Michael E. Smith

2005 S. Main St.. 


Ph:
713.555.1555  

Katy, TX 77450

 
email: michael.smith@yahoo.com 

Sample Cover Letter

Dear sir or madam,     

I am responding to your ad for a programmer.    I have a tremendous amount of diverse, applicable IT and business experience.  I’m confident that I would make a positive impact in a very short period of time.

The strengths that I bring to the table of particular value to the company are:

Team building management style – I have spent a significant part of my career developing techniques that get the best from IT people, leveraging their knowledge and investment in the business, while reaching out to and soliciting input from the business stakeholders.  A fully integrated technology department is the cornerstone to its success within the business.

Leveraging technology to improve the business – Whether it is reducing costs to improve margins through automation or providing information to knowledge workers to increase revenue, I have a solid track record of leveraging every dollar of technology to obtain the greatest measurable return in real bottom line dollars, the results of which are outlined in my attached resume.

Leadership – A critical success factor for any senior leader is his or her ability to lead their staff, but just as importantly is their ability to lead colleagues and peers as well as work as part of the senior management team.  I will bring that leadership, a positive perspective, management courage, and the experience to make sound business decisions that are always in the best interest of the company.

I look forward to discussing this opportunity with you at your convenience.

Sincerely,

Mike Smith

Michael E. Smith

2005 S. Main St


Ph:
713-555-1555  

Katy, TX 77450   


email: michael.smith@yahoo.com
SENIOR INFORMATION TECHNOLOGY EXECUTIVE (CIO)

Accomplished, bottom line focused IT leader with a proven track record of managing complex large scale projects for multibillion dollar global corporations.

· Broad-based industry experience with major focus in national multi-channel Retail Chains including traditional brick and mortar stores, catalog, and e-Commerce channels. Substantial experience in the Distribution, Logistics, Transportation and Third Party Logistics (3PL) industries as well.

· Visible achievements include successfully implementing several multimillion dollar brand name ERP projects globally, including SAP, Oracle, and Catalyst. 

· Managed staff of as many as  300 and $52 million budget

· Reduced inventory shrink by more than $5.0 million

· Reduced transportation charges by $4.0 million

· Reduced total company payroll by $3.5 million thru T&A controls

· Reduced customer charge-backs by $2.0 million

· Reduced telecom charges by $1.6 million annually

· Led Lean Manufacturing Team (entire company, not just IT)

· Possess “big picture” thinking and decisive leadership strengths; able to manage domestic and international assignments in diverse environments including growth, startup, restructuring and acquisition. Proven ability to work with CEO and senior management team to integrate IT function within the business, led restructuring and budget reduction of IT organization without compromising quality or productivity.  Recognized for business knowledge and strong commitment to maintaining high levels of operational improvements. 

· United States Navy Veteran



1976 – 1980

           E-5 Hospital Corpsman

           Honorably Discharged

· Bi-lingual (English and Spanish)

PROFESSIONAL EXPERIENCE

Acme Sports, Dallas TX 


  



07/08 – Pres

Industry – Retail

Chief Information Officer and Vice President of IT

Acme Sports is one of the nation’s largest sporting goods chains, operating over 100 stores across the United States. Our stores offer the sports and outdoors enthusiast a broad selection of equipment, apparel, and footwear at everyday low prices. Our formula of low prices and a large selection has allowed the company to become a leader in the sporting goods industry. 

Best Drugs, Inc., Houston, TX

  



2005 – 2008

Industry – Consumer Products Distribution

Chief Information Officer and Vice President of IT

Best Drugs is the global leader in the importing and distribution of personal consumer products (cosmetics, fragrances, and lotions) for today’s top retailers including Bath and Body Works, Wal-Mart, Elizabeth Arden and Victoria Secret from multiple locations throughout the U.S., Poland and China. Key accomplishments:

· Implemented new Warehouse Management System

· Integrated three major distribution centers

· Led business process mapping and re-engineering of project

· Implemented bar coding and wireless scanning

· Automated receiving, put away, and shipping functions

· Reduced costs by more than $10 million

· Implemented new Kronos time and attendance system 

· Renegotiated telecomm saving more than $600k annually

· Reduced over IT operating budget by 14% without reducing service

Bookers Books, Oak Brook, IL





2003 - 2005

Industry – Retail

Chief Information Officer and Senior Vice President of IT

Largest privately held retailer in the world, with more than 1000 on and off campus college bookstores located throughout the United States and Canada.  

