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FINDING THE RESUME TEMPLATE

Go to http://itsa.ostglobal.com \endors

Scroll to the bottom of the page
and locate the Vendors box on - ITSA Final Subcontractor Agreement
the right ubcontractor 4 ont Q8.4

Click on ITSA Resume
Template link




SAVING THE TEMPLATE

A box will pop up asking “Do you

want to open or save this file?

Click the “Save button

File Download

Do you want to open or save this file?
lﬁj Name: ITSA Resume Template.doc

Type: Microsoft Office Word 97 - 2003 Document, 157KB
From: itsa.ostglobal.com

Open H Save H LCancel

|

Always ask before opening this type of file

Click the “Save” Button to
save the template to your

While files from the Intemet can be useful, s0

ham your computer. If you do not trust the source, do not open or
save this file. What s the risk?

0

computer for futlure use.
can potentially

ITSA

Choose a folder and hit “Save”

Save As

Save in: ‘ [ ITSA Templates

D

My Recent
Documents

€

Desktop

),

My Documents

"

My Computer

-

My Networlc

|v| (¢ ¥ e [
Choose a folder and
hit “Save" to save the
template for future
use
File name: ‘ ITSA Resume Template doc |:I [ Save l
Save astype: ‘ Microsoft Office Word §7 - 2003 Document | ﬂ [ Cancel ]




OPENING THE TEMPLATE

Click “Open” when you get the
Download Complete box

o

mE %]

Download complete

.
o4

e Download Complete

... SA%:20Resume %% 20Template.doc from itsa.ostglobal. com
[H_qqmmmﬁm _______ EEEEEEEEEEEE EEEEENEEEEEE v o]
157/B in 1 sec

Download to: E:\Doc...\ITSA Resume Template.doc

Transfer rate: 157KB/5ec

[ ] Close this dialog box when download completes

Downloaded:

l, Cpen J [Dpen Fulder] I Close

When you get the Download
Complete box click“Open”

The template will open in
Microsoft Word
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Insert Page Layout
| J ol 5 Web Layout-| | [T] Ruter
i [CJ Gridiines
Print |Full Screen

Layout | Reading

References Mailings

[] Bocuiment Map | .;{ . 5 | onePage |3 New Window | 11|

[C] Thumbnails = L)) Two Pages || (= Arrange All Ell

Zoom 100% Switch
= Page Width || =] Split 1 | Windows ~

Candidate Name
[No company information)

Title/Role: System ID:
s leciick) [as in Peoplecick)

Technology | 2 OF ¥1 ED. | LasTUSED
Technology | Mumber of years sxperience | Date technology st used

Education & Certifications:
Employment History:

{Pleaze limit entire resume to three pages)
Company & Title:
d:

Brisf Description:
Techroingies:

Example:

ACME Technology - 5r, Java Developer
October 1897 - February 2004

=veioped  financial system migrating from FoxPro 10 Java S2EE, went throuzh four major system upgradss,
andhelped develop 3 new web portal. Worked as 3 senior member of the team developing code and




HEADER

Below is an example of Joe Smith’s resume. Joe is being
submitted to Requirement 155555, Program Manager (HCM)
Level 3. Please make sure you DO NOT include any Vendor or

Candidate contact information anywhere on the resume.

1 WA ™ 2 - ITSA Resume Template.doc [Compatibility Mode] - Microsoft Word

Insert Page Layout References Mailings Review View Developer

3|

& - it ‘.
fa - - A A l[E =T =T
‘ (Times New Roman e & SfBfE =S ‘AaEchDc aasbccDe AaBb( % [tﬁ
E |
fBY Z U ~ abe 3, % Aa~|3?~ Av\ e T MNormal |7 Mo Spaci.. Headingl [= E?yalnge Edit
= S es~ -

Candidatg’s Name
Joe Smith, PMP J

Position Title Requirement Number

Title/Role: Svstem ID:
Program Manager (HCM) Level 3 155555
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SKILLS BOX contd.

You should copy the Skills section from Peopleclick and paste it
onto the template. To do this, you highlight the entire table as
shown in figure 1, press Ctrl+C to copy, click right underneath
“Skills” on the template, and press and Ctrl+V to paste. The
finished copy should look like Figure 2. e

Figure 1

Insert Page Layout References Mailings Review View Developer
= = ——— il % A
Details And Candidate Matc | |L741""“NEW““’““ Ehs A W AaBbCeDe| AaBbceDe AaBb( |
. . " . B\ L U -abe %, X Aa-|[W- A~ Change |[Editing
uired Amount of Candidate Zz ¥
Desired Experience Experience

T tiormal {1 Mo Spac.. Y =
124 = 8% 17 Stytes~

[2; i B

Joe Smith

Title/Role: System ID:
Program Manager (HCM) Level 3 155555
Skills:

k Requirement Details And Candidate Match

]
skl Required  Amount of Candidate  [Candidate  Candidate Exp.
Desired jExperience iRt Response *  Experience  (Rating

