives.
· Serve as trusted Executive Advisor to C-Suite and Board Members, guiding strategic decision making.
· Elevate brand exposure, landing press coverage in top print, digital, and television media including (Name Drop Here).
· Spark up to 500% growth in highly-competitive markets, positioning firms as industry leaders.
· Actively manage marketing budgets up to $30M, optimizing branding programs while demonstrating ROI.
· Consistently expand business savvy with MBA from School Name Here, completing Executive Management Program from Top Name University.


 Executive Leadership • Business Strategy • Brand Strategy • Content Marketing • C-Suite & Board Relations
Media Relations • Thought Leadership • Audience Segmentation • Change Management • KPIs • Goal Setting
Social Media • DE&I Communications • Digital Marketing • Public Relations • Executive Communications 


PROFESSIONAL EXPERIENCE

ABC CORPORATION, Anytown, USA • 2020 - Present
Vice President, Global Marketing and Communications
Spearhead marketing and communications for healthcare leader, reporting to CEO and directing team of 18 across Americas, EMEA, APAC, and India. Serve as key member of executive leadership team. 

Trusted Executive Leadership:
· Instrumental to 140% revenue growth for company serving 40,000 organizations across 200 countries, identifying target markets and channels while skillfully crafting marketing and sales strategies.
· Positioned ABC Corporation as industry leader in healthcare space, earning prestigious national award.

Corporate Communications Expertise:
· Drove strategic alignment through internal communications function with multiple channels and platforms.
· Saved $180K annually through new content management program with 100K+ assets in 99 languages.

Strategic Marketing Campaigns:
· Rejuvenated business image, marketing collateral, and corporate assets, initiating new brand guidelines. 
· Grew social media followers by 300%+ through insightful content with 14% average engagement rate.

TOP COMPANY, Anytown, USA • 2018 - 2019
Senior Director, Business Communications
Headed corporate communications for $20B healtcare company, advising 3 presidents and 15 executives across 3 distinct global business units. Led team of 3 to create critical communications strategies, unifying staff across vision, strategy, and values.
· Seamlessly integrated post-merger communications for $20B company, establishing operating model and communications procedures to strategically deliver information across 3 global business units.
· Elevated growth and fostered excitement for 2 new brands via creative brand launch communications.
· Boosted workforce engagement by 50% in 6 months through new workforce communications app.

Career Note: Served as Board Member for Industry Association and Advisor for Start-Up in 2017 while earning Certified Professional Coach and Human Resources Management (HRM) certifications.
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XYZ CORPORATION, Anytown, USA • 2015 - 2016
Vice President, Marketing and Communications
Drove rapid growth for $175M communications firm, reporting to CEO and CMO. Built team of 14 and co-managed $12M budget. Introduced integrated marketing program including processes, strategies, and automation tools, establishing system of data-driven performance metrics. Initiated digital marketing best practices, promotional programs, vertical marketing initiatives, and channel marketing function to expand reach.
· Sparked 500% growth in highly-competitive market, positioning firm as industry leader with ranking on prestigious Inc. 5000 list and honors from (Name Drop Here).
· Expanded reach through media coverage in Fortune, NY Times, Wall Street Journal, and Wired, earning Big Name Media Award
· Cemented reputation as trusted media authority via creative PR strategies, publicizing role in ***.
· Utilized thought leader content as part of ambassador program, expanding reach and lifting reputation.

YOUR COMPANY HERE, Anytown USA • 2008 - 2015
Director, Corporate Communications
Rebranded $750M communications company, serving as pivotal Strategic Advisor to CEO, Chairman of the Board, officers, and executive leadership. Led post-merger outreach initiatives to expand reach and exposure. Directed executive communications in collaboration with CEO, Board, and leadership team, discussing relevant leadership changes, restructurings, facility closings, acquisitions, and rebranding programs. Shared information in variety of mediums including town halls, sales meetings, annual meeting, and email.
· Skillfully introduced new brand, landing 25+ media and analyst briefings, 20 articles, and 50+ press releases cited in global publications.
· Generated corporate exposure through placements in prominent TV, print, and online resources including Name Drop Here.
· Quickly grew Twitter following from zero to 2.9K+ followers and blog to 160+ subscribers with insightful social media strategy focused on brand awareness and audience engagement.

