Resume Background Form

Please complete this form as completely as possible to assist us in designing and writing the most effective personal sales tool to assist you in your job search.

Please rate yourself on the following competencies on a scale of 1(lowest) to 10(highest) 

	Rating
	Competencies
	Descriptions

	
	Big Picture Thinker
	Provides prospective, future focus, vision with a broad view of potential issues and challenges.  Firm understanding of businesses, organizations or markets.

	
	Flexible
	Able to change direction and priorities when unpredictable events occur. Able to deal with change and ambiguity.  Open to new ideas.  Able to stay engaged and quickly adapt when dealing with unknowns.

	
	Customer Focused
	Observes a high standard of acceptable responsiveness to customer needs and strives to meet customers’ expectations.  Able to build strong relationships through trust and respect. 

	
	Communication Skills
	Ability to communicate proficiently through both written and verbal means.  Confident speaking voice.  Listens to what people say and able to synthesize information to accurately restate what others communicate.

	
	Decision Making
	Assesses situations and makes independent decisions.  Determinations based on information, analysis, experience, and wisdom.  Ability to own the decision making process.

	
	Initiative
	Uncovers opportunities to benefit the group and highlight individual talents.  Seen as a contributor that impacts department goals.

	
	Self-Awareness
	Knows own strengths and weaknesses.  Seeks feedback, receives input without defensiveness and gains insight from mistakes.

	
	Time Management
	Uses time effectively, organizes workloads, setting priorities and meets deadlines. 

	
	Innovative
	Open to new ideas.  Looks objectively at new ways of doing things. Creative in thought and action.

	
	Team Player
	Relates well, builds rapport, and consistently contributes to the group.  Diplomatic and tactful when working with others.


The purpose of a resume is to open the door.  It’s a short professional introduction.  Think of times in you life when you have been introduced to new products and services.  I think that some 30-second commercials are great examples of short concise introductions.  Others are terrible.  What makes some commercials work and others not work?  One aspect is format, another is content, and a third is the message.  Each is equally important.  We have a great format and but we need your help with the effective content and the message.

We need to identify your focus. Please complete the following;

I am interested in a                             position in                            industry with these responsibilities:                                                                 .   Three key skills or abilities that will help me are                            ,                               and                                .    
Now we need a list of industry and position specific key words. Here are Phil’s key words; he’s an HR guy.   
PHR, SHRM, Education, MBA, Mediation, Flexible, Employee Relations, Hard Working, OSHA, EEO High Energy, Performance Management, Benefit Management, Total Compensation Design, Solutions Orientation, Computer Literate, Outgoing, Positive, People Soft, Taleo, Ceridian, Process Management, Team Building, Six Sigma Black belt, Crisis Management, Contract Negotiation, Employment Law, Recruiting Systems      
Your list may be shorter or longer and that’s ok but we need as many keywords as you can directly attribute to your experiences and your targeted job.

Please type your keywords here:                         .
Work History
Now we’re going to focus on your work history and quantifying your experiences.  Please fill out any information that isn’t already on a resume, which you provided us. We’ll be starting with your most recent work experience.   We want to focus on your results.   When describing each experience we want you follow this train of thought.  Was I good at what I’ve done? How did I know that? How did others know that? What criteria were used to evaluate my work? What were my contributions? What were the results of my activities?

We need to come up with 5 SOAR statements for each of your past roles.  Note, you only need a maximum of 10 years relative work experience on your resume.  If you are making a career change we need your experiences for the last 10 years even if they don’t directly relate.  If you don’t have 10 years of experience go back as far as you can.  A SOAR statement stands for Situation Opportunity Action and Result.  We’ll help you with the statement itself but we need the situation, opportunity, action and result from you.

SOAR Examples

Situation: What was the situation behind your contributions? 

Example: There was little communication between the home office and the new construction sight. Materials were being ordered at the wrong times.

Opportunity: What was the Challenge, problem or need?

Example: If the materials weren’t there on  time then we had builders sitting around with nothing to do.  This was a huge cost on the company and delayed project completion.

Action: What did you do?  What action was taken?  What were the specific steps that you took?

Example: Improved communication between the work site and the home office by scheduling and facilitating biweekly status calls with the site manager.  On occasions when the site manager was not available I took the initiative to visit the site for an assessment.

Result: What was the impact of your actions?  What difference did you make?  What were the results?

Example: Improved month over month sight efficiency by 20% by reducing bottlenecks and slag time in the delivery of construction materials.  This resulted in a 5% growth of project revenue to the firm.

With this information our professional writers create a qualitative or quantitative SOAR statement for your resume.

Example: Improved project efficiency by 20% through the design and facilitation of communication systems between the home office and the worksite to reduce slag time and bottlenecks in the availability of raw materials.  Resulting in 5% revenue growth per project.

Please fill out 5 SOAR sets per position.  Use as much detail as possible.  The boxes will automatically expand as you add content.
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Finally, Tell us about your education.  We need to know what schools, dates of attendance and diplomas, degrees and certifications you may hold.

Please email this back to editor@theresumeadvisors.com with a copy of your past or present resume and well start work our your new professional resume.

