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Technician Resume Sample
FULL NAME

Street Address

City, State  Zip Code

Phone Number

E-mail Address

SUMMARY:
Seven years progressive experience in an electronic manufacturing environment with ISO 9001 and 14000 certification, 4 ½ years as an electronic technician.  Skilled in the use of various test equipment, including Teradyne, Incircuit testers and company built test equipment.  Background also includes environmental stress screening of products, adaptations and repairs of test fixtures, root cause analysis, and process and design improvements, and training team members.

EXPERIENCE:

   1994 to 2001
ABC COMPANY: City, State

Electronic Technician  (1996 to 2001)

Responsible for troubleshooting, repair, and testing of digital and analog circuitry at board and final assembly levels, using multimeters, oscilloscopes, function generators, and various company testers.

· Read and interpreted schematics and blueprints.

· Daily interaction with coordinator and customers.

· Provided input for performance appraisals. 

· Received Corporate Innovation and Quality Award for participation in Six Sigma Greenbelt project in November, 2000.

Electronic Assembler / Production Planner  (1995 to 1996)

Responsible for scheduling production requirements and delegating duties to production team.

Electronic Assembly  (1994 to 1995)

Responsible for surface mount and through hole soldering and rework of prototype boards following assembly details and blueprints and drawings.  Modified board level assemblies.

   1991 to 1994
UNITED STATES ARMY: Fort Stewart, Georgia, Camp Stanley, South Korea

Specialist/MLRS Crew Member/Sierra 8 Mechanic

Responsible for preventive maintenance on equipment, troubleshooting failures and replacement of damaged or worn units.  Read and interpreted wiring diagrams and blueprints.

EDUCATION:
ITT TECHNICAL INSTITUTE: Greenfield, Wisconsin


Associate Degree, Electronic Engineering Technology

Certificate of Completion, 40 hours Mixed Technology Rework, May 2000

REFERENCES:
Available on request.
Administrative Assistant Resume Sample 
FULL NAME

Street Address    City, State Zip Code

Phone Number     E-Mail Address
SUMMARY

Over 15 years of administrative experience in service, accounting/finance, legal, retail, insurance, and transportation environments. Excellent communication, organization, and people skills.  Proficient in Windows, MS Word and Excel.  Working knowledge of PageMaker and PowerPoint.  Flexible team player, focused on accuracy and efficiency.

EMPLOYMENT
COMPANY NAME:  Waukesha, Wisconsin
03/98 to 03/03

(Leading manufacturing association with 2,200 members in Wisconsin and Illinois)


Publishing Services Assistant/Accounting Associate

Responsible for tracking charges, monthly billings, journal entries, and postal accounts for publishing services supporting eight departments in the Wisconsin and the Illinois facility.  Maintain organizational charts, assist with monthly program catalog, type and edit program materials, develop business cards, and maintain files for all projects printed in-house.   Provide superior internal customer service.

· Generate various tracking reports distributed to executive staff and department managers.

· Developed spreadsheets to track monthly billings, journal entries, postal accounts, and expenses.

· Process daily deposit for the accounting department; posted daily cash receipts deposits.

· Contacted customers to discuss application of payments; researched payment problems.

· Handled all duties associated with accounts payable for a three-month period.

COMPANY NAME: Brookfield, Wisconsin
05/96 to 02/98

(Law firm consisting of six attorneys)
Legal Secretary
Supported litigation and divorce attorneys.  Prepared documents including real estate forms, wills, and powers of attorney, and filed with the court.  Extensive contact with clients and court personnel.

COMPANY NAME: Elm Grove, Wisconsin
03/93 to 04/96

(Corporate offices of Acme Sports, sports apparel retail stores)
Secretary/Receptionist
Responsible for executive staff and sales department support.  Prepared spreadsheets and reports, provided customer service, handled all incoming calls and processed mail.

· Assisted with the closing and relocation of the corporate office to Pittsburgh.

· Developed new mail labeling system for 140+ retail stores.

· Coordinated weekly newsletter for our franchisees and stores.