Experience includes leadership roles with NAME DROP HERE. In roles including Senior Manager – Channel Service Sales Communications and Channel Business Development Manager, key accomplishments included building an award-winning internal communications program for $3.6B sales organization, managing $100M channel service business, securing key reseller partnerships for $45M remote network management service, delivering insightful C-Suite Executive Communications and pioneering thought leadership, establishing partner marketing programs, and generating growth across healthcare, technology, and imaging products.

FORMAL EDUCATION

MBA
Your School Here

Bachelor of Science, Business Administration
Your School Here

EXECUTIVE DEVELOPMENT, BOARD ROLES, & PROFESSIONAL LEADERSHIP

Executive Management Program, Top Name School
Member, Chief Network

CERTIFICATIONS

List Certifications Here


CARL HAYES
123.456.7890 ▪ carlhayes@gmail.com
Email Address • LinkedIn

EXECUTIVE MANAGEMENT: VICE PRESIDENT OF OPERATIONS, SALES
Construction, Manufacturing

Tenacious project manager and sales leader with 20+ years of experience driving revenue growth and operations excellence for leading public and private homebuilders. Build top-performing sales and operations team, earning numerous awards for superior results. Deliver exceptional product quality, quickly resolving outages and focusing on customer satisfaction. Possess vast expertise across all aspects of construction industry including production, sales, human resources, purchasing and personnel development. Skills include budget management, warranties, cost reduction, and permitting. Widely recognized as an inspirational leader and trusted coach who fosters lasting relationships with team members and consistently propels team success.


Strategic Planning ▪ New Business Development ▪ Revenue Growth ▪ Operational Improvements
Sales Management ▪ Team Building ▪ Personnel Development ▪ Project Management
Construction Expertise ▪ Customer Satisfaction ▪ Problem Solving ▪ Product Quality


PROFESSIONAL EXPERIENCE

PRIVATE HOMES, Anytown, USA ▪ 2009 to Present
Top privately-held residential homebuilding company with $1.6 billion in annual revenue.

Project Manager (2013 to Present)
Spearheaded $20 million business development, establishing critical incentives and initiatives to fuel sales growth. Strengthened sales capabilities, training team on key sales methods. Held signature authority on sales contracts, negotiating and approving new sales. Guaranteed quality control while reducing building expenses. Focused on customer satisfaction, resolving client warranty issues. Led project teams of up to 16, providing quarterly performance reviews. Complied with OSHA guidelines. Recruited and interviewed potential candidates.

Demonstrated Sales & Operations Results:
· Surpassed revenue and budget goals in competitive housing market, exceeding income targets for 2 out of 5 years and beating overhead budget goals for 2 consecutive years.
· Developed team with annualized production rate of 112%, focusing on corporate objectives.
· Revitalized project customer satisfaction rating from 70% to 100% for numerous metrics.
· Slashed cost variance from 8% to less than 4%, with reductions of more than $10,000/job.
· Cultivated excellent relationships with team, consistently earning superior performance ratings.

Key Corporate Awards:
· Won Gold Awards for Production and Customer Satisfaction, delivering world-class results.
· Earned Bronze Award for Net Income Growth, controlling costs while boosting revenue.
· Received Special Award for Outstanding Achievement for new community start-up success.
· Recognized for team warranty service, closings, sales, overhead, and completion expertise.

Lead Builder (2009 to 2013)
Facilitated $7.2 million community production complying with industry and corporate best practices. Hired trade contractors and collaborated with local authorities for permitting, inspections, and zoning. Proactively managed budget while focusing on quality control and customer satisfaction.
· Launched new business unit, developing top margin build-on-your-own-lot opportunities.
· Built strong community relationships, leading outreach program and donating home to charity.
· Awarded with Builder of the Year, Community of the Year, Lifetime Achievement Award, and Outstanding Achievement Award in Speed honors for extraordinary contributions.
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Career Note: Served as Lead Builder for Great Homes and Neighborhoods from 2008 to 2009.

