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      E x e c u t i v e S e a r c h
Read from top to bottom 

      William W. Smith

         Blake W. Leis, President

in order to pattern your 


1000 Oak Street

                   7255 Poppy Hills Ct.
 
resume around this “model”.

       Columbus, OH 55555
         

    Blacklick, Ohio 43004      






         H#  (614) 555-5555

      Ph (614) 755-4530   Fax (614) 755-4681





           W# (614) 999-9999
          
       E-mail: blake_leis@theleisgroup.com
     E-mail: xxxxx@aol.com        
          Website: www.theleisgroup.com

XYZ Company (type your company in Bold), City, State.  




   4/95 - Present


(Give a description of your company “in italics”.)  For example: A $400 million, for-profit, publicly traded (NYSE: XYZ), outpatient rehab clinic company with 800 clinics located in 30 states.  (describe the size of your company, state whether it’s public or private, # locations, services/products your company provides, etc.)
Your Job Title (type your job title in Bold and underline it)  (Put a date in parenthesis next to this title for this job if different from date above)
Responsible for……..list your revenue responsibilities, list how many sites managed, list # states (and which ones) where you manage, total # of direct reports and # of total employees you have responsibility for, list your functional areas of responsibility (i.e. ops, fin, sales, etc.), you might also want to consider listing your direct reports by their title as that is another way to describe your responsibilities…..(include all your responsibilities in a “sentence”, or “paragraph” format).  Report to ……. (write down you boss’s job title). 

Accomplishments:   (List this subtitle in Bold, then list your accomplishments in “Bullet format”)
· List as many relevant accomplishments as you can.  This is where you can differentiate yourself from other candidates who would probably have a similar background as you (because they are applying for the same job).  The more detail you provide and specific you are, the better.  

· Types of accomplishments that are “powerful” and very relevant in today’s world include:

· Any “start-up” experiences you’ve had 

· Turn-around experiences (+ give specific examples of this i.e. Revenue / EBIDTA improvements, reduce turnover, etc. 

· Any IPO experience.  (What were the results?  Did you participate in the Road Show, if so, how?)

· Any Acquisition / Integration experiences (how many acquisitions, Revenues of co’s acquired, EBITDA you added)

· Any Multi-site and Multi-state management experience (the more sites, the better).

· Any positive “growth” of revenues or business in your area, division, or company that you can take responsibility for (list with Revenue & EBITDA levels you grew the co. to & how you grew co. (organic growth, acquisitions, etc.)

· Any growth that happened with your company or within your division during the period of time you were in your position.  (This would have affected how your job changed on a daily basis and how you've had experience doing your job in a “growing/changing” environment.)

· Maximizing EBIT / EBITDA.  (for ex. Grew EBITDA from 17% to 28% )

· Collecting A/R or Reducing days in A/R & give specifics (for ex. Reduced days in A/R from 130 to 75 days)

· Any Capital raising experience (how much capital and what was your responsibility?)

· Or list out any other ways to articulate your Financial Acumen.
	If you are in “Sales”, it is extremely important that you list: 
· “Who” you make sales calls to (job titles & industry your client company is in, and specific company names (if you feel naming company names on your resume projects more credibility, or power, or shows you have contacts within specific companies that would be valuable contacts to the companies where you are sending your resume), 
· “What” (products/services) you sold, 
· “Where” (states) you sold, 
· “Size” of your Sales Territory (revenues), 
· “Number” of sales people supervised and their titles.  
For example: 

· Responsible for selling Emergency Department contract management services to Acute Care Hospital Board Members, CEO’s, COO’s, CFO’s, and VP’s of Nursing.    
Or:  

· Responsible for selling to Hospital Purchasing, Nursing and Acute Rehabilitation departments.  Additionally sold to Home Health Agencies, Surgery Centers, Physicians (you could list out the types of physicians sold to) and managed care companies including HMO’s, PPO’s, MSO’s and PHO’s.

Or:
· Responsible for selling at the C-suite level in hospitals and nursing homes.

· Sold XXXXXXX, YYYYYYYY and ZZZZZZZZ products.

· Responsible for sales in the W / SW regions (CA, AZ, WA, OR, NV, CO, and HI).

List Any/All Sales Accomplishments, For example: 
·   Added 10 new contracts in 2003 representing $60MM in revenues and $15MM in EBITDA.
·   Awarded Salesperson of the Year in 2002 (of 25 salespeople in the company).


As you work backwards in your resume, always list your prior company, a company description, job title, responsibilities, and accomplishments.

Prior to 15 years ago, you could begin to list more abbreviated responsibilities and a more abbreviated list of accomplishments, if you want to.  I also think it is fine to continue listing thorough responsibilities and accomplishments.  I do think that the person reading your resume will not perceive your accomplishments from 15+ years ago to be as relevant as your more recent accomplishments.  Your more recent accomplishments are perceived as being a more accurate representation of your current skills / abilities.  As such, the reader will look at these more recent accomplishments as a barometer of your abilities to do the job that they are interviewing you for, so make sure your more recent accomplishments are thorough.  

Your resume can be 1-4 pages long if it needs to be, however I would not suggest it be 5 or more pages. However, it is your resume and you should create it the way you feel is best to say what you want it to say about your background / experiences / and / accomplishments. 
Education:
5/90
Master of Business Administration, The Ohio State University, Columbus, Ohio.

6/85
Bachelor of Science in Business Administration, The Ohio State University, Columbus, Ohio.

NOTE:  If you have a Masters degree which is relevant to your current position and the position you are applying for, I would suggest you list “Education” after your name / address / phone, and before Work Experience.

NOTE:  If you want to list a “Career Objective”, list it just below your name / address / phone, and before Education / Work Experience.  I, however, strongly recommend against listing a “Career Objective”.  I feel it is unnecessary, and risks your being screened-out of some opportunities due to the opportunity’s (possible) conflict with your “Career Objective”.

It’s OK if at the bottom of your resume if you want to include things like:

· Personal Information / hobbies

· Willing to travel and relocate

· References upon request

· Various (relevant) training you have had (Sales training, Management Training, etc.)

· Associations, Professional Memberships, etc. where you are a member
· Publications
