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Resume Questionnaire
Name       
Position       
Home Address       
Work Phone Number       
Home Phone Number       
E-mail Address       
By:

Nancy Swain, M.A.

Strategic Intelligence, Inc.
214-646-8871
“Define your value proposition and go to market strategy

Focus and funnel your sales & service excellence! Reality is perception
Business Area Strengths

Click on the box next to those that apply.

 FORMCHECKBOX 

Advertising         FORMCHECKBOX 
 Media Relations

 FORMCHECKBOX 

Operations         FORMCHECKBOX 
 Inside Sales
 FORMCHECKBOX 

International Operations

 FORMCHECKBOX 

Financial Planning

 FORMCHECKBOX 

Financial Modeling

 FORMCHECKBOX 

Financial Controls/Costing

 FORMCHECKBOX 

P & L        FORMCHECKBOX 
 Budgeting
 FORMCHECKBOX 

Customer Service
 FORMCHECKBOX 

Bank Relations

 FORMCHECKBOX 

Strategic Planning

 FORMCHECKBOX 

Turnarounds

 FORMCHECKBOX 

Start-ups            FORMCHECKBOX 
 Turnarounds

 FORMCHECKBOX 

Human Resources Administration

 FORMCHECKBOX 

Staffing        FORMCHECKBOX 
 Recruiting
 FORMCHECKBOX 

Quality Assurance/TQM

 FORMCHECKBOX 

Legal and Regulatory Compliance

 FORMCHECKBOX 

Consultative Sales/Partnership Selling

 FORMCHECKBOX 

Process and Systems Improvement

 FORMCHECKBOX 

Distribution/Supply Chain Management/Logistics

 FORMCHECKBOX 

Mergers/Acquisitions

 FORMCHECKBOX 

Marketing

 FORMCHECKBOX 

New Business Development

 FORMCHECKBOX 

Research

 FORMCHECKBOX 

Training/Mentoring/Coaching

 FORMCHECKBOX 

Feasibility Studies

 FORMCHECKBOX 

Project Management

 FORMCHECKBOX 

B-to-B Relationship Management

 FORMCHECKBOX 

Program Management

 FORMCHECKBOX 

Manufacturing Engineering

 FORMCHECKBOX 

Facilities Management

 FORMCHECKBOX 

Maintenance

 FORMCHECKBOX 

Public Relations

 FORMCHECKBOX 

Policies and Procedures

 FORMCHECKBOX 

Lean Business Practices

 FORMCHECKBOX 

Systems Design and Integration

 FORMCHECKBOX 

Leadership and Team Building

 FORMCHECKBOX 

E-business Strategies

 FORMCHECKBOX 

Product Planning

 FORMCHECKBOX 

Business Integration

 FORMCHECKBOX 

Risk Management

 FORMCHECKBOX 

Pricing
 FORMCHECKBOX 

Office Management
 FORMCHECKBOX 

Sales/Sales Management

 FORMCHECKBOX 

Account Development Strategy

 FORMCHECKBOX 

Vendor Relationship Management

 FORMCHECKBOX 

Conflict Resolution/Problem Solving

 FORMCHECKBOX 

Performance Management

 FORMCHECKBOX 

Change Management

 FORMCHECKBOX 

Purchasing

 FORMCHECKBOX 

Public Speaking   
 FORMCHECKBOX 

Presentations

 FORMCHECKBOX 

Fund Raising

 FORMCHECKBOX 

Business Performance Measurement

 FORMCHECKBOX 

Negotiations

 FORMCHECKBOX 

Innovation    FORMCHECKBOX 
 Visionary
 FORMCHECKBOX 

General Management

 FORMCHECKBOX 

Foreign Languages
 FORMCHECKBOX 

Additional Areas:
     

     

     
Knowledge Areas

Click on the box next to those that apply.

