The purpose of your resume is to get you an interview. It is the advertisement to sell YOU!!   

Whether your resume is sent via e-mail or on paper create the stopping power to get people to read it.  

NOTE:  **We have provided you with some tips to assist you with writing your resume.  The information is highlighted with asterisks ** 








NAME
 







Home:  (xxx) xxx-xxxx







E-Mail: xxxxx@xxxxxx.ca
**Use a personal e-mail address. 

 If you switch companies you cannot be found. 

Note:  Hotmail is Free**     

Objective
**Create a 2-sentence synopsis of who you are and what sets you apart.  

A 1-sentence statement of what you are looking for. Customize for every position you are applying for.

Use action/initiative words such as lead, achieve, attain, procure, etc**
Business Skills & Attributes
Strategic Business/Profit Planning

· When joining in 1997, YTD EBIDTA was –8%.  At year-end EBITDA was +27% as a result of both implementing proper purchasing procedures as well as streamlining operations.

· In 1999 achieved best financial results ever with an increase of incremental revenue of over $6,000,00.

· Successfully implemented a new purchasing strategy, which resulted in an increase in revenue of over $700,000, bringing the total annual revenue to $10.1 Million, making it the largest profit centre in the company.  This was accomplished through the use of streamlining manufacturers, negotiating rebates, and incentive programs while costs and consumption remained stable. 

· Responsible for $261 Million in purchasing and procurement as well as setting-up distribution channels, and staffing for all of the USA.

Planning, Organizing, Implementing 

· Develop and implement customized servicing strategies.  Key member of the Strategic Task Force and chosen to pioneer new service concepts with key customers.  

· Streamlined the operational structures, with a triple objective of improving margins, quality of service and customer satisfaction.

· Restructured the organization in order to attract and retain expert talent in appropriate functional areas.

· Launched the creation and implementation of integrated retail marketing concepts, together with a corporate promotional program, which improved sales, operating profits and client satisfaction.

· Implemented the Hoshin planning matrix in order to improve synergies, communication and efficiency between staff departments and operational divisions, quality of service, financial results and client retention rate.

change management  


· 
Successfully integrated and led the teams of the two merged entities, representing the 3rd largest food service provider in the USA.

· Increased California sales by 90% over the course of three years.  A key factor in this was the successful acquisition and integration of a small competitor.

· Successfully negotiated the acquisition of a purchasing group based in Ontario California, achieving an ROI within the first two years.

· Established a regional office in Mississippi, merging three offices into one.  This resulted in a decrease in overhead costs as well as improved customer relations and new business development

**WHEREEVER POSSIBLE, INCLUDE BUSINESS RESULTS (QUANTIFIED).  USE ACTION/INITIATIVE WORDS LIKE INITIATED AND IMPLEMENTED, LED THE TEAM, GREW, DEVELOPED, DESIGNED, CREATED, CULTIVATED, SHARE, ETC.**
PROFESSIONAL EXPERIENCE
Company 1, City State








Dates

Position

Company 2, City State








Dates

Position

Company 3, City State








Dates

Position

Company 4, City, State


Position 









 Dates 

Position  









Dates

Position   









Dates
Company 5, City, State


Position 









Dates
Education
Master of Business Administration

XXX University 
 
Dates  
Bachelor of Arts - Sociology


XXX University 
 
Dates  
Extracurricular Interests

**There is no I in TEAM.  If you include a section of interests, make it a balanced selling point.  Let it provide some colourful highlights about you that are consistent with the job requirements.   If the job requires teamwork and/or individualism, emphasize outside interests that demonstrates how you have displayed these traits. For instance, team sports, politics, fundraising, etc.  Other common examples could include strategic thinking (chess), creativity (music, writing, home décor), resourcefulness (travel), languages, etc.  This is an opportunity to express your individualism.    We spend more time with our co-workers than with our partners and families.  Your potential boss is evaluating not only your skills and qualifications, but the more subjective interpersonal fit as well.  Give them reason to hire you on every level! **    
 14 Anywhere Road
Home:  (xxx) xxx-xxxx

Your Town, California 90210

Office: (xxx) xxx-xxxx  

 
E-Mail: xxxxx@xxxxxx.ca                                                                                      

