Homework Document

CorporateWarriors has put together this document to assist you in compiling the information that will be used to create your credentials portfolio.  If you have any questions, please call Joelle at (916) 630-4545. 

Take Advantage of the Template Format

When you create your document, highlight and replace the text on the template with your own information (i.e., replace “Your Name” with your own name, and “Company Name” with the name of the company you worked for, etc.) 

Give us “Too Much” Information

An abundance of information will allow the resume writer to pull out the most pertinent and powerful pieces to build your credentials portfolio.  You don't have to worry about format or wordsmithing—just present all the information so that the resume writer will get the understanding of what you did in that position.  If you don't quite know how to present something, type in notes or tell a story that will allow the writer to understand what you are trying to say.  

Samples to Assist you in Completing Homework

To stimulate your thinking and let you examine some samples of how others have put together their credentials packages, go to the www.corporatewarriors.com website and click on the Executive Services button on the tan navigation bar across the top.  Scroll down to the Warriors Network link on the left of the chart and click the links to reach the Warriors Network page.  Scroll down to the five sample names in the Warriors Network roster.  Clicking on a name will bring up that person's "online business card."  There is a link at the bottom of the "business card" that will allow you to view the online portfolio.  For privacy purposes, the addresses and contact information have been concealed, but you are free to browse these five sites to get a feel for how to gather the information needed for each document.  Viewing these samples might also stimulate your thinking on your own accomplishments and insights when it comes time to put together those documents.  

Tips to Make it Easier

This is a "working" document, so if you only fill in random pieces here and there, no one will be the wiser until you pull it all together and send it out to us.  You'll probably find that some of your past jobs will be easier to put together.  Fill those in first and go back to the tough ones later.

Homework Templates
Contact information section:  

It is important to provide all the correct contact information as you would like it to appear on your resume package. 

Please complete contact information (replace red areas with your own information):

Your Name

Address (street address, city, state, zip code)
Phone:  (999) 999-9999  Email:  me@email.com

Job history section:  

This job history section is the template you should use for creating your chronological work history.  Complete one chronological work history section for each position you have held, LISTING THE MOST RECENT FIRST and working your way backward.  

There are eight job history “templates” in this document.  If you need more to accommodate your work history, simply copy and paste as many of the blank templates as you will need to display your job history.  If you don’t use all eight, you may delete the extraneous ones.

Follow the template and fill in the appropriate spaces.  

PLEASE NOTE:  DO NOT add any formatting (tabs, headers, footers, indents, font style, bolds, italics, ALL CAPS, etc.) to the text or headings.  Your credentials will be formatted to match your online resume portfolio by our staff.
Professional Experience
Company Name

City, State

Position Title

YYYY to YYYY (dates of employment—use years only)

Outline responsibilities in a narrative paragraph format.  Use powerful sentences using action verbs.  Avoid using passive phrases such as:  responsible for . . .  responsibilities included . . .  etc.

· List three to five accomplishments you achieved during this job.  Include "results" in these accomplishments.  If you implemented a new process, how did it affect the company's efficiency or position?  Did you accomplish something that impacted the company's bottom line?  If so, can you quantify that in a percentage or by a dollar amount?  Type here; pressing the Enter key at the end of the sentence should continue the bulleting function.
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Additional Resume Information:

This section is the template you should use for adding additional information to your resume.  We have listed common headings that can be used; use as many as you would like to appear.  It is not necessary to use all of them.  Delete any extraneous headings that you do not use.  

Only fill in the information below that will contribute to your employment expertise.  Leave any headings blank that are not applicable.
Education
· List most recent first. Include degree conferred, credit hours received (or certification), name of institution, location, and year of graduation or completion. Indicate major field of study or course emphasis.

Continued Education/Professional Development

Honors, Awards, or Special Recognition 

Specialized Computer Skills

· Any specialized skills that go beyond basic Internet, Microsoft Office and contact management software.  For example:  programming languages, networking capabilities, etc.
Publications:

Community Organizations/Activities 
· (Include leadership roles and involvement in volunteer work, clubs, church, social, school, and politics)

Key Accomplishment Summaries:  

Expand on selected accomplishments that were listed in your chronological history of employment.  We recommend three to five (based on the number allowed in your contract for your selected program).  Pick the most significant accomplishments in your career and expound on them in minor detail as to the situation/problem that caused you to take action, each successive step you took in creating a solution for that situation/problem, and then outline the bottom-line results of those actions.  Each of these should fill at least 2/3 of a page at minimum.

Be sure your results are quantified or at minimum qualitative.  

When you create each, highlight and replace the blue heading text and the black text on the template with your own information.  

Use a strong, descriptive title:  Descriptive Title
Situation: 

(Project, Problem, Concept, Task): Define in two or three sentences.  Please be thorough in outlining this situation.  Describe all contributing factors and economic conditions that might have affected the problem.  Here is a good illustrative sample:  

A major discount retailer had a history of not being profitable from inception.  No reporting processes were in place that could track performance, expense management, and labor statistics.  Existing reports dealt predominantly with gross profit margins and sales; these were not sufficient to provide data that would enable management to manage these stores efficiently.  As a result, profitability was poor year after year.  Controls needed to put in place for detailed reporting procedures; management had to be trained to analyze the report findings and utilize them to increase profitability.
Action Plan: 

· (Implementation, Resolution): Define using a series of bulleted sentences that illustrate the progression of your action. Begin each with an action verb.

Results: 

In a brief narrative paragraph, indicate what positive results occurred as a result of your actions. Ideally provide quantitative results (numbers, dollars, percentages). If impossible to quantify, provide qualitative results (i.e.: effective, efficient, improved, increased, motivated, etc.).  Give prior figures as a comparison.  
You should strive to make this document is a full page in length, but the final version (after our editing) must not exceed one page.
Key Accomplishment Summaries:  
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Action Plan: 

· (Implementation, Resolution): Define using a series of bulleted sentences that illustrate the progression of your action. Begin each with an action verb.
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You should strive to make this document is a full page in length, but the final version (after our editing) must not exceed one page.
Industry Insights:  

Develop a one-page summary of the key issues and concerns relevant to successfully performing the requirements of your area of expertise (or for the position you have targeted).  When you create each, highlight and replace the text on the template with your own information.  Use a strong, descriptive title at the top of the page.
Your insights document is the most powerful of all of them.  Its purpose is to let the hiring manager know you "get it."  Focus on the industry or functional area you are targeting for your next position and voice your opinions as to the most important challenges/issues/solutions for those areas.  You'll want a powerful main title and several (six or seven) subtitles (areas of concern or challenge) with a few sentences in each paragraph outlining your ideas for these areas.  The samples recommended at the beginning of these instructions will give you a good idea of how to put this document together.  
The template begins on the next page.

When you create each, highlight and replace the black text on the template with your own information.  The blue headings should remain in place.

You should make sure this document is a full page in length, but the final version (after our editing) must not exceed one page.  
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