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DALE G. KAISER 
4832 Oak Leaf Court • Kingwood, Texas  77339 • dale@kaiser.org • Home:  281/555-2991 • Work:  713/555-8982 • Mobile: 832/555-9427 


 


October 31, 2009 


The Security Benefit Group of Companies 
700 SW Harrison Street 
Topeka, Kansas 66636-0001 


ATTN: Human Resources/JB 


With ten years of experience in financial planning, I have the required qualifications and am an excellent candidate for the 
position of Variable Annuity Wholesaler. I have attached a copy of my resume for your review. 


To assist you as you look over my qualifications, here are some relevant accomplishments: 


• Developed a four-part financial planning seminar and trained registered representatives and other financial 
professionals to be presenters, resulting in the placement of over $25 million in sales of various financial products. 


• Conducted over 350 annuity seminars to groups of sales professionals and clients, resulting in increasing sales of 
annuity plans. 


• Placed more than $20 million in annuity premium. 


With my proven knowledge and experience in qualified markets [403(b), 457, IRA, 401(k), etc.] as well as the non-qualified 
market, I stand ready to assist your company in maintaining its financial strength and in improving its position in the market. 


I have been in charge of due diligence for several years, and in that capacity I have worked with many wholesalers. I am well 
aware of what works and what this position requires. My annual salary requirement, including production incentive bonus, is 
in the range of $50,000-$100,000. 


I hold the NASD Series 7 and 63 licenses and am a registered investment advisor representative. I also hold a BS degree in 
financial and estate planning from The University of Texas. 


I will be happy to further discuss my qualifications with you in person. You can reach me in confidence at any of the 
numbers listed above. I will contact your office by November 10 to ensure that you have received my application. 


Sincerely, 


Dale G. Kaiser 


Attachment 
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October 31, 2006 


Mr. Ross Herbert Jefferson 
The Security Benefit Group of Companies 
700 SW Harrison Street 
Topeka, Kansas 66636-0001 


Dear Mr. Jefferson: 


With ten years of experience in financial planning, I have the required qualifications and am an excellent candidate for the 
position of Variable Annuity Wholesaler. I have attached a copy of my resume for your review. 


To assist you as you look over my qualifications, here are some relevant accomplishments: 


• Developed a four-part financial planning seminar and trained registered representatives and other financial 
professionals to be presenters, resulting in the placement of over $25 million in sales of various financial products. 


• Conducted over 350 annuity seminars to groups of sales professionals and clients, resulting in increasing sales of 
annuity plans. 


• Placed more than $20 million in annuity premium. 


With my proven knowledge and experience in qualified markets [403(b), 457, IRA, 401(k), etc.] as well as the non-qualified 
market, I stand ready to assist your company in maintaining its financial strength and in improving its position in the market. 


I have been in charge of due diligence for several years, and in that capacity I have worked with many wholesalers. I am well 
aware of what works and what this position requires. My annual salary requirement, including production incentive bonus, is 
in the range of $50,000-$100,000. 


I hold the NASD Series 7 and 63 licenses and am a registered investment advisor representative. I also hold a BS degree in 
financial and estate planning from The University of Texas. 


I will be happy to further discuss my qualifications with you in person. You can reach me in confidence at any of the 
numbers listed above. I will contact your office by November 10 to ensure that you have received my application. 


Sincerely, 


Dale G. Kaiser 


Attachment 








Evelyn K. Bates 
9456 Pinewood Trail Drive • Houston, TX 77548 • evelyn@email.com • (713) 555-8720 


 


 


SUMMARY Experience in applying office skills, including working with data input, computer programming, word 
processing and spreadsheets. 


EDUCATION Baylor University, Waco, Texas 9/2006 to Present
Major: English; Minor: Business 


 Buckner High School, Tuna, TX 77338 9/2002 to 5/2006
Graduated Advanced with Honors | GPA: 4.0. Distinguished Honor Roll; 
Who's Who of American High School Students 


EXPERIENCE Baylor University – Secondary Education Secretary 12/2007 to 5/2009
Dr. J. Susan Baird, 149-F MCKB, BU, Waco, TX, (254) 710-3177 


 Research assistant; Prepared articles by Dr. Baird for publication; prepared, 
administered, compiled surveys of Texas science teachers’ gender-bias; 
office support. 


 Celestial Horizons Marketing Company – Clerk 5/2008 to 8/2008
256 North Belt East, Houston, TX 77060, (713) 931-0229 


 Receptionist; telemarketing support; data entry; word processing, spreadsheets 
(Lotus 1-2-3); daily program updating; wrote checks; handled mail. 