· Assisted in organizing annual golf outing for the benefit of the MACC Fund.

COMPANY NAME: Waukesha, Wisconsin
09/89 to 03/92

(Midwest regional office for a trucking company)
Secretary
COMPANY NAME: Brookfield, Wisconsin
04/86 to 09/89

(Insurance company)
Insurance Brokerage Assistant

EDUCATION
University Of Wisconsin: Waukesha and Whitewater, Wisconsin

Course Work in Business Administration
Functional Resume Sample
FULL NAME
Street Address

City, State, Zip Code

Phone Number   E-mail Address

CAREER SUMMARY

Financial Manager with more than ten years of increasing financial and general management experience. Highly organized and innovative with a background in business, administration, and education. Knowledge of and experience in communication, coordination, research, reporting, evaluation, training, and management activities. Proficient with personal computers.

PROFESSIONAL ACCOMPLISHMENTS

Auditing:

· Designed and managed audits to ensure compliance with contracts and operational policies

· Performed evaluations of internal controls; recommended control improvements and increased operational efficiency

· Coordinated annual audit

· Audited various manufacturing, service, governmental, and nonprofit clients while in public accounting

· Assisted companies into compliance with Sarbanes Oxley Act Section 404

Management:
· Supervised exempt and non-exempt staffs in the areas of financial analysis, billing and receivables, general accounting, auditing, and office services

· Oversaw multi-entity general and subsidiary ledgers, payroll, accounts payable, accounts receivable, fixed assets, inventory, financial reporting, and analysis

· Conducted training seminars for new managers and staff regarding financial concepts

Financial Analysis:
· Accountable for budgeting, forecasting, financial reporting, and analysis

· Assisted with the initial public offering

· Team member for merger and acquisition reviews

· Primary consultant for ongoing evaluation of financial, statistical, and operations systems

· Completed special projects, including ad hoc reports

· Member of team for the implementation of a joint venture start up

Accounting:
· Prepared quarterly SEC reportings, proxies, annual reports, and financial news releases

· Consolidated financial statements

· Prepared subsidiary tax returns for multi-state purposes

· Tax intern

· Participated in reporting employee benefit plans

· Handled monthly closings and financial reporting

Teaching:
· Taught undergraduate and graduate accounting and management classes at the University of Wisconsin; taught auditing and accounting at Milwaukee Area Technical College

· Serve as Area Content Chair in Business for the University of Wisconsin – Milwaukee campus

· Received the University of Wisconsin Outstanding Graduate Faculty Award for 2002-2003

Computer:
· Conducted computer fraud investigation that resulted in charges brought against former controller

· Liaison for billing and accounts receivable Oracle computer conversion

· Proficient in Microsoft Suite; knowledge of Lawson, Great Plains, MIP, Ross, and general ledger systems

FULL NAME
Phone Number   E-mail Address
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EMPLOYMENT HISTORY
COMPANY NAME:  City, State (2003 to present)

Accounting Manager

COMPANY NAME:  City, State (2002 to 2003)

Manager of Financial Services
COMPANY NAME:  City, State (2001 to 2002)

Director of Accounting and Analysis

COMPANY NAME:  City, State (1999 to 2001)

Manager of Accounting Services
COMPANY NAME:  City, State (1997 to 1999)

Director of Financial Analysis and Operations
COMPANY NAME:  City, State (1993 to 1996)

Manager of Financial Operations  (1995 to 1996)

Audit Manager  (1993 to 1995)

COMPANY NAME:  City, State (1989 to 1993)

Corporate Auditor/Analyst

COMPANY NAME:  City, State (1988 to 1989)

Financial Analyst/Accountant

COMPANY NAME:  City, State (1986 to 1988)

Audit Staff

EDUCATION

COLLEGE/UNIVERSITY:  City, State

Master of Business Administration, (GPA 3.8)

COLLEGE/UNIVERSITY:  City, State

Bachelor of Arts, Health Care Administration, (GPA 3.9)