 FORMCHECKBOX 

Industrial Products

 FORMCHECKBOX 

Service Solutions

 FORMCHECKBOX 

Vehicle Components

 FORMCHECKBOX 

Filtration Technology

 FORMCHECKBOX 

Power Utilities Industry

 FORMCHECKBOX 

Water Supply, Waste Water Treatment, Processing Industry

 FORMCHECKBOX 

Life Science

 FORMCHECKBOX 

E-commerce

 FORMCHECKBOX 

Customer Knowledge

 FORMCHECKBOX 

Competitor Knowledge

 FORMCHECKBOX 

Regulatory Compliance

 FORMCHECKBOX 

OSHA

 FORMCHECKBOX 

Technical Knowledge

 FORMCHECKBOX 

Company Knowledge

 FORMCHECKBOX 

Benchmarking

 FORMCHECKBOX 

Economic Value Added

 FORMCHECKBOX 

Flow Technology

 FORMCHECKBOX 

Service Solutions

 FORMCHECKBOX 

Material Handling/Logistics

 FORMCHECKBOX 

Inventory Control

 FORMCHECKBOX 

Integrated Systems

 FORMCHECKBOX 

Information Technology

 FORMCHECKBOX 

Manufacturing
 FORMCHECKBOX 

Real Estate

 FORMCHECKBOX 

Merchandising

 FORMCHECKBOX 

After-Market Parts/Accessories

 FORMCHECKBOX 

Product Knowledge

 FORMCHECKBOX 

International Sales, Service, Support

 FORMCHECKBOX 

Material Handling and Logistics

 FORMCHECKBOX 

Right Sizing

 FORMCHECKBOX 

Systems and Processes

 FORMCHECKBOX 

Incentive/Compensation

 FORMCHECKBOX 

Corporate Finance

 FORMCHECKBOX 

Strategic Management

 FORMCHECKBOX 

Healthcare

 FORMCHECKBOX 

Pharmaceutical

 FORMCHECKBOX 

Retail

 FORMCHECKBOX 

Radio and Television

 FORMCHECKBOX 

Call Center

 FORMCHECKBOX 

Supply Chain Management

 FORMCHECKBOX 

Law

 FORMCHECKBOX 

Engineering

 FORMCHECKBOX 

Science

 FORMCHECKBOX 

Event Planning
 FORMCHECKBOX 

Graphic Design

 FORMCHECKBOX 

Other Areas of Knowledge:


     

     

     

     
Personal Attributes
Click on the box next to those that apply.

 FORMCHECKBOX 

Ethical

 FORMCHECKBOX 

Strategic Thinker

 FORMCHECKBOX 

Trustworthy

 FORMCHECKBOX 

Flexible

 FORMCHECKBOX 

Results Oriented

 FORMCHECKBOX 

Team Player

 FORMCHECKBOX 

Independent Thinker

 FORMCHECKBOX 

Energetic

 FORMCHECKBOX 

Inspirational

 FORMCHECKBOX 

Innovative

 FORMCHECKBOX 

Culturally Diverse

 FORMCHECKBOX 

Creative

 FORMCHECKBOX 

Loyal

 FORMCHECKBOX 

Out-of-the-box Thinker

 FORMCHECKBOX 

Problem Solver

 FORMCHECKBOX 

Negotiator

 FORMCHECKBOX 

Detail Oriented

 FORMCHECKBOX 

Risk Taker

 FORMCHECKBOX 

Resilient


 FORMCHECKBOX 

Bilingual

 FORMCHECKBOX 

Focused

 FORMCHECKBOX 

Effective Communicator

 FORMCHECKBOX 

Skilled Networker

 FORMCHECKBOX 

Global Thinker

 FORMCHECKBOX 

Smart

 FORMCHECKBOX 

Opinionated

 FORMCHECKBOX 

Competitive

 FORMCHECKBOX 

Leader

 FORMCHECKBOX 

Accurate

 FORMCHECKBOX 

People Person

 FORMCHECKBOX 

Visionary

 FORMCHECKBOX 

Dependable

 FORMCHECKBOX 

Entrepreneurial

 FORMCHECKBOX 

Understanding

 FORMCHECKBOX 

Persistent

 FORMCHECKBOX 

Goal Oriented

 FORMCHECKBOX 

Sensitive

 FORMCHECKBOX 

Dedicated

 FORMCHECKBOX 

Determined

 FORMCHECKBOX 

Change Agent

 FORMCHECKBOX 

Innovative

 FORMCHECKBOX 

Analytical

 FORMCHECKBOX 

Other Descriptors:


     

     

     

     
Quantifiable Accomplishments/Achievements

Identify six accomplishments or achievements in your lifetime thus far that you are proud of. Featured accomplishments or achievements usually result from a problem you solved; an initiative you implemented; a change you managed; an opportunity you seized; teams, departments, or initiatives you managed or directed; something you developed, designed, or created; a successful negotiation; a time you were chosen or selected; an award you received; a degree earned; an acknowledgement; a promotion; a speech given; or an industry or academic affiliation. It is important for you to use quantifiable examples. Dollars, percentages, numbers, or comparisons from before you implemented the solution.  Such as:  acceleration in productivity, sales over prior year not just percentages like an increase in 10%, but 10% of what dollar amount.
The following list should assist you.

Revenue, Profit or Sales Increase – dollars or approximate dollars

Reduced Manpower – by how many

Increased or Accelerated Productivity – by how many days or weeks

Deliverables – What were they worth?

Reduction of Costs – dollar amounts or approximates

Increased Savings – dollar amounts or approximates

Expanded Market Share – by how much percentage worth how much in sales or revenue to the company

Increased Efficiencies – by how much
Enhanced Service – How do you know? How did this affect the bottom line?

Increased Competitiveness – How do you know?

List these accomplishments in P-A-R format.

Problem (or situation)

Action (you took)

Result (quantify)

1. P       
A       
R       
2. P       
A       
R       
3. P       
A       
R       
4. P       
A       
R       
5. P       
A       
R       
Additional Information

Please list all foreign languages you speak.

     
Please list your computer skills.

     
List at least five activities, functions, or responsibilities you enjoy doing the most in your professional position.

1.      
2.      
3.      
4.      
5.      
List any leadership roles you manage outside of work.

     
List any awards or acknowledgements for leadership in the community.

     
List any publications.

     
List boards you serve on.

     
List industry or academic affiliations.

     
List recent speeches given.

     
Family and hobby interests.

     

Education

List any degrees earned, the granting institution, and the year received.

Degree Institution       
Year Granted       
Degree Institution       
Year Granted       
Degree Institution       
Year Granted       
Please list certifications or continuing education courses you have completed.

     
Work Experience

List your work experience for the last 20 years, beginning with your current position 
(see page 8 for additional entries).

Current Company       

Start date       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
     


Company       

Dates        to       
Title       
Location       
General Responsibilities:
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