NEW HOMES, Anytown, USA ▪ 2007 to 2008
$10 million franchised homebuilding operation.

Purchasing Manager
Orchestrated budget management and cost control, managing up to 4 team members. Identified and negotiated agreements with trade contractors. Established budgets and processed payroll checks. Built excellent relationships with bankers and company owners, ensuring lines of credit. Introduced new technology programs, resolving networking and data entry issues.
· Closely tracked corporate profits and accurately priced product, instituting computer-based estimating and job costing system with budget and payroll processing capabilities.
· Transitioned company to new franchisee, directing accounting processes and disclosures and zero balancing accounts as acting Building Company Executive (BCE).

EVEN BIGGER HOMES, Anytown, USA ▪ 2005 to 2007
Largest residential homebuilder in the United States with up to $20 billion in annual sales.

Warranty Service Manager & Area Quality Manager
Elevated customer satisfaction, leading up to 5 team members. Evaluated warranty requests and established warranty guidelines. Guaranteed quality, leading closing walkthroughs and signoffs. 
· Cut outstanding warranties by 70%, quickly resolving over 90 outstanding warranty claims to less than 5 within 6 week period, focusing on attentive customer service.

Note: Experience includes Store Operations Manager role with BUILDER’S SQUARE and Commercial Construction role with MANHATTAN CONSTRUCTION COMPANY. Details on request.

FORMAL EDUCATION

Bachelor of Business Administration, Management/International Business
Your University Here

PROFESSIONAL CERTIFICATIONS & COURSEWORK

Qualifying Agent License, Residential Homes 
Homebuilder University: Sales Management, People/Situational Management, 
Process Development/Efficiencies, Skill Building, Team Building
Martin Freedland’s Begin With Excellence Coursework (Personnel Development)
Waste and Variance Elimination (WAVE) Academy (Six Sigma Best Practices)

PROFESSIONAL AFFILIATIONS

Chamber of Commerce
Area Homebuilder’s Association

TECHNICAL SKILLS

JD Edwards




JENNIFER JOHNSON
123.456.7890 • jenniferjohnson99@gmail.com
Email Address • LinkedIn

SENIOR MANAGEMENT: OPERATIONS, QUALITY

Visionary operations leader with more than 9 years of experience driving productivity improvements for world-class organizations including the United States Navy and General Electric Healthcare. Build high-performing teams, motivating staff and elevating personnel capabilities. Deliver significant profit growth utilizing Six Sigma and lean manufacturing methodologies. Proactively manage million dollar budgets, growing revenue while decreasing expenses. Possess superior technical skills honed through Professional Engineer in Naval Nuclear Power certification. Versatile skill set includes ISO 9001 standards, cost reduction, customer satisfaction, project management, training, and quality improvement. Recognized as a dedicated leader and articulate communicator who leads operations with the highest integrity and blends problem-solving expertise with strategic thinking abilities.


Strategic Decision-Making • Problem Solving • Root Cause Analysis • Customer Service
Process Improvement • Quality Assurance • Team Building • Personnel Development • Safety
Strategic Planning • Production Scheduling • Budget Management • Six Sigma Methodology


PROFESSIONAL EXPERIENCE

Career Note: Currently taking PMP coursework (expected completion is September 2023)

XYZ CORPORATION, Anytown, USA • 2015 to 2022
General Manager, Resource Recovery Department
Spearheaded production operations development, leading team of up to 12. Set team priorities, evaluating client and operations requirements. Guaranteed on-time delivery, quality, and safety. Delivered key advice and reports to President. Proactively developed staff abilities, coaching team members and created job-specific training. Instituted short and long-term production schedules. Fostered excellent relationships with key clients.

Key Profit Growth and Operations Accomplishments:
· Boosted profit margin by 10%, cutting expenses via lean manufacturing and Six Sigma methods.
· Directed $4 million production budget while currently propelling sales growth by 30%.
· Instrumental to bolstering customer data accuracy as key member of Microsoft Dynamics Navision ERP software deployment.
· Seamlessly relocated department to new facility with minimal impact to business operations.

