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TEAMWORK 
Work confidently within a group  
  
COMMERCIAL AWARENESS 
Understand the commercial realities affecting the organization.  
  
ANALYSING & INVESTIGATING  
Gather information systematically to establish facts & principles. Problem solving 
  
INITIATIVE/SELF MOTIVATION 
Able to act on initiative, identify opportunities & proactive in putting forward ideas & solutions  
  
DRIVE 
Determination to get things done.  
Make things happen & constantly looking for better ways of doing things 
  
WRITTEN COMMUNICATION 
Able to express yourself clearly in writing  
  
PLANNING & ORGANISING  
Able to plan activities & carry them through effectively 
  
FLEXIBILITY 
Adapt successfully to changing situations & environment 
  
TIME MANAGEMENT  
Manage time effectively, prioritizing tasks, and able to work to deadlines 
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INTRODUCING YOURSELF 
  
I have reviewed your corporation and its marketplace. I understand there are challenges and 
opportunities. I would like to show you why I make a good team member. I am very motivated. I 
identify opportunities & proactive in putting forward ideas & solutions. I gather information 
systematically to establish facts & principles. I am very good at problem solving.  I am able to 
express ideas clearly and confidently in speech. I work confidently within a group.  My groups 
have included 3 to 104 people. I am determined to deliver best of class service. I am constantly 
looking for better ways of doing things. I have won awards in written communication. I 
communicate effectively with CEO, Board, Department Managers, and 3rd party groups. I am 
able to plan activities & carry them through effectively. I arrive to work on time, and have never 
missed a day of work. I manage small and large projects. Small projects are about 8 a day.  28 
larger projects up to 1.3 million last about a year.  I have been very adaptable to corporate and 
market needs. I respond to needs by being proactive. 



Tom Knutson is a very sharp candidate with broad experience in IT, and the ability to 
work with all levels of individuals from CIOs, 4-star generals and corporate owners 
to junior-level staff. He is a very good communicator and fully understands the value 
and importance of keeping his clients and users informed of the status of their 
issues. Tom is very strong technically with Windows desktops/laptops, comfortable 
with Mac computers and mobile devices. His experience includes user support, 
working with global companies, technical implementations, team lead, and ad hoc 
resource. Tom has the experience, knowledge and understanding to work with senior 
executives, has a 4-year degree in Business (Cum Laude), and a wide variety of IT 
skills. He held Secret Clearance and served in the US Army for seven years. Tom is 
very interested in the opportunity, and is a very strong candidate for the position.  
Tom can be reached at 612-255-0838. 
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