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Instructions

Please read and follow these instructions carefully.  This will help us serve you better.  Thank You.

1. Re-Save this file, by doing a “Save As”, with the following naming convention.

LastName_FirstName_FullYear_Month_Day.doc     

For example:  if Bill Gates was submitting his resume on April 1, 2004; he would call it:

Gates_Bill_2004_04_01.doc

2. Fill out the following forms:

· Contact Information
· Resume Template

· Skills Self-Assessment

· Employment Questionnaire
3. Once completed, delete the Instructions page & any > EXAMPLES < provided.  eMail the file containing the Contact Information, Resume, Skills Self-Assessment & Employment Questionnaire to:

Employment@Equisit.com
4. In the body of the eMail, please specify if you are applying for a specific position posted on our website.

5. Do’s & Don’ts

· DO NOT place any contact information (Address, eMail, phone #) on the body of the resume.  That information should only be supplied in the Contact Information page.

· DO review the Examples provided to mimic the style.

· DO try to maintain the format (font style & sizes) for the various sections.

Contact Information

	Full Name:
	

	Address:


	

	Phone #1:
	

	Phone #2:
	

	eMail:
	


First, Last Name
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Roles:


· Roles

· Roles

Tools/Methods:

· Tools & Methods

· Tools & Methods

Industry Application

· Industry Applications

· Industry Applications

Education

· Degree earned or working towards, Name of Institution, City & State of Institution, Date attained.

Additional Training

· Additional training

· Additional training


	Experience Summary

Summary of your experiences.

Skills Inventory

Name of skill

· Specifics within the above skill

· Specifics within the above skill

Name of skill

· Specifics within the above skill

· Specifics within the above skill

Name of skill

· Specifics within the above skill

· Specifics within the above skill




Phillip (Felipe) Montoya

	
Roles:


· Project Manager

· Program Manager

· Sr. Systems Engineer
· Process Modeler

· Business Process Re-Engineering

· Sr. Manufacturing Engineer

· Project Engineer

· Member of Technical Staff

· Electrical Engineer

Tools/Methods:

· MS Project

· SDP-21

· Dreamweaver MX

· Fireworks MX

· Flash MX

· Adobe Photoshop

· Adobe Premier

· Linux

· Apache

· MySQL

· PHP

· MS Office Suite

Industry Application

· Web Design

· Medical Practices

· Manufacturing

· Automotive

· Consulting

Education

· Bachelor of Engineering, Electrical Engineering - Stevens Institute of Technology, NJ  1981

· Master’s in Business Administration – completed 60% of requirements towards degree - Peperdine School of Business & Management, CA

Additional Training

· Project Management Professional (PMP) – currently preparing for the exam.
	Experience Summary

Over twenty (20) years of experience in the design, manufacture, process and project management of electronics and Information Technology (IT) based systems.   Provided process and technology consulting expertise to a variety of automotive manufacturers and suppliers, throughout the entire project life cycle.  As an Electrical Engineer, initial experience focused on design and development of high-speed circuit boards, control systems and test equipment.  This evolved into various assignments in the areas of Project Management of Manufacturing Information Systems, Business Process Re-Engineering, Technology Assessments and generating Competitive Bid Specifications; culminating in the start of Equisit Creations. 

Skills Inventory

Project Management

· Project Integration Management

· Project Scope Management

· Project Time Management

· Project Cost Management

· Project Quality Management

· Human Resource Management

· Communications Management

· Risk Management

· Procurement Management

· Development / Deployments / Transfer to Operations

Web Development

· Requirements Gathering

· Web hosting, configuration & management  / maintenance

· Web Design, Development & Implementation

Analysis/Design Skills

· Business Process Re-Engineering 

· System Design & Architecture


Chronological Summary of Experience

Title Held

Company, From (Month, Year) – To (Month, Year)

· Description of primary responsibilities &/or notable accomplishments.

· Description of primary responsibilities &/or notable accomplishments.

· Description of primary responsibilities &/or notable accomplishments.

Title Held

Company, From (Month, Year) – To (Month, Year)

· Description of primary responsibilities &/or notable accomplishments.

· Description of primary responsibilities &/or notable accomplishments.

· Description of primary responsibilities &/or notable accomplishments.

Title Held

Company, From (Month, Year) – To (Month, Year)

· Description of primary responsibilities &/or notable accomplishments.

· Description of primary responsibilities &/or notable accomplishments.

· Description of primary responsibilities &/or notable accomplishments.

> EXAMPLE <

Member of Technical Staff

Hughes Aircraft Company, July 1985 – September 1990

· Designed and developed a Video Multiplexer used in routing images to various Vision Systems in the Trident automated manufacturing environment.

· Designed and developed test equipment for the validation of space program flight hardware.

Skills Self-Assessment

	
	EXPERT
	HIGHLY SKILLED
	PROFICIENT

	HARDWARE
	· 
	· 
	· 

	SOFTWARE
	· 
	· 
	· 

	DATABASE
	· 
	· 
	· 

	OTHER SKILLS
	· 
	· 
	· 


> EXAMPLE <

	
	EXPERT
	HIGHLY SKILLED
	PROFICIENT

	HARDWARE
	· 
	· 
	· IBM PC’s & compatibles.

	SOFTWARE
	· Adobe Photoshop

· Adobe InDesign
	· MS Windows (All)

· MS Word

· MS Excel

· MS Power Point

· MS Project
	· 

	DATABASE
	· My SQL
	· 
	· MS Access

	OTHER SKILLS
	· 
	· Technical Sales

· Presentations
	· 


Employment Questionnaire

	QUESTION
	ANSWER

	1. What type of position are you looking for?
	

	2. Are you looking for contract or direct position?
	

	3. When would you be available to start working?
	

	4. What is your work status? (HI, HI-B, FI, Alien Resident, US Citizen)
	

	5. Why are you looking to leave your current employer?
	

	6. How far would you be willing to commute on a regular basis?
	

	7. Are you open to relocation?
	

	8. What is your current salary, hourly or yearly?
	

	9. Do you currently receive over-time pay & / or bonuses?
	


> EXAMPLE <
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