Selected Customer Satisfaction Accomplishments:
· Revitalized customer satisfaction, rapidly resolving client concerns, introducing new processes, delivering customized engineering projects, and decreasing customer product expenses. 
· Lifted product quality, leading department ISO 9001:2000 standard qualification process.

Critical Personnel Development Accomplishments:
· Established focused team, consistently surpassing corporate targets and client expectations.
· Strengthened employee morale, introducing regular meetings, documenting visual-based work instructions for bilingual staff, and developing cross-training opportunities.
· Revamped organizational structure, triggering advancement and promoting 3 team members. 
· Instituted Employee Performance Appraisal system delivering increased feedback to staff.
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GE HEALTHCARE, Anytown, USA • 2014 to 2015
Supplier Process Leader
Facilitated product and process quality in collaboration with 8 team members. Identified quality and process issues, collaborating with suppliers and product engineers to resolve supplier defects. Documented process upgrades via engineering drawings and standard procedures.
· Developed lean manufacturing and Six Sigma expertise via in-depth GE training program.
· Successfully improved product quality, proactively creating supplier process upgrades.

UNITED STATES NAVY, Norfolk, Virginia • 2009 to 2014
Naval Nuclear Power Engineer and Commissioned Officer (Lieutenant)
Championed advanced operations and personnel development, leading up to 100 sailors. Directed preventive and corrective maintenance programs for critical equipment including nuclear reactors, support and launching systems, and satellite communications. Successfully coached team through performance reviews and regular communications.
· Qualified in numerous cutting-edge technologies including US Navy Warship Nuclear Power Plant operations, ship safety and operations, and key weapons programs.
· Delivered 100% incident-free operations through post-nuclear refueling systems fill and testing phase.
· Introduced new weapon system tactical doctrine, training, and maintenance program.
· Elevated nuclear reactor, offensive weapon, and weapons handling skills via training programs.
· Slashed equipment maintenance expenses, instituting standards for normal/adverse conditions.


FORMAL EDUCATION

Bachelor of Science, Mechanical Engineering
Your University Here


PROFESSIONAL CERTIFICATIONS & DEVELOPMENT

Professional Engineer
Top Secret Security Clearance (SSBI)
Six Sigma Green Belt




LYNN JONES
Anytown, USA • 123.456.7890
Email Address • LinkedIn

FINANCE MANAGER

Insightful Finance Manager with 20+ years of experience delivering business systems and financial operations leadership for top companies including XYZ Corporation and Fortune 500 Bank.
1. Directed payment processing programs and drove system improvements, managing $300M in spend.
1. Consistently optimized financial processes, eliminating redundant work while introducing key controls.
1. Launched numerous software-based tools for strategic decision making and data/process transparency.
1. Built trust with executive leadership and entire organization, presenting to the Board of Directors, presenting at the Annual Shareholder Meeting, and leading many training programs/workshops.
1. Committed to community growth, serving as Treasurer and Board Member for Youth Baseball Team.


Strategic Analysis • Business Systems • Operations • Financial Controls • Project Management
Executive Relations • Training & Development • Corporate Governance • Modeling & Analysis Tools
Team Leadership • Process Improvements • Forecasting • Reporting • Implementation • Annual Meetings


PROFESSIONAL EXPERIENCE

XYZ CORPORATION, Virtual Office • August 2000 - Present
Finance Manager (September 2012 – Present)
Guide $300M in annual spending, leading 3 direct reports. Optimize financial operations, identifying and implementing improvements to cyclical processes. Introduce payment/equity process controls. Create forecasts to drive strategic decision making, delivering inputs for long-range plans and short-term/long-term cash requirements. Build relationships across organization including executive leadership, developing Board of Directors presentations and providing ad hoc analysis to leaders including CFO and Senior Counsel. Lead proprietary software updates, collaborating with IT and user groups. Actively expand knowledge base across team and entire organization, originating training materials and coursework for all levels and abilities.