 Expeditors International, Inc. – Receptionist 6/2007 to 8/2007
16302 Aldine Westfield, Houston, TX 77205, (713) 821-2929 


 Reviewed, assembled and mailed billings to customers; data input; issued 
checks; general office tasks. 


 Tuna-Mart Discount City – Full-time Cashier 5/2006 to 8/2006
703 FM 332 East, Tuna, TX 75412, (409) 652-8412 


SKILLS Typing (60 wpm); 10-key by touch; microcomputer – word processing, spreadsheets 
(Lotus 1-2-3); machine transcription/dictation; TIE multi-line phone system 


 Business Information Processing; Typing; Data Processing, Programming; Speech 


ORGANIZATIONS Baylor University – Honors Student Council (Forums and Awards Committees; Symposia Chairman); 
Flute Choir; French Club. 


 Buckner High School – National Honor Society (Secretary), French Club (President), 
Business Professionals of America (President), Band (Section Leader, Soloist, Twirler). 


 Coweta Baptist Church – Youth board member 6 years, camp counselor. 


RECOGNITIONS 2nd Place Greater Tuna Region Winner – Ten Pillars of Economic Wisdom speech contest 
plus $925 scholarship 


$1,000 Scholarship – BHS Band Boosters 


Scholarships Finalist – Jostens Foundation National Leadership; Fisk Mall 


1st Place Region, 8th Place State – Keyboarding Competition 


Outstanding French Student; 1st Place French Recitation at SFASU Contest 


Greater Tuna Chamber of Commerce Literary Contest, First Place Winner2005 — 
Essay Title: "The Other Side of Bigotry" 
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SUMMARY: Over 20 years of experience in financial planning, including creating and registering a 
successful corporation, implementing an effective employee benefits plan and managing the 
operation of insurance and securities entities. 


EMPLOYMENT: 
1998 – Present FIRST FINANCIAL CAPITAL CORPORATION, Houston, Texas 


• Managed a wide variety of operations for First Financial entities, including insurance 
products and investment securities. 


2002 – Present President, First Financial Advisory Services, Inc. 


• Provide short-term investment management services to political subdivisions. 


• Created successful marketing strategy and established institutional banking relationships. 


1995 – 1998 Area Manager 


• Designed and implemented employee benefits plan, utilizing Internal Revenue Code Section 
125 “Flexible Benefit Plans”, Section 457 “Deferred Compensation Plans”, and Section 403 
(b) “Tax Deferred Investments”. 


• Administered tax deferred plans for several public school districts and corporations. 


• Enhanced revenues via introduction and distribution of supplemental products. 


1990 – 1995 Director Financial Planning Division & Director Investment Securities Research and Marketing 


• Created new corporation and completed all requirements to register it as a Registered 
Investment Advisor with the Securities and Exchange Commission, generating fee income 
for company. 


• Initiated and established a relationship with a discount brokerage firm for the purpose of 
transacting stock/bond sales for clients, generating additional commission income. 


1985 – 1989 Financial Planner 


• Developed and established Financial Planning Department, including financial plan design 
and generation; production of a money management seminar, and implementation of 
investment advice. 


1983 – 1985 PACIFIC CONSULTING CORP., Seattle, Washington 


• College Internship — led to full time position as Financial Planner. 


EDUCATION: 
 B.S. degree in Financial and Estate Planning 


University of Texas, Austin, Texas 


LICENSES AND National Association of Securities Dealers (NASD) Series 7 Registered 
MEMBERSHIPS: Representative; NASD Series 63; Securities and Exchange Commission Registered 
 Investment Advisor Representative.  Texas Group I Life and Health Insurance and 
 Variable Annuities.  Member, International Association for Financial Planning. 








JOSEPH S. JOHNSON 
8734 Half Moon Drive 
Buckner, Texas  78541 


joe@internet.net 
(409) 555-9019 


 


SUMMARY More than 10 years in management, including supervision, training and sales in a variety of 
business types, including transportation, insurance, business equipment and pharmaceuticals. 


SUPERVISION • Coordinated hazardous materials response team, which facilitated quick responses to emergency 
situations. 


 • Developed a dock safety check, which maintained standards to comply with OSHA requirements. 
 • Managed personnel in the Over, Short and Damaged Department of a trucking company, 


resulting in a reduction in claims from customers. 
TRAINING • Developed and implemented a marketing program, resulting in a 6 percent increase in sales each 


year the program was used. 
 • Initiated a sales training program, which was used to improve the productivity of employees 


trained under that course. 
 • Wrote a cashiers procedures manual, which enabled personnel to follow a standardized process in 


handling customer accounts. 
SALES • Sold, serviced and retained about 8,000 health, life, and disability policies, resulting in up to 439 


percent of sales quotas. 
 • Sold duplicator machines, resulting in earning top sales recognition in company branch. 
 • Retrieved intrastate business from a major tire company, resulting in sales in excess of $700,000. 


