APPENDIX XX

ADDITIONAL PERSONNEL RESUME TEMPLATE


	Proposed Resource Name:
	

	Proposed Classification:  
	(i.e. Training Coordinator, etc.)

	If resource is associated with a subcontractor provide name and address of company:
	

	Percentage of  time resource will be allocated to project:
	


List the duties & responsibilities of the proposed resource and the skills and experience that qualify the individual for this project.  Please provide the name of the relevant project(s) and the year(s) the experience was obtained.
	Duties & Responsibilities
	Skills & Experience

	Description of duties and responsibilities:

Example: Training Coordinator – 

· Training plan with schedules; 

· Provide training classes for train the trainers, end-users, and administrators;

·  Develop manuals; 

· Process for updating training manuals.


	Description of skills and experience:

Developed a training plan and coordinated schedules for train the trainers, end users, and administrators. Developed an on-line reference manual and hard copy manual with a process for future updates.
Name of project(s) and year(s) of experience obtained:

Lead Training Coordinator for DHS Bridges Project 

1-1-07 through 12-31-07.



	
	

	
	


List the client references and all projects the proposed resource has worked on in the last three (3) years.  A minimum of three (3) references are required.  By submission of this information, the bidder and identified person authorize the State of Michigan to contact references and previous employers provided to verify the accuracy of the information.  Provide the identified information for each:

	Start Date: date started on project
	End Date: date rolled off project

	Client/Project: Client, with contact information (i.e.: address,  phone #s , and email address), and project name

	Employer: identify employer at the time of experience

	Title/Percentage of time: title of role on project and percentage of time spent on project

	Description: brief description of responsibilities for the project.  Include software version 


	Start Date: 
	End Date: 

	Client/Project: 

	Employer: 

	Title/Percentage of time: 

	Description: 


	Start Date: 
	End Date: 

	Client/Project: 

	Employer: 

	Title/Percentage of time: 

	Description: 


EDUCATION 

	Education

	Degree (i.e. PhD, Master’s, Bachelors)
	Example:  Master in Computer Science
	Year Completed:    1998

	Program
	Major(s) area of study:
	Minor area of study:

	University
	(include address)


	Additional Education

	Degree (i.e. PhD, Master’s, Bachelors)
	Example:  Bachelors’ in Business Management
	Year Completed:    1994

	Program
	Major(s) area of study:   

Example: Business
	Minor area of study:  Example:    Economics

	University
	(include address) Example: Central MI University, Mt. Pleasant, MI


TRAINING – Provide any relevant technical or professional training related to the role resource will be providing on this project.

	Technical or Professional Training

	Course Name
	

	Topic
	(include credit hours if applicable)

	Date taken
	


	Certifications/Affiliations

	Name  
	

	Topic/Description
	

	Date completed
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