COLLEGE/UNIVERSITY:  City, State

Bachelor of Arts, Accounting, (GPA 3.8)

CERTIFICATIONS AND AFFILIATIONS

Certified Public Accountant, State of Wisconsin

Certified Business Manager

Member, Wisconsin Institute of Certified Public Accountants

Adjunct Faculty Member, University of Wisconsin

Machine Operator Resume Sample
FULL NAME

Street Address

City, State, Zip Code

Phone Number   E-Mail Address

OBJECTIVE

Position as a Machine Operator
QUALIFICATION HIGHLIGHTS

· Over 12 years of experience
(
Dependable and fast learner

(
Expertise in setting up machines
(
Pride in workmanship

EXPERIENCE / SKILLS

Machine Set up and Operation . . .
(
Turret/Vertical lathes
(
Vertical boring mills
(
Autochuckers

(
Screw machines

(
Acme thread cutters
(
Fixtures

(
Tracers

(
Electric drives
(
Micrometers

(
Inside/Outside calipers
(
Dial/Vernier scales
(
Dial indicators, 6” through 72”

Material Machining Experience . . .
(
Inside/Outside calipers
(
Dial/Vernier scales
(
Dial indicators, 6” through 72”
· Mild steel

(
High carbon steel
(
Stainless steel
· Monel

(
Copper
(
Brass
· Aluminum

(
Nickel aluminum
(
Bronze

Equipment . . .
(
Warner & Swasey
(
Gisholt
(
Bullard

(
Summit
(
Cincinnati-Betts
(
Stanko

(
Landis
(
Goss & Deleeuw
(
Acme & Gridley

MACHINE OPERATOR EMPLOYMENT HISTORY

Full Company Name:  City, State  (dates of employment)

Full Company Name:  City, State  (dates of employment)

Full Company Name:  City, State  (dates of employment)

Full Company Name:  City, State  (dates of employment)

Full Company Name:  City, State  (dates of employment)

EDUCATION

Milwaukee Area Technical College:  Milwaukee, Wisconsin

Courses in Machine Blueprint Reading, Machine Math 1, Metal Technology 1, Introduction to CNC

Managerial-Exempt Resume Sample
FULL NAME

Street Address

City, State, Zip Code

Phone Number   E-mail Address

BACKGROUND SUMMARY

Solid experience in progressively responsible positions in applications engineering, marketing research, technical sales, sales management, proposals, project management, and marketing. Strengths include:

· Developing, implementing, and maintaining business and marketing plans for the launch of a new company that grew revenue from zero to over $23 million in five years.

· Conducting terms and conditions review for individual contracts valued to $4 million and long-term blanket agreements.

· Planning and directing the $20 million annual seven person sales effort of a multi-product business to customer organizations in the paper, chemical, rubber, consumer manufacturing, and electric utility industries.

· Conceiving and implementing specialized sales plans and strategies addressing technical, service, and commercial issues for individual accounts on projects valued up to $347 million.

· Managing the development, deployment, and administration of a Lotus Notes-based enterprise-wide business system project.

PROFESSIONAL EXPERIENCE

COMPANY NAME: City, State
1999 to 2005

Legal consulting firm consisting of 150 attorneys experienced in all disciplines

Director, Marketing

· Developed and implemented the market and business plans for the launch of the new company, which grew revenue from $4 million in the first year to over $23 million in the fifth year.

· Jointly developed and implemented the company launch campaign, involving sales plans for key customer accounts and the creation of all sales and marketing tools.

· Created and implemented sales and marketing processes; created and maintained sales tools.

· Established and maintained Outage Tracking database.

· Instituted the use of IIR (PEC and Outage Tracking) databases along with telemarketing lead qualification to augment sales’ look into the market.

· Performed market research, at the request of the president, for business expansion purposes.

· Performed original steam turbine, gas turbine, and generator market studies and assisted segment managers in preparation of annual business plans.

· Conducted the terms and conditions review for all contracts.

· Negotiated individual and blanket terms and conditions contracts, ranging in value from $50,000 to $4 million.

