Career Executive Options, Inc.


5601 N.W. 72nd Street, Suite 324


Oklahoma City, OK 73132

sferguson@ceo-options.com

405.603.7027

Fax: 405.603.5121

www.ceo-options.com



Name: ____________________________________________ Home Phone: ______________________

Address: __________________________________________ Business Phone: ____________________

City, ST, Zip: ______________________________________ Cell Phone: _______________________

Email: ____________________________________________ Fax: ______________________________

Employment Objective (Please be as specific as you can about your career objective): ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Formal Education

College: _________________________________ City/ State: __________________________________

Dates Attended: ___________________________ Degree: _____________________________________

Major: __________________________________ G.P.A.: ______________________________________

Honors / Awards: ______________________________________________________________________

Graduate School or Vo-Tech

School: _________________________________ City / State: __________________________________

Dates Attended: __________________________ Degree: ______________________________________

Major: _________________________________ G.P.A.: _______________________________________ 

Honors / Awards: ______________________________________________________________________

License / Certificates: ___________________________________________________________________

Special Seminars, Workshops, and Courses:

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Special Technical Skills & Abilities

Make a list of the office, technical, or professional skills that you developed through formal education or on-the-job-training. Consider computer software/ hardware, foreign languages spoken/ written, industrial heavy equipment, computer programs or skills.

 __________________________________________  _________________________________________

__________________________________________  __________________________________________

__________________________________________  __________________________________________

Training You Have Received

List all training you have received, whether in-house or through an outside organization. This could include specific courses such as “Who Moved My Cheese?” or other training such as sales, leadership, total quality management, etc.

__________________________________________  __________________________________________

__________________________________________  __________________________________________

__________________________________________  __________________________________________

Professional Memberships & Committees

List all memberships or committees. Be sure to include dates if they are important and any positions you held or specific accomplishments you helped achieve. 

__________________________________________  __________________________________________

__________________________________________  __________________________________________

__________________________________________  __________________________________________

Professional Awards & Honors

__________________________________________  __________________________________________

__________________________________________  __________________________________________

__________________________________________  __________________________________________

Training You Have Presented

List any training that you have presented or developed. This could be to your subordinates or peers, within your company or to outside individuals. Possibilities include training in sales, hiring policies, etc.

__________________________________________  __________________________________________

__________________________________________  __________________________________________

__________________________________________  __________________________________________

Community Involvement

Summarize what you have done or what you can do to support your career objective. Example: Headed up a team of 50 volunteers that generated $10,000 for local charity.

__________________________________________  __________________________________________

__________________________________________  __________________________________________

__________________________________________  __________________________________________

What Else?

List any other factual information that demonstrates your skills, abilities, interests, accomplishments, or achievements. _________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job Related Skills / Transferable Skills

List your major skills & abilities. This format will outline your most relevant job skills and provide supporting evidence (accomplishment statements). Quantify your accomplishments as much as possible, using specific numbers to demonstrate your capabilities. Try to provide at least three accomplishment statements for each skill that you list. Some potential skills include Management, Human Relations, Communication, Quality Control, Project Management, Customer Service, Training, etc. Please review the example below to see how to fill out this section. If you need more room please use another sheet of paper.

Your Skill Area: Definition

1. Accomplishment Statement

2. Accomplishment Statement

3. Accomplishment Statement

4. Accomplishment Statement

Example:

Skill Area: Inventory Management

Definition: Controlling cost and quantity of large inventories to reduce overall costs and increase profitability.

1. Responsible for $2.5 million dollars of OEM inventory.

2. Improved tracking system to expedite orders, reducing wait time by 29%.

3. Consolidated 3 warehouses into one, eliminating wasted space and labor.

4. Planned monthly inventory with purchasing department to ensure needed supplies would be at hand.

Skill Area: ____________________________________

Definition: ___________________________________________________________________________


_____________________________________________________________________

1. __________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________

3. __________________________________________________________________________________________________________________________________________

4. __________________________________________________________________________________________________________________________________________

Skill Area: ____________________________________

Definition: ___________________________________________________________________________


_____________________________________________________________________

1. __________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________

3. __________________________________________________________________________________________________________________________________________

4. __________________________________________________________________________________________________________________________________________



Skill Area: ____________________________________

Definition: ___________________________________________________________________________


_____________________________________________________________________

1. __________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________

3. __________________________________________________________________________________________________________________________________________

4. __________________________________________________________________________________________________________________________________________

Skill Area: ____________________________________

Definition: ___________________________________________________________________________


_____________________________________________________________________

1. __________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________

3. __________________________________________________________________________________________________________________________________________
4. __________________________________________________________________________________________________________________________________________
Skill Area: ____________________________________

Definition: ___________________________________________________________________________


_____________________________________________________________________

1. __________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________

3. __________________________________________________________________________________________________________________________________________

4. __________________________________________________________________________________________________________________________________________

Skill Area: ____________________________________

Definition: ___________________________________________________________________________


_____________________________________________________________________

1. __________________________________________________________________________________________________________________________________________

2. __________________________________________________________________________________________________________________________________________

3. __________________________________________________________________________________________________________________________________________
4. __________________________________________________________________________________________________________________________________________
Relevant Work History

List only work history that is relevant to your target area. Start with your most recent employment and move backwards. Again, try to quantify your job duties and accomplishments, using specific numbers to explain and demonstrate what you have done.

Job 1 (Current or most recent employment)
Company Name & Location: ___________________________________________________________

Dates Employed: ______________________________ Job Title: ______________________________

Position Summary / Typical Job Duties: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Specific Responsibilities / Accomplishments (Quantify as much as possible):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job 2

Company Name & Location: ___________________________________________________________

Dates Employed: ______________________________ Job Title: ______________________________

Position Summary / Typical Job Duties: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Specific Responsibilities / Accomplishments (Quantify as much as possible):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job 3

Company Name & Location: ___________________________________________________________

Dates Employed: ______________________________ Job Title: ______________________________

Position Summary / Typical Job Duties: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Specific Responsibilities / Accomplishments (Quantify as much as possible):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job 4

Company Name & Location: ___________________________________________________________

Dates Employed: ______________________________ Job Title: ______________________________

Position Summary / Typical Job Duties: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Specific Responsibilities / Accomplishments (Quantify as much as possible):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Job 5

Company Name & Location: ___________________________________________________________

Dates Employed: ______________________________ Job Title: ______________________________

Position Summary / Typical Job Duties: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Specific Responsibilities / Accomplishments (Quantify as much as possible):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Note: If you have more jobs, please list them on an additional sheet of paper. Please try to follow this format to provide sufficient information. 

Professional References

Note: It is considered professional courtesy to ask permission to use an individual as a reference. Please provide as much information as possible for each reference.

Reference 1

Name:

Title: 

Company Name: 

Company Mailing Address: 

Company City, ST, Zip:

Company Phone: 

Company Fax:

Reference’s email address:

Reference 2

Name: 

Title: 

Company Name: 

Company Mailing Address: 

Company City, ST, Zip:

Company Phone:

Company Fax:

Reference’s email address:

Reference 3

Name: 
Title: 

Company Name: 

Company Mailing Address: 

Company City, ST, Zip:

Company Phone:

Company Fax:

Reference’s email address:

Reference 4

Name: 
Title: 

Company Name: 

Company Mailing Address: 

Company City, ST, Zip:

Company Phone:

Company Fax:

Reference’s email address:

Reference 5

Name: 
Title: 

Company Name: 

Company Mailing Address: 

Company City, ST, Zip:

Company Phone:

Company Fax:

Reference’s email address:

Resume Organizer





Continued next page…








