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Security Clearance: Secret

Summary: Twenty years Marine Corps leadership experience in operational planning, personnel management, logistical coordination, recruiting and office supervision. Highly organized, detailed oriented and proactive in completing all projects before required deadlines. Communicates and advises on all functional areas of operations. Maintains administrative records, creates briefing materials, manages calendar schedules, researches and inputs data on web based programs. Achieves individual goals and makes contributions as a team member. Grasps new ideas, concepts and skills quickly, applies them to achieve maximum results. 

· Manage Multiple Projects

· Leadership and Management

· Initiative Driven Work Ethic

· Professionalism and Timeliness
Experience
Operations Chief, United States Marine Corps, Company D, 4th Light Armored Reconnaissance Battalion, Quantico, VA, Dec 2008–Jan 2012 
· Coordinated with internal and external entities in the coordination of all operational, logistical and training support requirements, resolved scheduling conflict issues without interruption of ongoing operations enabling the unit to be productive in accomplishing its objectives.
· Identified, analyzed and requested funding for equipment, manpower, transportation, facilities and materials for 110 reserve personnel enabling the unit to accomplish its training objectives and deployment operations without the shortfalls in required support.
· Supervised the embarkation of military vehicles and equipment valued over $20 million during multiple deployments to stateside and overseas locations ensuring accountability, documentation and proper embarkation procedures were followed without the loss of or damage to any equipment.

· Consulted with management on a daily basis on administrative, operational, logistical and personnel considerations increasing visibility on priorities of work within the unit.
· Directed personnel performing office administration functions. Instructed, guided personnel, ensured regulations, policies were being followed. Developed a systematic approach to accurate recordkeeping of documents and files resulting in productive office workplace.
· Coordinated multiple travel arrangements for the staff, directed personnel through web based Defense Travel System requests, arranged and confirmed flights, verified hotel and rental car reservations, adjusted travel arrangements as needed resulting in personnel getting to and from locations during specified travel windows to support operational commitments.
Operations Chief, United States Marine Corps, Company A, 2nd Light Armored Reconnaissance Battalion, Camp Lejeune, NC, Jul 2007–Nov 2008
· Utilized interpersonal management skills to foster positive relationships with members of adjacent units contributing to increasing the logistical support for a 300 member task force.
· Managed and supervised personnel providing mobile logistics, recovery and maintenance support, operated independently over 100 miles from fixed bases in Iraq enabling the maneuver elements to focus on operations uninterrupted by logistical shortfalls.
· Coordinated delivery of all required classes of supply, supporting 140 individuals located at two separate bases, 50 miles apart in Iraq which resulted in being able to maintain high tempo operations simultaneously.

· Supervised handoff and inventory control of military vehicles and equipment. Assured 100% accuracy of documentation of consolidated memorandum receipts for serialized equipment valued over $30 million resulting in a friction reduced turnover with outgoing and incoming units.   
Company Gunnery Sergeant, United States Marine Corps, Company E, 2nd Battalion, 2nd Marines, Camp Lejeune, NC, Jul 2006–Jun 2007
· Organized, coordinated and managed the training for 120 personnel resulting in the unit being operationally ready to deploy overseas on short notice.
· Developed schedules based on restricted time lines with outside agencies, met support specific requirements on the movement of mission essential equipment without the interruption of on going operations.

Canvassing Recruiter, United States Marine Corps, Recruiting Station, Chicago, IL, Jul 2002–Jun 2006
· Methodically marketed, networked, prospected, recruited and filled challenging vacancies as a canvassing recruiter within the Chicago, Illinois Metro area covering a population of over 700,000 contributing to the overall success of the recruiting substation mission.
· Managed accountability of all government property valued over $400,000 to include 3 offices, 5 vehicles, electronics and recruiting materials issued to 5 recruiters assigned to the recruiting sub-station enabling the substation to focus on achieving its assigned recruiting objectives.

· Supervised canvassing recruiters in attaining stringent monthly recruiting missions resulting in being one of the top 5 substations out of 15 in the Chicago area on a consistent basis. 
· Instructed junior level recruiters how to apply the systematic approach to recruiting, how to properly screen applicants and how to place the candidate in the correct military occupational skills field which increased a higher success rate in obtaining contracting and shipping missions.
· Initiated, prepared and analyzed statistical data reports, while integrating the corresponding results which resulted in the improvement of recruitment techniques and guideline solutions.
· Coordinated over 120 career fair events and professional speeches with officials from high schools and community colleges in search of quality applicants increasing awareness of Marine Corps career opportunities. 
Various Marine Corps Assignments, Camp Lejeune, NC & Camp Pendleton, CA, Sept 1992–Jun 2002

Education and Training
· Marine Corps Recruiter School, San Diego, CA, June 2002 

· Achieve Global, Professional Selling Skills, San Diego, CA, June 2002 

· Communication Skills, San Diego, CA, June 2002
Additional Information

· Proficient with Microsoft Office (Word, Excel, Power Point and Outlook)

· Provided volunteer assistance for the Toys for Tots program during the 2009-2011 Christmas holiday seasons. Assisted with warehouse operations donating toys to charitable organizations.[image: image1.png]
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