Project Management Req {8 vears Exceads 11 vars 13- Expert

-
Proficient
Managed Peoplesoft

Implementations Exceeds i85 Years 3- Expert

i i 0
Re il Profidient

Microsaft Praject Req javears ‘profigent |ERcesds {13 Years 3- Expert

Planview iHgnDes  {1vears 3 Expert imeets 1 Years 3- Expert

Knowledge of Government {

e R e P A Req j2vears e {9vears f3- Eert
Familiarity with PeopleSoft
Performance Management
Familiarity with PeapleSoft § i i H H
Enterprise Learning Management {2vears 13- Expert [Meets 2¥ears i3- Expert

Reg i2vears 3- Expert Exceeds 5 Years 13- Expert

Familiarity with Peoplesoft
Waorkfarcs Analytics

{2 vears '3 Expert meets {2 vears 3. Expert

Microsaft Office favears Excesds 13 vears 3- Expert

2
{profigent
Candidate Candidat | ; TR ! 1
Z;E::;‘:é;ﬂﬁnagwﬁm Req i5Years ESroﬂaer\t Exceeds 11 Years 3- Expert
Experience] P l : : '
Glnbal [ e ——

Fskill Required  Amount of {Expertise  Candidate iCandicate icandicate Exp.
H iting

R red Amount of
Desire Experience; o]

{ |Desired i Rating {Response *  [Experience
| Candidate Permission to
{submit Received
FAcknowledze Background
Check RENd f Selected

{Exceeds 1 Years i3- Expert

11 Years

{Exceeds 1 vears 13- Expert

Page:10f 2 | Words:337 | &0 | @8




EDUCATION AND CERTIFICATIONS

Education and Certifications can be shown in a table

Education & Certifications:

Description Valid Location(s) |Date Exp. Date | Cert ‘ Y/N ‘
Achieved #
PMP Global 10/2003 Current 79546 ¥ PMP from PMI
MCE Global 1072006 Current M/A Y MicroStrategy Certification
MBA Global 0571997 Current HN/A Y Arizona State University
.S, in Information Management Global 0571997 Current N/A Y Arizona State University
B.5. in Industrial Engineering Global 0671994 Current M/A Y  Bogazici University(Turkey)

Or a list

Education & Certifications:
PMP - Obtained 10/2003, PMI, Certification Number 55555
M.5. - Information Systems Management, Texas A&M, Obtained 1998

B.S. - Accounting, University of Texas, Obtained 1985

ITSA
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EMPLOYMENT HISTORY

List: Company & Title, Years Employed, Brief Description, and
Technologies. Any additional skills should be bolded in the
description. Please see example below:

Employment History:

District of Columbia Government—OCTO - Project Manager / Sr. Program Manager (Contractor)
October 2006 — Current
¢ Hands on personnel and project management as the Project Manager of the DCHR HCM
Modulesimplementation projectincluding PeopleSoft HCM 8.8 eRecruit, ePerformance,
eCompensation and UPK, Enterprise Learning Management (ELM) and Workforce Analytics
modules.

¢ Hands on personnel and project management as the Controller forthe PeopleSoft HCM Payroll
implementation.

e Utilized MS Project, MS Office, Sharepeint, Planview and Project Management Institute (PMI)
methodology to successfully monitor and report project performance and assure collaboration.

¢ Leveraging extensive knowledge of Government Human Resources practices, partnered with
stakeholders to develop the District’s PeopleSoft HCM strategicroadmap and developed the

citywide ERP strategic business framework.

¢ Evaluatedvarious PeopleSoft HCM Modules including Enterprise Learning Management and
Workforce Analytics for the PeopleSoft HCM strategicroadmap.

¢ Currently managing the FY09 deliverables of the DCHR HCM Modulesimplementation project.

Technologies: PeopleSoft HCM 8.8, eRecruit, eCompensation, Enterprise Learning Management,
Performance Management, Workforce Analytics, UPK, Planview, MS Project, MS Office, Sharepoint, MS
Visio
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THE FINISHED RESUME SHOULD
LOOK LIKE THIS

PAGE 1 ADDITIONAL PAGES

Joe Smith

Employment History:

[ptate Government - Project Manager / Sr. Program Manager October 2006 — Current

Title/Role: S}'stem ID: & Hancs on personnel and project management asthe Project Manager of the DCHR HCM
Program Manager [HCM) Level 3 155555 Modules implementation project including PeopleSoft HCM 8.8 sRecruit, ePerformance,
Sl =compsnsation and UPK, Enterprise Learning Management [ELM) and Workforce analytics
kill modules.
Requirement Detatls And Candidate Match +  Hancs on personnel and project management a3the Controller for the Peoplesoft HCM Payroll
Sl Required  Amauntaf Experte  Candidsts Candidate Candidate Exp. implementztion.
Desir=d Expenienos Rating Respanse *  Experience Rating *  Utiized MS Project, MS Office, Sharepoint, Planview and Project Management Institute (PMI)
. methodology to successfully monitor and report project performance and assure collaboration.
Brojmct Manzgmmnaat A=y & Ymarz ;m“ Euzmedz 1 Ymar 5 - Expart s Leveraging extensive knowledze Of GOVErNMENt HUMan Resources practices, partnered with
stakeholders to develop the District's Peoplesoft HCM strategic roacmap and developed the
Managed PeopleSaft 1- Citywide ERP strategic business framework
3 4 Years . Eomeds 5 Years 3 - Espart ity 2
Impl=mentations Reg Proficient Evzluated various Peoplesoft HCM NModules incuding Enterprise Learning Management and
Miorasaft Broject - 8Years 1- Exe 13 Years 3-B Workforce Analytics for the PeopleSoft HCM strategic roadmap.
h Proficient ®  Currently managing the Fr0D deliverables of the DCHR HCM Modules implementation project.
P laniVime Hgn Des 1Years J-Expart  Mests 1 fmars 3 - Expart
. Technologies: PeopleSoft HCMI 5.5, eRecruit, sCompensation, Enterprise Learning Management,
fnaredee o S R 2vear S-Bxpert  Exosed Y 3- Expart erlormance Mansgement, Workforce &nalyts, UPK, Flamview, 11 rcject, W1 Offce, Sharepoint, M5
P N Visio
:""‘":r":-t:",";"a ""“‘““3‘;‘" Aeg I¥ears 3-Dapert  Dwoests SYeam 5 - Expert
= MEnag=T Company One, INC., - Director of Peoplesoft HOM and Finoncials November 2004 — October 2006
. . +  Hanc: on personnel manzgement a5 the dirzctor of the global PeopleSoft HCM and Financials.
Req 2 ¥ears 3-Bpert  Meets 1¥ears 3 - Bxpert « Directed 2 Peoplescft 8.8 upgrade project to success.
Directed the worldwide PeopleSoft ERPimplementation program, replacing EMEA and APAC
= g IY¥=ar I-Expart  Masts IY¥=ar 3 - Expart applications. with Peoplesoft [rhase I}
Warkfarce Analytic s Utiize2 Ms Project and Ms Office and Project Manzagement Institute (PMI) methodology 1o
Miorasaft Offios Reg 3 Years - Ewomads 13 Years 3 - Expart successfully monitor and report project performance.
Proficient ®  Leveraging extensive knowledge of Human Resources and Financial practices developed and
Parsonnsl managEmaTt - 5 Years 1- Exe 11 Years 3-B managed the PeopleSoft HCM and Financials strategic roadmap including the evaluation of the
=eperisnos - Proficient - HCM expansion and outsourcing vs. in-house maintenance options.
Glatral Candidate Requirements Technologies: Peoplesoft KCM 5.5 , PeopleSoft Financials B.E, MS Project, MS Office, M Visio,
Shall Required  Amountof Expertie Candidate Candidate Candidate Exg. WebMethods Fabric (504}
Desired Experienos Rting Response *  Experience 3

. . Company Two Inc., - PeopleSaft HCOM Project Director August 2003 — November 2004
§L,“; M“ZE‘-” o Amg Exoasd: 11 Years 3 - Expart e Hands on personnel and project management asthe director of the full cycle PeopleSaft HEM
8.8 implementation at Oakland County, Michigan.
é‘;‘:’ﬁ"d?*ﬁld if;“‘smd“'d g Eummsds 1 Years 5 - Bupart Leveraging extensive knowledge of Government Human Resources practices, successfully
implemented Peoplesoft HCM E.8 Time and Labor, ererformance, eCompensation, eBenefits,
ePay, eProfile modules earty and under budget
Project managed the PeopleScft HCM upgrade from version 5.4 to version B8,
) . ; Introduced and successfully implementsd 3 new project gement approach wsing a
Education & Certifications: combinztion of personz] experience and Project Management Institute (PMIL.
s uUtiized Ms Project and MS Office 1o successhully monitor and report project performance

PMP — Obtzined 1002003, PMI Centification Number

A3 - Information Systems Management, Texas A&M, Obtzinsd 1998

B.5. - Accounting, University of Texas, Obtained 1983
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CANDIDATE SUBMISSION CHECKLIST

The candidate’s e-mail is noreply@peopleclick.com or left blank
All columns are filled out in the Skills section

The candidate’s years experience is equal to or greater than required years
experience for all skills

You have responded to all Questions for Requirement

“Candidates Employer If Subcontracted to Vendor” is left blank (if W2) or
“Independent Contractor”

The resume is on the ITSA Resume Template
There is no vendor information on the resume (name, logo, etc.)
There is no candidate contact information on the resume

The Skills box on the resume matches Skills listed Peopleclick
All certifications are listed

All technologies and skills listed are shown in Employment History
There are no attachments other than the Candidate’s Resume
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