James C. Fotworth
1536 Green Lang Terrace 
Upper Marlboro, MD 20774
Home: (555) 555-6120
E-mail: myemail@myemail.com

EDUCATION

BA   Sociology  Flatter University, 1976
JD   Employment Law Latter Hall University School of Law, 1983

CAREER SKILLS/KNOWLEDGE
Alternative Dispute Resolution 
Strategic Planning
Diversity Training 
Marketing/Public Relations
Sexual Harassment Trainer 
Corporate Communications
Leadership Training 
Customer Relationship Management       
Project Management
Sales Trainer/Facilitat
Conflict Resolution 
Small Group Trainer/Facilitator
Workshop/Seminar Leader 
Analytical/Assessment Skills
Staff Supervision/Development 
Budget Administration
Interpersonal Skills Trainer 
Time/Performance Management
NLRB Case Handling Trainer 
EEOC Case Handling
Written/Oral Communication Skills 
Technology Applications
Teambuilding Skills Coach 
Facility Operations

CAREER ACHIEVEMENTS

Served as a facilitator and, trainer for management practices, equal opportunity requirements and diversity workshops for manager and senior executive level employees, during his fifteen years of employment at Prudential Insurance Company, from 1976-1990. 

Served as executive confidant for strategic planning and organizational change management. resulting in increased awareness and sensitivity to employee relations issues. 

Wrote employee orientation workbooks, co-wrote the text for Action Interviewing workshop for managers and conducted train the trainer sessions for regional HR personnel. 

Trained and supervised a staff of seven labor relations specialists who provided employee relations guidance and instruction to field management on a national level, resulting in a substantial decrease in the number of grievances reaching the national level of the grievance procedure and proceeding to arbitration. 

Implemented and developed a new organizational structure that increased employee efficiency and stakeholder's effectiveness, resulting in improved moral and better customer service.  

Received the Sales Circle of Honor and President's Award, while employed with Atlantic Lucent 1998-1999.  

Implemented a total quality management system while employed with Galaxy Stars Telecommunications 1992-1998.  

Received Supplier Excellence Award from Babalon for 100% on time delivery of telecommunications equipment with zero defects.  

Developed and executed sales and marketing strategy that resulted in sales of over $800,000 and the award several multi-years, multi-million dollar contracts while employed at Washington Cable Supply 1991-1992.

CAREER EXPERIENCE

First Baptist Church of Glenarden, Landover, MD
Facility Manager, September 2001-Present
Performed critical human resource functions resulting in a reduction in complaints.

Compass Computer Services, Inc.  Fairfax, VA
Director Business Development, December 2000-August 2001
Developed comprehensive marketing, advertising and sales strategy for controlled growth of technology consulting, systems integration services and software products. 

Fastnet Corporation,  Anytown, PA
Market Manager, July-October 2000   
Planned, initiated, developed and implemented marketing strategies, to establish a local marketing presence in the DC Metropolitan area of an out of state firm. 

Enterprise Zapper Company, Anytown, MD
Division/Sales Manager, April 1999 - 2000
Selected and trained sales representatives in Anytown, DC and Texas. Developed and conducted new employee orientation and product and sales training.  

Atlantic Lucent Mega Technologies,  Anytown, MD
Senior Account Executive, 1998-1999         
Sold Lucent Technologies Key and PBX telephone systems Partner, Legend and Definity and voice and data integration solutions. Received the Sales Circle of Honor and President's Award. 

Galaxy Stars Supply, Anytown, MD
Director of Operations, 1992-1998      
Responsible for sales operations of telecommunications supply company. Generated sales of $800,000.00 and developed a customer base of fortune 500 companies in seven states. Had oversight responsibility for all human resource and employee relations issues. 

Washington Cable Me, Inc. Anytown, MD
Director of Marketing & Training, 1991-1992        
Responsible for development and implementation of channel marketing initiatives and sales strategies and product training for local and regional sales staff. 

Steel Insurance Company, Anytown, NJ 
Senior Field Operations Consultant, 1976-1991     
Supervised and trained a staff of seven labor relations specialists and prepared executive level summaries, case briefs, settlement documents and other information needed to resolve discrimination allegations under Title VII of the Civil Rights Act of 1964 and unfair labor practices under the National Labor Relations Act. 

Processed employee disputes that required collaboration with other managers in other disciplines, making expert use of conflict and alternate dispute resolution. Served as facilitator and trainer for management practices workshop, action interviewing, time and performance management to assist field executives and mid-level management in maintaining good relations with employees and local union Presidents. 

Conducted numerous train the trainer workshops, action interviewing seminars, organizational change management and leadership conferences, performance appraisal, teambuilding and communication skills workshops. Conducted training on local and regional level for employees, mid-level managers and senior executives.

Example provided by Social Service Network. Additional examples can be found here!