COMPANY NAME: City, State
1991 to 1999

Global manufacturer of high-tech medical equipment.
Manager, Marketing Support  (promoted in 1997)

· Developed and implemented a corporate-wide Lotus Notes based marketing information system that provided U.S. market intelligence and data to support annual global market forecast.

· Coordinated U.S. segment of the bi-annual customer satisfaction survey.

· Wrote the sales and marketing department’s procedure manual.

· Compiled and maintained sales and marketing’s $4 million annual budget.

· Supervised three members of the marketing communications staff, which was responsible for the company’s entire marketing communications program, including branding, trade shows, industry meetings, customer and employee events, advertising, and promotional items.

· Administered the Engineering Cooperative Education program, which included recruiting, training, and mentoring of up to 12 students per rotation.

· Managed SPC Corporation program, which received the “Excellence in Cooperative Education Award” from the University of Wisconsin.

FULL NAME

Phone Number   E-mail Address
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COMPANY NAME:  continued

Team Leader, Sales Support & Proposals  (promoted in 1996)

· Led and managed the proposal team’s $100 million turnkey project.

· Drafted and finalized the Memorandum of Understanding, which formed the basis for the contract with the customer and drafted the contract document.

· Modified the German proposal document to meet U.S. practice, as well as incorporate SPC designed balance of plant equipment and installation.

Market Analyst, Sales & Marketing  (1994 to 1996)

· Handled the company’s entire market intelligence efforts.

· Provided sales and marketing information for two internal audits.

District Sales Manager, Sales & Marketing  (1991 to 1994)

· Oversaw major capital equipment promotion and sales to utility and consulting engineering accounts in Virginia and the Carolinas.

· Improved customer relations at all levels of each organization through personal contacts, special activities, the use of promotional materials, and conceptual engineering studies, which resulted in a non-competitive negotiation for a $40 million gas turbine generator peaking plant.

COMPANY NAME: City, State
1989 to 1991

Manufacturer of specialized medical and dental equipment.
District Sales Manager, ASD-Carolinas
· Planned and directed a seven-person sales force to over 200 customers representing an annual service revenue of $20 million; allocated sales, travel, and entertainment budgets.

· Developed sales personnel through corporate and local training programs and one-on-one instruction.

· Received TSP Management Award.

COMPANY NAME: City, State
1978 to 1989

Senior Sales Engineer, Atlanta Regional Sales Office  (1981 to 1989)

· Handled the promotion and sale of major capital equipment to 16 utility and consulting engineering accounts.

· Conducted plant visits, planned itineraries, and escorted high level customer personnel to Germany for inspection of manufacturing sites.

· Developed and expanded acceptance of technologies new to the U.S. market.

Proposal Engineer, Analyst and Sales Trainee, Milwaukee  (1978 to 1981)

· Generated general arrangement drawings, performance data, tabulation of historical operating statistics, editing engineering reports, and computer generation of pricing and terms of payment schedules.

EDUCATION

COLLEGE/UNIVERSITY NAME: City, State

Bachelor of Science, Mechanical Engineering

REFERENCES

Available on Request

Recent College Grad Resume Sample
NAME

Street Address

City, State  Zip Code

Phone Number   Email Address
CAREER OBJECTIVE

KEEP VERY SPECIFIC AND CHANGE FOR EACH POSITION YOU APPLY FOR

EDUCATION

NAME OF COLLEGE:  City, State

Senior Status with Major in Communication Studies and Minor in Spanish

Anticipated Graduation, May 2009

Overall Cumulative GPA: 3.903

AWARDS AND HONORS

Writing an Honors Thesis, Participant in 2007-2008 Senior Honors Program in Communication Studies

Dean’s List, All Quarters 2004 to 2007

Recipient, All School Honors Award, School of Communication Top Second Year Student, 

2006 Honors Convocation

SCHOOL ACTIVITIES AND SERVICE

Treasurer, Mortar Board National College Senior Honor Society, 2007 to Present

Treasurer, Order of Omega Honor Society, 2007 to 2008

Member, Lambda Pi Eta National Communication Honor Society, 2006 to Present

Executive Board Member and Webmaster (2007to Present)

