____________________________________________________________________________________
● ● ●                              Sample Handbill                      ● ● ●
      Director of Training and Development 
sample@myemailaddress.com                                                                                                                  630.999.9999
____________________________________________________________________________________
Training and Development Manager

Expert and impact generating facilitator and trainer at multi-organizational levels.  Empowers people trough both group facilitation and one-on-one personalized coaching focused on goal setting and action plan development. Author of two books and ex-Radio Show Host.
Key Accomplishments

· Decreased account receivable processing time by 90% through development and implementation of sophisticated computer program that transformed cumbersome manual entry process into an integrated automated system.  Implementation plan involved development of user manual and train-the-trainer program
· Improved morale, increased productivity and reduced conflict for a major hotel chain’s sales and marketing department.  Results achieved through conducting temperament assessment testing, Management Coaching and running soft skills training workshops.  Core of implementation plan centered on improving communication and information flow and department restructuring. 

· Reduced error rate by 95%, lessened downtime and streamlined operations for employee benefits firm by redesigning operational procedures for an entire department.  Implementation included computer program development, quality control measures and training manual creation and train-the-trainer program.

· Author of two books and Radio Show Host.  Foundation of programs built on helping people discover their uniqueness and make positive changes in their lives.

______________________________________________________________________________________
EXPERIENCE

Extensive experience in designing, developing and presenting both internal and external training programs at multiple organizational levels for groups of all sizes.  
Educational, technical, policies and procedures, train-the-trainer, soft skills and team building.
Professional Affiliations: ICF, CCF

COMPANY





           
        

                                                      TITLE                    

My Last Company (2005-Present)                                                                                         Training and Development Manager
My Second Company (1999 – 2005)                                                                                                                  Consultant/Trainer
My First Company (1987 – 1995)                                                                                        Account Manager/Consultant/Trainer
______________________________________________________________________________________
Target Market
Western Suburbs, Geneva to Oak Brook , Naperville to Schaumburg. Will Consider Chicago
Willing to travel, Not open to relocation  
COMPANIES
	McDonalds

Sara Lee

Sodexo

ConAgra  
Follett
	EMC2
Accenture

Tellabs

Google

McGraw Hill
	NaviStar
Eby-Brown
Calamos Investments
Millward Brown
IKON
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