Some key accomplishments:

· Designed and successfully delivered largest internally developed project in company history ($18 million project)

· Manged eComm site generating $100 million in sales annually

· Implemented automated replenishment at store level improving in-stock position

· Implemented new store systems (point of sale)

· Implemented in-store Time and Attendance and Scheduling System

· Renegotiated long distance voice contract saving $2.3 million annually

· Reduced overall IT costs by 12% 

· Created Program Management Office (PMO)

The Big Insurance Group, Indianapolis, IN



2001 - 2003 

Industry – Consumer Products Distribution

Chief Information Officer and Senior Vice President of IT

Big Insurance was the leading global distributor of educational materials, text books, self-study course content, and on-line testing to the insurance and financial services industry.   Key accomplishments:

· Automated million sq ft warehouse (WMS)

· Automated order entry and replenishment

· Implemented Yard and Transportation Management Software

· Consolidated 10 data centers into two, reducing staff and creating fully redundant 24x7 operations, and saving $22 million

· Saved $4.5 million annually by merging several regional offices into two

· Saved $5 million annually by consolidating regional programming groups

· Reduced overall IT costs by 23% by restructuring department

Bright Lights, Inc.  Indianapolis, IN 




1998 - 2001

Industry – Consumer Electronics Distribution and 3PL

Chief Information Officer and Senior Vice President of IT

Bright Lights is the world’s largest provider of third party logistics, distribution, and value added services to the wireless industry.   Key accomplishments:

· Managed global IT strategy in 21 countries

· Reduced IT budget by $3.5 million

· Eliminated consultants, consolidated data centers

· Renegotiated telecom and data-com contracts

· Replaced 15 year old ERP with Oracle’s JD Edwards 

· Created B2B and B2C web site selling $10 million in sales year one

The Limited, Inc. 
Columbus, OH



  
1989 - 1998  

Industry – Retail

Chief Information Officer and Senior Vice President of IT 

Galyans, part of the $14 billion retail giant best known for Victoria Secret and Bath & Body Works, and women’s apparel, sells a product mix of athletic apparel, athletic footwear, and sporting goods.  Key accomplishments:

· Grew division from $32 million to over a $1 billion in sales

· Implemented SAP Retail

· Implemented full point of sale system

· Implemented on line credit card authorization

· Implemented bar code and scanning

· Implemented automated replenishment

· Implemented Warehouse Management System 

· Grew IT infrastructure to support rapid growth of business 

Wal-Mart, Inc.    Bentonville, AR




1984 – 1989

Industry – Retail

Director of Application Development for The Wholesale Club (Sam’s Club)

As part of the $120 billion Wal-Mart corporation, I was responsible for managing a staff of programmers developing all of the retail, membership, and financial applications for the Sam’s Clubs.

Department of Navy  Crane, IN





1982 - 1984

Computer Programmer/Analyst GS-12

Bloomington Hospital  Bloomington, IN



1980 - 1982

Computer Programmer

EDUCATION AND TRAINING

· Indiana University, Bloomington, IN  -  BA Computer Science 

· 20+ years professional IT and business experience

· Ongoing management continuing education programs 

· Published many business, management technical articles in ComputerWorld, CIO Magazine, CIO Decisions, and others

· Frequent speaker at technical and business forums 

Your Name

Address

City, State  ZIP

Phone

Email

Objective

Briefly describe the type of job you want

Professional Experience

· Job responsibility/ achievement

· Job responsibility/ achievement

· Job responsibility/ achievement

Academic Background

Degree

School Name

City, State

Date of Graduation

Work History

Dates of Employment  Company Name  City, State

· Professional or Technical Achievement

· Professional or Technical Achievement

Dates of Employment  Company Name  City, State

· Professional or Technical Achievement

· Professional or Technical Achievement

Dates of Employment  Company Name  City, State

· Professional or Technical Achievement

· Professional or Technical Achievement

Dates of Employment  Company Name  City, State

· Professional or Technical Achievement

· Professional or Technical Achievement

Other Experience

Briefly list additional relevant skills or experiences 

References

References are available on request.

	Your Name

Address

City, State  ZIP

Phone

Email

	Position Objective
	Staff Accountant for small non-profit agency.

	Professional Experience
	Job Title

Company Name   City  State  Dates of employment

· Job responsibility/achievement

· Job responsibility/achievement

· Job responsibility/achievement

Job Title

Company Name   City  State  Dates of employment

· Job responsibility/achievement

· Job responsibility/achievement

· Job responsibility/achievement

	Education


	Undergraduate School

· degree earned

· degree earned

Graduate School

· degree earned

· degree earned

Vocational School

· certificate earned

· certificate earned

	Computer Skills


	Technical Skills

· skill 1

· skill 2

Tools Used

· tool 1

· tool 2

Certification

· this certificate

· that certificate



	Your Name

	Permanent Address

Address

City, State  ZIP

Phone 

Email
	Local Address

Address

City, State  ZIP

Phone 

Email

	Objective
	An entry-level position as a cheese straightener.  I’ve always dreamed of straightening cheese, and am willing to start at the bottom to build my career.

	Summary
	Who are you? Why are you the best candidate?

	Education
	Undergraduate School

degrees earned

coursework studied

Graduate School

degrees earned

coursework studied

Vocational School

certificates earned

	Experience
	Job Title

Company Name   City  State  

Dates of employment

· Job responsibility/achievement

· Job responsibility/achievement

Job Title

Company Name   City  State  

Dates of employment

· Job responsibility/achievement

· Job responsibility/achievement

	Activities


	Civic Involvement

Professional or Scholastic Organization membership




	Your Name

Address

City, State  ZIP

Phone

Email

	Objective
	Middle management position supporting goals of a growing widget manufacturer on the East Coast

	Summary
	Who are you? Why are you the best candidate?