Vice President and Scholarship Chair, Chi Omega Sorority, 2006 to 2007

Appointee to the School of Communication Dean’s Advisory Council, 2005 to Present

Appointee to the Norris University Center Advisory Board, 2005 to Present

Vice President and Treasurer, Northwestern Residence Hall, 2005 to 2006

Member, A&O Productions (Alumni Relations Committee), 2005 to 2006

Member, Northwestern University Yearbook, Syllabus, 2004 to 2005

Continued Study of Hebrew Language and Israeli Culture, 1990 to Present

WORK EXPERIENCE

COMPANY NAME:  City, State 
Summer 2007

International public relations firm

Crisis and Issues Management Intern

Daily activities included focusing on and monitoring media coverage, aiding in the development of crisis materials, and researching current and future client crises.  

COMPANY NAME:  City, State
Summer 2006

Research Assistant, Professor Jane Doe, Department of Communication

Researched support materials, checked facts, and proofed Professor Doe’s in-depth study of conspiracy rhetoric and the impact of Lillian Hellman’s famous HUAC testimony. Worked on various other academic projects and papers as well. 

COMPANY NAME:  City, State
Summer 2005

International marketing and manufacturing company

Customer Service Representative 

Assisted customers and corporate contacts with placing orders, checking the status of orders in progress, and answering questions regarding product lines.

COMPANY NAME:  City, State
Summer 2004

Internship

Served as the office receptionist, accepting constituent calls, discussing constituent problems, and assisting with organizational elements within the office.
Supervisor Resume Sample
FULL NAME

Street Address

City, State  Zip

Phone Number

OBJECTIVE
Manufacturing Supervisor position

NOTE: THE OBJECTIVE SHOULD BE CHANGED FOR EACH POSITION YOU APPLY FOR

EXPERIENCE

ABC Company: City, State 
1999 to 2000

Maintenance Supervisor

Responsible for all building and grounds maintenance and vendor contracts.  Scheduled all equipment repairs with production departments.

· Set up stock crib for maintenance department and computer ordering system.

· Wrote preventive maintenance program and spare parts inventory for all production equipment.

XYZ Company: City, State
1994 to 1999

Maintenance Supervisor

Managed the daily plant and maintenance of production equipment.  Oversaw projects to rebuild production equipment as well as cost reduction and safety programs.

· Reduced maintenance department budget by 12%.

· Modified and redesigned production machine; added inline printing, netting $35,000 annual savings.

· Worked on project to build new plant and move production equipment.

TOP DOG CORPORATION: City, State
1991 to 1994

Maintenance Supervisor Die Casting

Responsible for all vendor contacts for the purchase of maintenance items and subcontract work in the die casting department.  Oversaw projects to rebuild die-casting machines.

· Set up computer program for all work orders and scheduling.

BIG COMPANY: City, State
1986 to 1991

Production Supervisor 

Process Engineer

Maintenance Supervisor

123 COMPANY: City, State
1983 to 1986
Production Supervisor

8910 COMPANY: City, State
1980 to 1983
Production Control Supervisor

EDUCATION

MILWAUKEE SCHOOL OF ENGINEERING: Milwaukee, Wisconsin

Continuing Education, Industrial Management

Certificate Program, Plastic Technology

MILWAUKEE AREA TECHNICAL COLLEGE: Milwaukee, Wisconsin

Associate of Science, Mechanical Technology

Senior Management Resume Sample
FULL NAME

Street Address

City, State, Zip

Phone Number     E-mail Address

SENIOR MANUFACTURING FINANCIAL/ACCOUNTING LEADER

Vision, functional and business acumen, participative style and personal flexibility for both large and small environments. Expertise in:

Costing
Strategic Planning

Forecasting
Business Planning

Project Management
Containment Initiatives

Gain Share/Employee Involvement Programs 
Information Systems

PROFESSIONAL EXPERIENCE:

COMPANY NAME:  City, Wisconsin
2002 to 2008

CFO

Full financial responsibility for statement analysis, balance sheet management, all banking relationships and related cash flow analysis, and financial package review with senior management.