Process & Program Improvements:
1. Cut request backlog by 75% while elevating customer service and eliminating work of 2 full-time staff members, removing unnecessary and redundant activities during corporate restructuring program.
1. Analyzed corporate calendar structure, considering simplification options as part of cross-functional team and developing presentation to executive leadership and Board of Directors.
1. Streamlined corporate governance documentation preparation including proxy instruments for issuance to stockholders, cutting work hours by 30+ hours.
1. Outsourced 1099 preparation, ensuring document compliance and decreasing effort by 200+ hours.

Trusted Financial Expertise:
1. Elevated executive financial decision making, presenting at Board of Directors Committee Meeting.
1. Raised internal financial knowledge, leading workshop at Annual Stockholder Meeting.
1. Developed XYZ Finance 101 course, training future leaders in key processes and procedures.

Senior Accountant | Analyst (August 2000 – August 2012)
Directed $50M+ in spend, introducing numerous process improvements to drive productivity gains, improve data integrity, and cut errors. Created Microsoft Access-based tools for data analysis and reporting, utilizing commodity procurement software and database. Originated customized data reporting for clients. Served as integral part of application development, utilizing agile methodology and developing system requirements, user interface testing, data validation, and documentation.
1. Established data accuracy for up to $300M+ in annual send, leading annual review, payment processing, and product quality/delivery review.
1. Integrated 3 standalone modules into procurement system as part of cross-functional project team, quickly validating complex financial processes.
1. Boosted forecasting and data visibility, utilizing historical data and expected data inputs.
1. Strengthened data quality, identifying up to 99% of data entry errors through new exception-based reporting process.
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ADDITIONAL EXPERIENCE

FORTUNE 500 BANK
Assistant Vice President | Credit Analyst | Branch Operations
Delivered wide range of analysis, operations, and portfolio management support. Facilitated credit underwriting systems, integrating credit scoring software into existing bank documentation systems. Aided executive decision making process, developing credit packages for senior management credit committee. Managed daily branch operations including teller settlement, business development, customer service, relationship building, personnel development, training, and reporting. Evaluated commercial credit customers across cash flow, working capital, and leverage/financial condition.
1. Orchestrated $4M in lending and deposits across 80+ small business borrowers and deposit customers. 
1. Introduced policies and procedures across new profit center and across commercial credit customers.

[bookmark: _Hlk144894017]Career Note: Experience includes role as Department Head at Walmart. Key accomplishments include managing staff of up to 40 employees in 2nd highest store in sales volume.


COMMUNITY LEADERSHIP

YOUTH BASEBALL TEAM
Treasurer and Board Member
Managed $3M budget, orchestrating receipts and disbursements for top local youth baseball organization.
1. Transformed financial operations, establishing critical financial standards/processes including budgeting model for use in determining fees and planning for new programs and activities.
1. Built key relationships with professional partners, complying with non-profit organization regulations.



FORMAL EDUCATION

MBA Coursework (12 Credits)
Your College Here

Bachelor of Science, Business Administration (BSBA)
Finance Emphasis | Information Management Systems Minor
Your College Here




WILLIAM K. SMITH
Anytown, USA • 987.654.3210
Email Address • LinkedIn

DIRECTOR, MARKETING & COMMUNICATIONS
FORTUNE 500 LEADERSHIP | COMMUNITY BOARD MEMBER

Award-Winning Director with 20+ years of experience delivering innovative marketing and communications leadership for Fortune 500 leaders (Name Drop Here).
1. Cultivated trust with C-Level leaders, serving as key advisor and counselor for world-class executives.
1. Launched cutting-edge communications programs including Big Program Named Here.
1. Built high-performing teams, leading cross-functional programs across numerous locations.
1. Honed global communications and leadership skills as part of Large Development Team.
1. Elevated brand exposure through strategic partnerships with top retailers, vendors, and community groups including Name Drop Here.
1. Known as a dynamic speaker, presenting at Industry Conference as brand ambassador.


