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_____________________________________________________

Your Résumé

PREPARATION INSTRUCTIONS

(Canadian Version)

Generally, a C.V. styled for the UK, European or other overseas markets will not be suitable for use in Canada.

Your C.V. should provide a description of your skills and competencies, your educational and work history, and your achievements. It may be formatted as follows:

Personal Details


Name;

Address; (where possible, use a reliable Canadian address if you have friends or family in Canada).


Phone, fax, E-mail;

Nationality (IMPORTANT Clearly state that you are applying for Canadian permanent residence visas or approved).


Career Goals; Summarize your career objectives.

Profile summary; A brief summary of your personal attributes, key skills, competencies and technical capabilities including software packages used, etc.

Educational History


Education and Qualifications


(Indicate dates and certificates/diplomas/degrees attained)


IMPORTANT; Where possible, indicate the Canadian equivalent of your qualification.

(Mention highest level of education only);

Career/ Work History


(Indicate dates; Month and Year. List your current job first)


Company / Organization Name, city, Country, and position held.

Responsibilities; Describe your duties, job content, position in organization, staff supervised, projects/challenges completed, achievements, and promotions. Also, describe the activities of your employing organization (eg industry sector, market standing, size, turnover, etc).

General data

Computer and technical experience; (Provide a description of your computer or technical competencies, including software languages etc.). 

Professional development; (Please indicate any relevant short courses taken, indicating specific skills acquired). 

Professional affiliations; (Please indicate memberships to clubs, professional regulatory bodies of industry associations).

Languages: (indicate languages spoken and level of competency).

Personal references

Name, Position, Address and contact details of two former employers of persons of good standing in the community that you know, or alternatively indicate “Excellent Professional & Personal references available upon request”.

John A. Noname

C/- 51-80 Forest Main Road

Willowdale, Ontario

Phone: (416) 483-281-681

Fax: (416) 483-281-681

E-mail; john@NZQ.com

CAREER GOAL

Seeking a challenging position requiring demonstrated skills in leadership, planning and communication, thus utilizing inter-personal skills with my experience, educational qualification and technical knowledge.

PROFILE SUMMARY

· Six years experience in Financial Analysis & Planning.

· Three years solid experience in Marketing.

· Strong interpersonal, analytical and organizational skills.

· Exposure to plant operations, production planning and management.

· Leadership skills evident in motivating others and building team spirit.

· Computer proficiency in multi-software packages, such as MS DOS, Ms Word, Oracle.

ACADEMIC CREDENTIALS

· Master of Business Administration, Institute of Business Administration, London (1990)

Major: Marketing.

· Bachelor of Commerce, University of Amsterdam, Amsterdam (1988).


WORK EXPERIENCE

June 1997 – present

       Technical Manager

Hartman Manufacturing Ltd, Utrecht, the Netherlands.

Managed the complete operation of a 220 work force, Tea manufacturing factory.

Supervised junior managers and production staff. Controlled raw material warehouse and packaging house.

Duties & achievements;

· Prepared Tea Manufacturing Strategy, which covers development, projects worth NLG2 million (CND $1.6 million), enabling a saving of NLG 500,00 per annum.

· Proposed and implemented a 5-lane Sachet packing machine to improve productivity.

· Identified wastage points and suggested improvements.

· Developed a smaller vacuum pump for packing machines.

· Managed human resource matters, including the interviewing of new personnel.

· Handled general administrative matters and managed the in-house stock management system.

January 1996 – June 1997
-Assistant Manager; Marketing

July 1991 – December 1995
- Financial Analyst; Corporate Planning


Johnson Industries, London England.

Managed the marketing programme for the leading manufacturer of commercial detergents in the United Kingdom, with an annual turnover of STG200 million (CND$350 million).

Marketing

· Responsible for reporting executive/senior management, marketing trends relating to sales and developing costs, thus developing programs and schemes to enhance sales flexibility to meet targeted requirements.

· Successfully developed and implemented various marketing schemes and sales targeted assessments programs. Also developed financial ratios industrial standards to set criteria for qualifications and disqualification as required by the management.

· Provide management with relevant marketing information used in strategic planning, product and new market analysis.

· Managed various primary and secondary research studies and data request from inception through analysis to recommendations.

· Quantify and project market information, market size, market share and channel share.

· Established marketing objectives and strategies, integrating all advertising, point of scale (POS) and promotional plans.

Financial Analyst

· Involved in the preparation of quarter/midyear/annual business plans based on the financial data compiled through market surveys and analysis.

· Controlled physical assets, capital spending through appropriation request control and tracking physical inventory and asset record reconciliation, asset tagging and disposition control.

· Developed monthly operating forecasts and detailed analysis of actual versus forecasts/budgets for reviews by the management. Directed operating management in cost reduction/containment actions to meet budget objectives.

· Represented finance department on corporate task force that created/implemented new systems. 

COMPUTER EXPERIENCE

Operating system:
DOS, Novell Network, Windows, Windows 95 and Windows NT.

Software;
Kerridge Car System, TSD Auto Sales, Microsoft Office, Microsoft Works, Microsoft Win Word, Microsoft Excel Microsoft PowerPoint, Microsoft Access, Microsoft publisher, Microsoft Schedule, Win Project, Intergraph Imagineer, Quattro Pro, Dbase, IV, Datahost and Carahost.

PROFESSIONAL DEVELOPMENT

· Attended seminar dealing with IR problems at work

· Participated in World class manufacturing workshop

· Courses for Excel for Windows and MS Word.

PROFESSIONAL AFFILIATIONS

· Member of Institute of Management London

· Alumni of International Program USDA- Graduate School

LANGUAGES

· English 

Fluent

· Dutch


Mother tongue

· French 


Conversational

· German

Basic

REFERENCES

· Excellent Professional and personal references available upon request

OTHER

· Willing to travel and relocate

· Currently resident in the Netherlands, however able to commence employment at short notice.