EMPLOYMENT HISTORY 


Central Freight Lines, Buckner, Texas (Current employer) Transportation Company 
Dock Safety Supervisor 
Training Director 
Rate and Billing Supervisor 
Sales Representative 


Blue Cross and Blue Shield, Waco, Texas Health and Life Insurance Company 
Sales Representative 


Xerox Corporation, Austin, Texas Business Machine Company 
Sales Representative 


Ayerst Laboratories, Mesquite, Texas Pharmaceutical Company 
Sales Representative 


EDUCATION AND TRAINING 


B.S., Psychology with a minor in Business Management 
Stephen F. Austin State University 


18 credit hours, Commercial Transportation and Hazardous Materials 
Houston Community College 


Extensive sales training 
Xerox schools 








 Writing for Digital Media 
Job Description Verbs 
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Refer to this list of verbs while writing your résumé: 


Adjust resolve, settle, adapt, regulate 
Advise counsel, recommend, inform, consult 
Analyze study, determine, resolve 
Answer respond, reply, retort, satisfy 
Appear show, evident, manifest, seem 
Apply to put to use, parallel, suitable, fit, 


qualify, correlate 
Approve endorse, sanction, attest, certify, 


accredit 
Assist support, aid, corroborate, maintain, 


uphold 
Assign prescribe, specify, allot, ascribe 
Assure ensure, reassure, convince, guarantee 
Authorize sanction, justify, warrant 
Collaborate work jointly, cooperate, assist 
Collect gather, bring together, extract from, 


gain, claim, accumulate 
Communicate impart, convey, exchange, transmit, 


express 
Conduct guide, control, direct, transmit 
Confer bestow, trust, consult, bring together 
Consult consider, ask of, refer to, advise, 


deliberate, counsel, confer 
Control regulate, rule, conduct, direct, restrain, 


reserve, guide, manage 
Coordinate harmonize, combine, act together, to 


bring about 
Correct amend, rectify, alter, adjust, point out 
Counsel consult, deliberate, advise, propose 
Develop set forth, evolve, expound, unfold, grow, 


promote, process 
Delegate entrust, appoint, assign, prescribe, allot 
Determine decide, resolve, discover, settle, 


regulate, to bring about or come to 
Diagnose recognize, identify, analyze, conclude 
Direct impart, adapt, move, point, extend, lead, 


show, prescribe, determine 
Discuss reason, examine, declare, consider 
Encourage foster, stimulate, inspire, spur on 
Enforce strengthen, constrain, compel, urge, 


carry out effectuate 
Ensure make sure, certain, safe, guarantee, 


insure assure, secure 
Establish effect, make firm, recognize 


 
Estimate appraise, judge, determine, evaluate, 


value, rate, assess, calculate 
Evaluate determine, appraise, estimate 
Forecast calculate, predict, foretell 
Implement accomplish, carry out, provide 
Initiate cause, introduce, begin, instruct 
Influence force, direct, sway, affect, alter, modify 
Inspect look over, view closely, examine 
Instruct impart, give knowledge or information, 


direct, teach 
Interpret explain, construe, conceive, represent, 


bring to realization 
Investigate inquire, observe or study, examine 
Manage conduct, direct, handle, supervise 
Maintain keep, sustain, support, provide, uphold 
Monitor check, test, watch, observe, regulate, 


control, keep track of 
Organize arrange, form, set up, cause, develop, 


integrate 
Originate initiate, begin, inception, create, 


construct 
Participate involve in, take part, share, partake 
Plan design, plot, scheme, project, arrange, 


devise, have in mind 
Prepare make ready, work out details, put 


together, qualify 
Provide supply, procure, prepare, fit out 
Receive acquire, admit, accept, permit, bear 
Recommend entrust, commit, advise, endorse, make 


acceptable 
Report relate, cover, present, announce, make 


known, account 
Represent present, depict, typify, advocate, 


portray, constitute 
Review examine, study, evaluate 
Schedule appoint, assign, designate 
Study examine, review, evaluate, consider, 


plan, reflect 
Supervise oversee, superintend, watch, direct, 


govern 
Train direct, information by instruction, teach, 


prepare, instruct, discipline, drill 
 