Communications Strategy • C-Level Relations • Team Leadership • Brand Positioning • Marketing Campaigns
Public Affairs • Strategic Partnerships • Customer Experience (CX) • Digital Strategies • Corporate Giving
Program Management • Crisis Communications • Best Practices • Vendor Management • Coaching


PROFESSIONAL EXPERIENCE

BOARD/COMMUNITY LEADERSHIP | CONSULTING ROLES, Anytown, USA • April 2021 - Present
Jumpstart community development and professional success via variety of consulting and leadership roles.
1. Expanded brand presence and revenue as Marketing Consultant (May 2022 – present).
1. Established Executive Job Search Group, supporting participants through job search process.
1. Served in Leadership/Board roles with Name Drop organizations here, highlighting results.

LARGE BANK, Anytown, USA • December 2001 – April 2021
Director of Communications (April 2015 – April 2021)
Directed executive communications across 11,000-person division, advising 10 C-Level executives across 7 business lines. Directly managed 7 direct reports and 15 multi-level direct reports across numerous locations, with integrated strategy across digital, written, audio, video, and events. Allocated resources across strategic initiatives, focusing on skill balancing and professional development opportunities.
1. Served as critical advisor for Executive Team, delivering executive communications and strategic support for Vice Chairman of Consumer Banking and Chief Marketing Officer (CMO)/Head of Consumer Strategy.
1. Set strategy across 11,000 person division through division-wide Leadership Conferences, town halls, internal/external meetings, and other corporate events.
1. Developed strategic communications roadmap, creating talking points, developing weekly intranet message, reorganization announcements, presentations, and community outreach programs.
1. Delivered Crisis Communications leadership for high-profile situations including name drop here.

Director of Strategic Marketing (September 2014 – April 2015)
Created strategic marketing initiatives, collaborating with Strategic Sourcing and business lines to introduce Request for Information (RFI) to 16 top industry vendors for localized marketing programs.
1. Built relationships with Fortune 500 vendors including HP and Salesforce, proposing centralized marketing tool focused on cost-effective, scalable, and sustainable multi-channel solutions for regional sales.

Chief of Staff/Program Management (November 2011 – September 2014)
Fostered customer-focused culture throughout Customer Experience organization, leading 2 direct reports and indirectly leading entire team as Chief of Staff. Led operational and administrative programs, developing cross-functional, strategic initiatives including executive and regulatory presentations.
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LARGE BANK continued:
1. Launched Appreciation Week throughout Large Bank, developing activities for 18,000 staff members.
1. Created integrated Customer Experience communications strategy, collaborating with Risk & Compliance and Strategic Communications and managing Insights & Actions Process across all major business lines.

Marketing Leader (May 2009 – November 2011)
Led global cross-functional teams to develop new programs, building strategic partnerships with Fortune 500 leaders. Integral part of global team utilizing design thinking processes to generate innovative solutions. 
1. Landed Apple business partnership, becoming unsecured loan lender for students buying Apple products.
1. Initiated key marketing initiatives through innovation program, generating 130 ideas and 6 new projects.

Marketing Manager (December 2001 – May 2009)
Built retail partnerships with top supermarket chains, creating marketing programs to boost brand exposure.
1. Grew customer penetration from 12% to 20% in 6 years through partner database marketing strategies.
1. Secured 20% checking sales lift through marketing pilot program (name drop here).
1. Expanded brand reach through program rollout, enrolling 74,000 customers via comprehensive marketing plan including branding, product design, and retail promotions.
1. Partnered with Brand Partner for dual sponsorships of top community organizations (name drop here).

Career Note: Experience includes role as AVP, Communications Manager with Big Name Bank. Key accomplishments include serving on Communications Team and orchestrating marketing/branding across credit card, unsecured lines of credit, and mortgage products for affinity clients (name drop here).

FORMAL EDUCATION

Bachelor of Arts, English
Your University Here

PROFESSIONAL DEVELOPMENT

Leadership Development Program
Top Organization

BOARD OF DIRECTORS | COMMUNITY LEADERSHIP

List Board Work Here

CONFERENCE SPEAKER

List Speaking Events Here

AWARDS

List Awards Here
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