· Managed IT operations and investments, including a consulting firm.

· Acted as human resource manager, overseeing employee issues, required reporting, and benefit selection and administration.

· Negotiated and administered all general business insurance, including liability, pollution, and workers’ compensation.

· Served as secretary/treasurer of the Board of Directors.

· Improved monthly closing process from ten to four working days.

· Developed comprehensive financial metrics and graphic package to aid in business overview. 

· Initiated and administered business planning model to support future vision and direction.

· Developed automated pricing model to anticipate and recover material cost inflation immediately.

COMPANY NAME:  City, Wisconsin
2001 to 2002

CFO
Full responsibility to president/owner for finance, human resources and information systems. Duties involved implementing new business system (CMS – A/P, G/L modules), maintaining banking relationships regarding covenants, industrial revenue bonds, credit and evaluations, and administering (as Trustee) ESOP and 401(k) plans.

· Developed formal business plan with supporting budgets.

· Created formal expense reporting system.

· Expedited month end closing process.

· Initiated key employee training program.

COMPANY NAME:  Wisconsin, Utah, and Minnesota
1971 to 2001

Controller, Watertown, Wisconsin  (1986 to 2001)

Lead responsibility for all accounting/financial functions for a 450 employee facility generating $90 million in annual sales and supporting three business units. Duties emphasized strategic planning, business plan development and execution, and financial forecasting/budgeting. Scope encompassed:  general ledger; financial reporting; inventory/cost control; cash management; capital projects; payroll/benefits; accounts payable/receivable; credit; sales/use taxes; and, a variety of special initiatives. Managed a staff of seven.

· Replaced standard costing methodologies with a process-based system gaining greater accuracy as to the overhead/profitability attributable to each product line.

FULL NAME

Phone Number    E-Mail Address
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COMPANY NAME:  Controller Accomplishments Continued

· Won selection as a prototype facility for the corporate-wide implementation of Oracle systems; led conversion, testing and documenting the availability of fully integrated and updated data.

· Reduced daily P&L cycle time from 24 hours to 10 minutes and secured $125,000 in annual administrative savings.

· Volunteered as a beta site for the corporation’s credit card purchasing initiative for non-inventory expenditures. Program elevated individual accountability, improved cash management, reduced errors and increased purchasing efficiencies, yielding $365,000 of savings on annual purchases of $2.6 million. 

· Generated $75,000 annually in new business and reduced working capital by $100,000 per month through innovative application of the credit card program to small repair customers.

· Solved recurring inventory inaccuracies averaging up to 40% by introducing bar coding technologies; reduced work-in-process by $600,000 and shortened the physical inventory period to one day, realizing $35,000 in labor savings.

· Key member of management team recognized within corporate circles as one of its most progressive facilities and willing to test leading edge practices and novel approaches. Increased personal business vision and perspective by:

■
Implementation of Scanlon-based gain sharing program aligning compensation incentives to team, empowerment and profitability goals.

■
Leading monthly “open book” presentations to employees correlating measurements to financial performance and business outlook.

■
Obtaining Corporate Quality Examiner certification by applying Malcolm Baldrige Award principles.

■
Participated in the development of due diligence documentation for acquisitions/sales and potential joint ventures.

■
Conducted numerous capital project justifications, including the infusion of over $7 million in 4 years, accommodating the expansion of the electronics business.

■
Established financial systems and processes for managing and promoting annual growth of 15% from $25 million in 1986.

Project Finance Manager, Salt Lake City, Utah  (1981 to 1985)

Assistant Controller, Kenosha, Wisconsin  (1978 to 1981)

Cost Manager, Eden Prairie, Minnesota  (1976 to 1978)
EDUCATION:

NAME OF UNIVERSITY/COLLEGE/TECHNICAL COLLEGE:  City, State

Bachelor of Business Administration, Accounting
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