Developing Your Data
Collection & Maintenance
Program — No CRM Needed
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Data Maintenance WHATITIS....
SYAIEIN

WHAT IT IS NOT....




“Management works in the system;

Leadership works on the system. ,,

STEPHEN CovEY




Best Practices
People




New Hires I

= |deal time

* HR Department is your friend

* Information types

" Bio

* Previous projects (with years completed)
= Licenses (with expiration dates)
= Awards/Special Achievements

» Special skills/expertise

= Software

" | anguages

= Contacts
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In Action: BRPH New Hires I

e Start Date

(New Hire Worksheet, )
Resume, and Contacts

* HR Informs Marketing
» Marketing Prepares

New Hire Materials * HR Sends Resume + are Collected
Information to » Marketing Updates
Marketing Database
» Marketing Schedules » Headshot is taken

Onboard meeting
» Headshot is Scheduled

N JARR After Start
Date
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In Action: BRPH New Hires

brph

Architects | Enginesrs | Constugiors

335 Lake Bakiwin Lane.

Suite 200
HOIE oriando, FL 32614

4075959301

Dear FIRST NA 407.596.9304 £

~ wwew_beph.com
Overview

Welcome to BRPH. As a new employee, we need to obtain the following items from you:

» Resume (with any additional pertinent information)
= Photegraph
= Mailing list

Resume

Asg part of the new hire process, marketing creates your resume in our corperate database, Deltek
Vision. The information is used in bids, proposals and other documents. We need to receive your
resume, along with any supplemental information by DATE (ONE WEEK FROM HIRE) in order to get
this information into the database as soon as possible. You can email or give your resume and
information directly to INSERT COORDINATOR NAME AND CONTACT INFORMATION HERE.

For your resume, please make sure to include the following

= Years of Experience - this usually starts with the year you graduated from college

= Education — list all degrees and certifications

* Professional Registration — please provide a copy of your license

= 0 izati ist any i organizations in which you are currently a member

= Publications — list any papers you have published or presentations you have given

= Computer Fluency — list the computer programs in which you are fluent

= Foreign Language - list the languages, other than English, in which you fluent

= Awards — list any awards you have received

= Professional Experience — this is a general paragraph about your past experience

= Project Experience —provide project name, client name, location, brief summary of project
and your role in the project, construction value, and dates complete (design and construction)
for each project

Photograph
Plzase make arrangements with Todd Reed, Graphics Manager, (freed@brph.com or x3057) to
schedule an appointment to take your company 1. Please make to get your

photograph taken by DATE (TWO WEEKS FROM HIRE)

For your photography session, business attire is required (suit jacket, shirt, and tie for men; business
wear or other suitable dress for women).

Mailing List
‘Our database will hold a mailing list for you_ This list should have any contacts you have that you
would want to receive mailings from BRPH. For each contact we need the following information

= MName = Fax

= Title = Email

= Company Name = Sector Code for Clients

= Address = Types of Mailings to be received
* Phone

MBRPH

eam Member Experience Worksheet
‘GEMERAL INFoRmATION

Toam Membar,
Education:

Work Phone: BRPH Cell Phons:

Software SKill Laval: Dlemet  Dlcomsest  Dlinoseigestis
Softwars: Skill Leval: Olemet  Ocomseert  Dlfnowieigestis
Software: Skill Leval: ClEmet [ Compeient D nowedgestie
Language: Skill Leval: Oltanenstend O Fuset

Languags: Skill Laveal: [ ] Conversbonsl [] Fuet

Experience Derans

“This information secion 3paiies keywonts B your professional sxpenence, alkiaing marketing o canduct sasier and more accurate searthes. Plaase select e key words sor sach ares

cfexperise, iFihey are appicable & your expenence.
Planning:

Project Management

Givil Enginsering

Architscturs:

Structural Enginssring:

Machanical Enginsering:

Industrial Enginesring:

Elactrical Enginsering:

Intsriora:

“Thisinsomation seciion apOIES KEYWOIDS 1o PO,

Aviation:

Manufacturing:

‘General Facilities:

Energy Projscts:

113112018

] Mester Planving (] Envirormental impact Suses ] Zoring; Land Use Suudies

[ Propassl Freparsion [] ConirackLanguage [] Meneging Ouisd O ce
o ishor O Scheuing 01
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O Progrnmng O o o ] Ssmce Fening [ copr
[ Visusfzsten [] Corsiruchion 2 [] Comsiuchion Desamerts [] Susimess Deveiopment [TTechnical ivtg (81 [J0esgn Triking
O Praject Exmcution Plan (F) (I Cusliy Conbal

O] Canstn-ploe Conorete [ Steed [ Drlled Shoft Foundation [ Pike Foundafions [ Cranes [ Lang Spen Tnzses Dtigh Wind

[ Seismic Design 8 Stusies [Caiegory 0, E, F) [ Lownch Infrastructure  []Technical Wiiing []Equipment Foundafions [ Timser

D0 Pt Tension Carcrele [ 2l 0] WSty Buicings ] Undergound Suchres

0 o Stmge o iy P i ign D Prezems Faing
O] Chiller Plents [ Techrical Writng [] Sailer Systems.

] Plert Dexign [ Tank Shorsge [ Automaior, Canbu & estumesistion [JTechrical Weking

[ Cammunicaions Systems (] Lighingintesce (] Thesies Lghting [ Lghtng-Exterior [ Svest Ligning (] Atistic Fekd Lighing
o . o Distbuion Das .

O Flareing Charmetes, (1 Brogrameing [ Szsce Plaering (] Desige Develcpment (] Move Marsgement [ biercr Renderings.
O Fumitue, Fixkees 8 Equipment (] Inkerior Desige [ [JCorsiucton Documents
] Busine=s Development L] Sranding [ Desgn TrinkngViioring [ 4N iregrefion
ProJECT TYPE EXPERIENCE
FiEa5 521201 e Key WOIS 1 230 1yPe of PIOjSca YO N SXDEREnce
[ simide [ Lavdsice (] 450 [] Hargar [ F50 [] Termsizsis (] Summeys (] 2prore Teximys [] Master Flareing [] S Lightng
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O Wind Plaris [ Soler Planis

AFullsail




Resume Updates l

» Determine frequency — annual, quarterly, etc.
* Determine who’s to update

* Everyone at once — make it a big event/initiative
= Work Anniversary updates
* Hand them a current resume

= Hand them instructions or a checklist

» Give a deadline (send them a calendar invite
reminder)

» Schedule a one-on-one meeting (even record it)
= Gather information
» Update database or master resume

. AFullsai




In Action: BRPH Annual Updates l

* Pull list of people based
on work anniversary

* Put together current
master resumes and
update memos

11

 Distribute master resumes
and update memos

* Put reminders on
calendars

» Schedule one-on-ones as
needed

/ Collect updates
* Edit/re-write as needed
» Update Vision

- J

~
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In Action:
Annual Update
Instructions

[Company name]

To: [Recipient names]
From: your name

cC: [Recipient names]
Date: [Pick the date]
Subject: Resume Update

ANNUAL UPDATE BLLIRR:

Ancther great year has passed at [FIRM NAME]. As part of this great year, we would [Ike you to review your professional resume on file in the
marketing database. It is imperative that it reflects all of your great accomplishments for use in proposals and qualifications to obtain new work.

Attached is your current resume from our current marketing files. Please take few moments to look at the follewing areas on your resume. Mark
any edits er changes and return it to marketing nc later than Wednesday, April 25th 2018.

WORK ANNIVERSARY BLURB:

Happy Work Anniversary! As part of celebrating another year with [FIRM NAME], we would like you to review your professional resume onfile in
the marketing database. It isimperative that it reflects all of your great accomplishments for use in proposals and qualifications to obtain new
work.

Attached is your current resume from our current marketing files. Please take few moments to look at the follewing areas on your resume. Mark
any edits cr changes and return it to marketing no later than Wednesday, April 25 2018,

MName and title - |s your name spelled correctly? |5 your professional registration d correct [i.e.: PE, El, ASLA, AlA, etc.]? Is your job title
correct?

Employee Bio—This can be a general paragraph about your past experience or a specific description of one of your specialties (manufacturing
design, mechanical expertise, experience with FDOT, etc.). Refer what is currently showing for accuracy. Let marketing know if a specific one needs

to be daveloped. *Please note I've attached a document to help with information for your bio.

Years of Experience — This usually starts with the year you graduated from college. Please tell us your years of total experience and years with
[FIRM NAME].