	Experience
	Job Title

Company Name   City  State  

Dates of employment

· Job responsibility/achievement

· Job responsibility/achievement

Job Title

Company Name   City  State  

Dates of employment

· Job responsibility/achievement

· Job responsibility/achievement

	Education
	Undergraduate School

· degrees earned

Graduate School

· degrees earned

Vocational School

· certificates earned

	Computer Skills
	Technical Skills

· skill 1

· skill 2

Tools Used

· tool 1

· tool 2

Certification

· certification 1

· certification 2



Your Name

Address  City, State  ZIP

 Phone

Email

Objective

· Details about your objective

Profile

· Most Recent Job Title   Company  City, State  Dates

· Job Title   Company  City, State  Dates

· Job Title   Company  City, State  Dates

Education

· Undergrad Degree earned  School  City, State  Dates

· Graduate Degree earned  School  City, State  Dates

· Certification or Special Training  School  City, State  Dates

Special Skills

· Special Skill

· Special Skill

· Special Skill

Membership / Affiliations

· Professional associations

	Your Name

Street Address

Address 2

City, State  ZIP

Phone

Email


	Objective

Describe your career goal or dream job



	
	Employment History

	
	Job Title

Dates of Employment  Company Name, City, State

· Job responsibility / achievement

· Job responsibility / achievement

· Job responsibility / achievement

	
	Job Title

Dates of Employment  Company Name, City, State

· Job responsibility / achievement

· Job responsibility / achievement

· Job responsibility / achievement

	
	Job Title

Dates of Employment  Company Name, City, State

· Job responsibility / achievement

· Job responsibility / achievement

· Job responsibility / achievement

	
	Job Title

Dates of Employment  Company Name, City, State

· Job responsibility / achievement

· Job responsibility / achievement

· Job responsibility / achievement

	
	Education

	
	Dates of Attendance  School Name, City, State

· Degree obtained

· Special awards or distinction

	
	Other Experience

	
	Briefly list other relevant experience



	
	References

	
	References are available on request.



Your Name

Address  City, State  ZIP

Phone

Email

Objective

Describe your career goal

Professional Achievements

Field or Area of Accomplishment

· Achievement

· Achievement

· Achievement

Field or Area of Accomplishment

· Achievement

· Achievement

· Achievement

Field or Area of Accomplishment

· Achievement

· Achievement

· Achievement

Skills

· Professional or technical skill

· Professional or technical skill

· Professional or technical skill

· Professional or technical skill

Work History

Job title  Company Name  City, State  Dates of Employment

Job title  Company Name  City, State  Dates of Employment

Education

Degree  School Name  City, State  Date of Graduation

\References

References are available on request.

Bruce M Shultz

	15 Main Street

East Greenwich, RI 02818 
	Cell: (111)222-3333

bruce.shultz@gmail.com


	Objective
	RESUMES should only be ONE page. CV's (curriculum vitaes are 2+ pages.

	Experience

	The Chocolate Delicacy, LLC

East Greenwich, RI

Position: Technology Manager

February 1994-Current


	· Ensure stability and function of process control equipment, network.

· Build multiple site to site virtual private networks.

· Design of “Chocolate Temper Testers”.

	The Starbucks Coffee Company

East Greenwich/Wakefield, RI

Position: Shift Supervisor

February 2006-July 2007
	· Manage a team to ensure rapid customer turnaround.

· Training new employees per company guidelines.

· Inventory management and ordering.

· Trained cash controller.

· Promote long-term goal of customer’s loyalty and satisfaction.

	Wickford Marina

North Kingstown, RI

Position: Dock Manager

Summers: 2003-2006
	· Manage a seventy slip marina with respect to transient customers and seasonal customers, minimizing space-time conflicts.

· Promote positive customer interaction.

	Tratorria del Corso

East Greenwich, RI

Position: Line Chef

February 2005-July 2005


	· Prepare meals according to the head and sous Chefs.

· Attained quick promotion to line Chef from dishwasher (3 weeks).

	Education
	· University of Rhode Island

Majoring in Chemical Engineering (106 credits)

GPA: 3.56

· Relevant coursework includes: Organic Chemistry I, II, Microbiology, Biochemistry, Thermodynamics I,II, Transfer Operations I, II,  Metallurgy, Ethics.

	Qualifications
	· Proficient in TCP/IP networking layout and construction.

· Construction and design of plant monitoring and control systems.

· Proficient in Microsoft office Suite, MATLAB, Maple, VMware server & workstation. 

· Good mechanical aptitude due to experience with confectionary equipment design and participating in AIChE Chem-E-car competition.

· 10+ years of experience in customer relations.

· Excellent written and oral communication abilities.

	Affiliations
	· Member of the American Institute of Chemical Engineers (AIChE).



