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Career Summary

I posses extensive experience in personnel training, development and administration, team building, staffing, supervision, and management.  My skills include solid leadership qualities and the ability to motivate people through personal example and teamwork. I effectively utilize organizational and management skills to achieve necessary goals.

· Hands-on experience in operations management, planning, workflow organization, space utilization, and research.
· Resource Management: Possess proven problem solving and resource allocation skills to meet goals.
· Project Management expertise and knowledge in management principles and processes.

· Relationship Management through leadership, employee empowerment, and continuous learning.

· Extensive demonstrated supervisory, public speaking, and leadership experience. 

· Value and promote diversity with the aim of achieving the vision and mission of the organization.

· Inspire and foster team commitment, spirit, pride, and trust; personally committed to the highest ethical standards.

· Strong analytical, negotiation, investigatory, admisnitration, mediation, and communication skills.

· Make well-inmformed, effective, and timely decisions; expert ability to communicate, counsel, and advice.

Professional Experience

Residential Route Manager, Waste Management of Moreno Valley, August 2011 to present /60Hr./Wk.

· Responsible for 20 drivers.
· Manage payroll, productivity, performance, compensation, scheduling, and discipline.
· Organize and schedule all necessary resources to accomplish activities and coordinate daily with Maintenance team.
· Review and audit documentation related to route operations on a daily basis.
· Manage the end–of-day check-in process, capturing and communicating key service, safety, and equipment issues.
· Visit customers and customer sites to evaluate and resolve safety issues.
· Communicate and follow-up on sales opportunities, scheduled deliveries, and problems at customer site, Drive Vehicle Inspection Report (DVIR) repairs, container swaps, and safety issues.
· Conduct, evaluate, and report driver involved injury investigations, operations liabilities, and vehicle accidents.
Office/Personnel Manager, 7th Engineer Support Battalion, September 2008-April 2011/60Hrs./Wk.
· Managed, mentored, and supervised more than 140 personnel. Delegated and supervised administrative tasks and managed office operations in a 1500 personnel organization.

· Planned and carried out policies related to personnel activity such as recruiting, interviewing, and selecting employees for designated internal positions.  Conducted transactions including promotions, transfers, investigations, and separations.

· Evaluated information and formulated techniques and methods to address technical issues and problems with administrating and personnel. Engaged in the resolution process of personnel issues and inquiries from internal and external agencies.
· Expert knowledge in administrative programs and interpretation of policies and practices to advise all levels of management.

· Conducted budget analysis and collaborated with the Budget Officer to manage a $1,000,000 personnel training budget.

· Approving Official for Defense Travel System (DTS) and Government Travel Charge Card (GTCC) Agency Program Coordinator.
Training/Education Specialist, MCRD San Diego, CA & Officer Candidates School, Quantico, VA, 
January 2000-March 2003/August 2007-August 2008/70 Hrs./Wk.
· Managed, supervised, trained, and developed 7 four-person teams (28 Personnel).

· Trained and developed entry-level Enlisted and Officer personnel in Basic Military/Basic Officer Instruction.

· Delivered instruction, education, and reinforcement of Marine Corps History and Traditions & Drill and Ceremony procedures. Instilled self-discipline, confidence, and individual and organizational pride in trainees.

· Communicated daily, orally and in writing, with senior staff and team members.

· Operations Manager, from March 2002 to March 2003, conducted Family Day public speaking events, coordinated personnel staffing for ceremonies, and tracked required annual training for 210 personnel.
Legal Manager/Specialist, Training and Education Command, Quantico, VA, 
May 2006-August 2007/40Hrs./Wk.
· Receive, review, and prepare legal correspondence, reports, and endorsements for a variety of investigations.

· Reviewed correspondence for signature of the Staff Judge Advocate received from over 30 occupational Specialty Schools and Military Education Academies and organization encompassing over 1000 personnel.

· Processed request for information and contributed to the resolution process of legal inquiries form external and internal elements. Maintained custody reports, files, and investigations subject to the Freedom of Information Act.
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Executive Administrative Assistant, U.S. Pacific Command, Camp Smith, HI, 
October 2004 – May 2006/40 Hrs./Wk.

· Manager, supervisor, mentor and leader to 6 personnel. Coordinated the Commander’s Physical Fitness Program.
· Entrusted and accountable for drafting and reviewing of official, sensitive, and classified correspondence and message traffic.
· Coordinated and prepared travel itineraries, passports, transportation, and support for 2 executive assistants and 16 personal staff. 
· Managed sensitive and classified information.
Assistant Protocol Specialist, U.S. Pacific Command, Camp Smith, HI, May 2003 – October 2004/60Hrs./Wk.

· Managed, supervised, and mentored 7 personnel and 1 Civilian employee.

· In Charge of logistics, scheduling, and other administrative support, to include audiovisual support, meeting space requirements, and transportation or personnel, conducting official business.
· Coordinated and provided support for annual conferences and meetings for high-level dignitaries and guest speakers.

· Maintained and tracked over $100,000 in office equipment and three government vehicles.

Education and Military Training

· Bachelors in Arts – Liberal Arts, Excelsior College, Albany NY.

· Master Sergeant/First Sergeant (E-8) Leadership Seminar, 2008

· Marine Corps Government Travel Charge Card Agency Program Coordinator, 2008.

· Department of Defense, Defense Travel System 2008.
· Diploma, Legal Officer’s Course, 2007

· Diploma, Advanced Personnel Administrative Course, 2003

United States Military

· Retired. United States Marine Corps, March 26, 1991 to April 30, 2011/Honorable Discharge, Master Sergeant (E-8).

· Held/able to obtain Government Top Secret Clearance with Special Compartmented Information.

Languages

· Bilingual-fluent in English/Spanish

Technical Knowledge

· Microsoft Office Suite (i.e., Access, Excel, PowerPoint, and Word).

· Human Resources Management Tools: Marine-On-Line-Accountability & Pay Information System; Defense 
Finance and Accounting Service – My Pay; Manpower Manager – Personnel Tracking System; Marine Corps Total Forces System - Personnel Pay and Benefits Tracking System.

Career Achievements and Recognitions

· Improved administrative procedures and policies to achieve outstanding results in 3 office inspections. Managed over 1000 GTCC’s and over 1200 DTS personnel accounts; improved travel and reimbursement processes to save nearly $50,000 per quarter.  Earned the Meritorious Service Medal.
· Successfully trained, mentored, developed, and evaluated over 300 Officer Candidates and over 400 Enlisted Recruits. Earned Coordinated support of personnel and equipment for 6 Graduation Ceremonies, 6 Family Day public speaking events, and 2 Educator Workshops. Earned the Navy and Marine Corps Commendation Medal. Certificate of Commendation for most effective team.
· Coordinated complex travel plans to 5 foreign countries and 4 U.S locations. Earned the Joint Service Commendation Medal: “…his professionalism and expertise have considerably aided seven directorates and 12 staff agencies of this command…” W.V. Alford, Jr., Rear Admiral, U.S. Navy.
· Outstanding results in the Personnel Administration Readiness Inspection.  Earned the Navy and Marine Corps Achievement Medal and Certificate of Commendation: “…these types of accomplishments serve as true testament of his abilities as a Marine Leader.” L.G. Hernandez, Colonel, U.S. Marine Corps.

Volunteer Participation

· Local Military Community events including Stepps Stables Annual Family Day.
· The Rebuilding Together Organization.
· Hawaii Food Band Annual Food Drive raising over 2000 pounds of goods.
· Encino Elementary School Mentoring program & Annual Toys-for Tots program.