Education — If you are missing any degrees, please provide the marketing department a copy of your diploma.
Professional Registration — If any of your registrations are missing, please provide a copy of your license.

Organizations — List any professional organizations in which you are currently a member. If you are no longer a member of one listed on your
resume, please mark through it.

Publications & Presentations — List any papers you have published or presentations you have given at conferences. Include
publicationforganization, title and description.

Computer Fluency — List the computer programs in which you are fluent.

Forelgn Language — List the languages, other than English, In which you fluent.

Awards — List any awards you have received and date received (DD/MM/YYYY)

Firm Projects Currently Showing on Resume - Flease take a few moments and write what your role was on each project listed (example:
Mechaniczl Designer, Architectural Project Lead). Also please add a sentence or two about your specific job duties on the project (example: Mr,

Traylor was responsible for coordinating with team members to determine LEED credits and preparing LEED documentation to register and certify
the project with USGBC).




No Database, No Problem

= Use Same Steps

= Use Windows Explorer to
Store:

= New Hires

= Annual Updates

» Master Resume File, lock
for editing

» Master Headshot Folder

» Master License Folder

13

- -

Documents library

01 Resurnes
Mame

. 01 Master Resurmes
. 02 Master Headshots
. 03 Master Licenses
. 04 Mew Hires

.. 05 Annual Updates
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BONUS: Automation

With CRM Without CRM

= Use workflows to identify = Annual resume updates
and alert resume is due to done as part of performance
be updated (based on start reviews
date) = Resume updates reviewed

» Send current resume with by supervisors

Instructions in message to
both employee and
marketing staff

z AFullsail



Resumes OTHER BEST
Maintenance PRACTICES?




Best Practices
Projects




Methods

= Annual Updates

* Project Milestones

= Pursuit Driven

» Award Submittals

= Initiative Driven Updates

= \Website updates

» Rebrand

» Merger-Acquisition
= CEO wants it!

17
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In Action: ‘

Hensel Phelps Site Visit Program

PIP Sent Before Walks the Site u Team Review

Meeting

1 AFullsail



Project
Information
Worksheet

ProJECT INFORMATION WORKSHEET

Distributed To:
Due By:

Return To:

BaAsIc PROJECT INFORMATION

This is the basic infermation needed for each project and is used as the starting place for choosing projects for resumes, propesals, SOQs,
presentations, the firm website, etc. If the project is not of marketing importance, please fill in this basic infarmation and check the carresponding

box at the end of this section.

Project Name:
Project Number:

Project Address:

Project Manager:
Firm Role:
Service Dates:

Service Fees:

Marketing Importance:

P

to

piy

Needed:

Project Milestones (for follow-up):

Confidential (verify):

City, State, Zip:

Project Size:
Construction Dates:
Est. Construction Cost:

] somewhat Important

O No

to

[ Mot at this time

CLIENT/OWNER /REFERENCE INFORMATION

The client is the enlity that pays owr invoices and is not dways the entity that ultimately owns the project (for example, when we are a
subconsultant). The reference is a person who is associated with the project who will serve as our references for the work we perform.

Client Company:
Client Contact:
Client Address:

Client Phone:

Owner Company:

Owner Contact:
Owner Address:

Owner Phone:

Reference
Company:

Reference Contact:
Reference Address:

Reference Phone:

282018

Title:
City, State, Zip:

Client Email:

Tile:
City, State, Zip:
Owner Email:

Title:
City, State, Zip:

Reference Email:




BONUS: Automation

= Use alerts with built-in * Project Set-Up Forms
questions at various project = Master Project Data
milestones Spreadsheet
= Open = Project Schedules +
= XX% of Billings Reminders in Outlook
* Closeout

= Don’t allow project closeout
with missing data (or empty
fields)
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Project Information OTHER BEST
Maintenance PRACTICES?




Start-Up Guide
\Y

e Resumes
 New Hire Memo
 Employee Experience Worksheet
 Resume Update Memo
* Questions to Help Write a Bio

* Projects
 Project Information Worksheet

AFullSai



Thanks for Attending!
\Y

For more information contact:

Lindsay Diven, CPSM

Senior Consultant
888.552.5535 x134

ldiven@fullsallpartners.com



mailto:info@fullsailpartners.com
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